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The Fresno County Superintendent of Schools (FCSS) Migrant Education Program (MEP) 

Region IV would like to welcome you into the 2023-2024 school year with an MEP District Migrant 

Claims Resource Handbook. The purpose of this handbook is to provide you a sequential order on the 

processing of District claims. The handbook will include responses to commonly asked questions 

regarding the Migrant Monthly claim process.  

Our goal is to simplify the district claim submission process so that we can properly reimburse 

districts for migrant services in a timely manner. Claims are to be completed and submitted via email to 

Hilda Castillo (MEP Region IV, Accountant) at hcastillo@fcoe.org and carbon copy the regional 

manager assigned to your district on or before the 20th of each month. The Migrant office processes all 

reimbursement claims on a monthly basis. For FCSS Migrant Fiscal Monitoring and Auditing Purposes, 

Migrant claims submitted after the 20th of each month are categorized as late submissions. Late 

submission claims after 5 business days will receive a late notice letter and a final late notice letter on the 

10th business day from the original submission date.  Late notice letters will be emailed and post mailed 

addressed to district staff responsible for migrant claim submission, as well as administrator(s) who 

oversee district migrant services. 

Please take a moment to review the contents of the handbook to facilitate the claim process. If 

you have any questions, please feel free to call or email the regional manager assigned to your district. 

mailto:hcastillo@fcoe.org
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Expenditure Process Flow – Districts to Region
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Initial Steps
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Expenditure Entry Screen
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Direct Services Expenditure Example
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Direct Services Expenditure Example (2)
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Admin Services Expenditure Example
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Admin Services Expenditure Example (2)
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Admin Services Expenditure Example (3)
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Expenditure Reporting

Reminder:
The system does not allow the reporting of 
expenditures in cells where there is not an approved 
budget amount or where the budget series is 10% 
or more of the budgeted total for that series.
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District Submitter Acknowledgment
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Successful Submission
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CLAIM 
EXAMPLE 



REIMBURSEMENT CLAIM

Regular Budget (Resources 30600)
Summer/Inter-Session Budget (Resources 30610)

DISTRICT Claim Preparer (Print Name) Telephone

Total monthly claim $17,731.86

Adjustment Explanation:

Balance:

MIGRANT ED., REGION IV USE ONLY

Region IV - Program Coordinator Date

Date

Region IV - Administrator Date

Transfer # Date

Region IV - Finance

Due on the 20th of each month to the Region :

Month & Year

Dr. Michele Cantwell-Copher, Superintendent
Fresno County Superintendent of Schools

Eddie Rodriguez, Director 
Migrant Education, Region IV

1. Data Entry
2. On-line Submission

21-Mar

District/Region Use (If Applicable)

Claim Example
1/20/23 16



FRESNO COUNTY SUPERINTENDENT OF SCHOOLS
Migrant Education

CLAIM FOR REIMBURSEMENT

Regular Budget (Resources 30600)
Summer/Inter-Session Budget (Resources 30610)
School Readiness - 31100

DISTRICT

Service Admin Service Admin I&R Service Admin Service Admin
Code Amount Amount Code Amount Amount Code Amount Amount Code Amount Amount

110000 300000 110000 300000
120000 420000 120000 420000
130000 430000 130000 430000
190000 520000 190000 520000
210000 540000 210000 540000
220000 550000 220000 550000
240000 560000 240000 560000
290000 570000 290000 570000
290001 580000 290001 580000
290010 590000 290010 590000
290013 Other 290013 Other

Indirect Indirect

Total 0.00 0.00 0.00 0.00 Total 0.00 0.00 0.00 0.00

PARENT Service Admin
Code Amount Amount

240000
290000
300000
420000
430000
520000
570000 Total Monthly Claim $0.00
580000
Other

Indirect

Total $0.00 $0.00

Month & Year

Claim Example 
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DR. MICHELE CANTWELL-COPHER, SUPERINTENDENT
FRESNO COUNTY SUPERINTENDENT OF SCHOOLS

EDDIE RODRIGUEZ, DIRECTOR 
MIGRANT EDUCATION, REGION IV

MIGRANT DISTRICT STAFF LISTING - REGULAR & SUMMER
List all staff names charged to the Migrant Program

110000 Teachers :

120000 Counselor/Guidance :

120000 Physical/Mental Health:

130000 Supervisors/ Administrations:

190000 Resource Teachers:

210000 Instructional Aides:

220000 Community Aides/Classified Support:

220000 Maintenance/Operations:
Transportation

220000 Food Services:

240000 Clerical/Other Office

290000 Other Classified:

290010 Work Study:

*Submit a staff listing each month
*Claims will not be reimbursed without the staff listing

Date

Claim Example 
1/20/23 18 ]
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REIMBURSEMENT CLAIM

Regular Budget (Resources 30600)
Summer/Inter-Session Budget (Resources 30610)

DISTRICT Claim Preparer (Print Name) Telephone

Total monthly claim

Adjustment Explanation:

Balance:

MIGRANT ED., REGION IV USE ONLY

Region IV - Program Coordinator Date

Date

Region IV - Administrator Date

Transfer # Date

Due on the 20th of each month to the Region :

Region IV - Finance

Dr. Michele Cantwell-Copher, Superintendent 
Fresno County Superintendent of Schools

Eddie Rodriguez, Director 
Migrant Education, Region IV

Month & Year

1. Data Entry
2. On-line Submission

District/Region Use (If Applicable)

MEPEX FORMS 
10/09/23 mc
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DR. MICHELE CANTWELL-COPHER, SUPERINTENDENT
FRESNO COUNTY SUPERINTENDENT OF SCHOOLS

EDDIE RODRIGUEZ, DIRECTOR 
MIGRANT EDUCATION, REGION IV

MIGRANT DISTRICT STAFF LISTING - REGULAR & SUMMER
List all staff names charged to the Migrant Program

110000 Teachers :

120000 Counselor/Guidance :

120000 Physical/Mental Health:

130000 Supervisors/ Administrations:

190000 Resource Teachers:

210000 Instructional Aides:

220000 Community Aides/Classified Support:

220000 Maintenance/Operations:
Transportation

220000 Food Services:

240000 Clerical/Other Office

290000 Other Classified:

290010 Work Study:

*Submit a staff listing each month
*Claims will not be reimbursed without the staff listing

Date

Revised October 2023 ]
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FRESNO COUNTY SUPERINTENDENT OF SCHOOLS
Migrant Education

CLAIM FOR REIMBURSEMENT

Regular Budget (Resources 30600)
Summer/Inter-Session Budget (Resources 30610)
School Readiness - 31100

DISTRICT

Service Admin Service Admin I&R Service Admin Service Admin
Code Amount Amount Code Amount Amount Code Amount Amount Code Amount Amount

110000 300000 110000 300000
120000 420000 120000 420000
130000 430000 130000 430000
190000 520000 190000 520000
210000 540000 210000 540000
220000 550000 220000 550000
240000 560000 240000 560000
290000 570000 290000 570000
290001 580000 290001 580000
290010 590000 290010 590000
290013 Other 290013 Other

Indirect Indirect

Total 0.00 0.00 0.00 0.00 Total 0.00 0.00 0.00 0.00

PARENT Service Admin
Code Amount Amount

240000
290000
300000
420000
430000
520000
570000 Total Monthly Claim $0.00
580000
Other

Indirect

Total $0.00 $0.00

Month & Year

MEPEX FORMS
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State and Federal Procurement Flowchart

*$99,100 is the California bid threshold for the 2022 calendar year

Start

Purchase  
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Informal 
Method:
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e procedures
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<$99,100*
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Purchase 
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<$250,000

Formal Method:
Sealed bids, 
Proposals

Purchase 
≥$250,000

State 
Procurement
Exemptions 

Apply?

Cost price 
analysis
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No
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No
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Click to edit Master title style

1

Methods of Procurement

• Grantee must have and use documented procurement
procedures for the following methods:

A. Informal Procurement Methods
Micro-purchase

 Small purchase procedures

B. Formal Procurement Methods
 Competitive sealed bids

 Competitive proposals

C. Noncompetitive proposals

1

MEPFORMS 1/20/23 HC 
Procurement 
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Click to edit Master title style

2

Informal Procurement Methods

2

Micro-purchase Small Purchase

• Threshold: $10,000 or lower State rule
• Awards – May be awarded without price or

rate quotes if non—federal entity “considers
the price to be reasonable based on research,
experience, purchase history or other
information and documents its files
accordingly.”

• Non-federal entity may self-certify threshold up
to $50,000, if:

• Low-risk auditee for most recent audit
• Annual internal institutional risk assessment to

identify, mitigate and manage financial risks; or
• For public institutions, a higher threshold

consistent with state law.

• Threshold: Greater than micro-purchase
threshold, but less than simplified acquisition
threshold ($250,000).

• Price or rate quotes from “adequate number of
qualified sources” as determined appropriate
by non-federal entity.

• Thresholds – Established based on internal
controls, risk, and procedures, and
documented. Cannot exceed the threshold in
Federal Acquisition Regulation (FAR)
($250,000) but may be lowered.
 California threshold: $99,100



Click to edit Master title style

3

Formal Procurement

Used for purchases that exceed small purchase threshold ($250,000, or lower, if set 
by the non-federal entity)
• Require documented procedures
• Require public advertising

Two options:
• Sealed bids
• Proposals

3



Click to edit Master title style
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Noncompetitive Proposals

Appropriate only when:
Micro-purchases (<$10,000)
 Item is only available from a single source;
There is a public emergency for the requirement that

will not permit delay resulting from publicizing a
competitive solicitation;

The federal awarding agency or pass-through
expressly authorizes noncompetitive procurement in
response to a written request from non-Federal
entity; or

After soliciting a number of sources, competition is
determined to be inadequate.

4
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