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Local District Northeast 
Steps to Complete a Budget Adjustment Request/BAR for Title I/7S046 & CSI/T691 

During Temporary School Closures due to COVID 19 
 

1. The principal communicates with his/her LDNE fiscal specialist to confirm budget availability and 
allowable options to re-purpose Title I funds. 

2. The principal meets with the School Site Council in a zoom meeting, adhering to the established 
guidelines previously shared with all principals. This SSC agenda reflects that it is a zoom meeting due 
to the COVID 19 school closures, and the minutes state that there was a quorum. The SSC discusses 
and approves the repurposing of Title I funds. 

3. The school completes the School Budget Signature Forms as per the SSC decisions and principal’s 
indications. 

4. The school also does the SPSA Modification, and the narratives on this Modification must align to what 
is being purchased and the amounts that have been re-purposed (indicated on the School Budget 
Signature Forms). 

5. If the SSC Chairperson is at school/on-site, the principal can secure the SSC Chairperson’s signature 
before sending the documents to LDNE. 

6. IF THE SSC CHAIRPERSON IS NOT ON-SITE: On the SPSA Modification, there is a field/box for the 
principal to certify in lieu of obtaining the SSC Chairperson’s signature on both the SPSA Modification 
and the School Budget Signature Forms. By checking this box, the principal is indicating that the 
Education Code & Title I program requirements were followed and that the SSC documents are on file 
at the school site.  

7. The principal emails the School Budget Signature Forms and the SPSA Modification to the LDNE Title I 
Coordinator. The principal no longer needs to attach the SSC agenda and SSC minutes as long as the 
“box” was checked off on the SPSA Modification. 

8. The Title I Coordinator will review the items sent by the school and will then electronically secure the 
appropriate approval signatures of the principal, director, fiscal specialist, and LDNE fiscal manager. 
Once all the required signatures are obtained, the fiscal specialist will confirm the budget availability 
and will post the BAR.  

9. The LDNE-approved BAR will be sent to the principal for future Title I transactions or for school files. 
These documents will also be uploaded on the 2020-2021 Online SPSA. 

10. For Shopping Carts, if, for example, the school re-purposed funds to Supplemental Instructional 
Materials/SIM, the LDNE approved SPSA Modification would have to be attached to the Cart. 

11. For any Title I Program questions, please contact the LDNE Title I Coordinator. For any fund availability 
questions or appropriateness of expenditures, please contact the school’s fiscal specialist. 

 
 

 
 

The School is the Heart of the Community 


