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SUBJECT:
Instructional Technology CSIP Instructions

A hard copy of the IT CSIP form was given to you at Administrative Leadership Conference on August 6.  The editable electronic versions of these forms can be found at the following Web sites: 

http://www.jordandistrict.org/resources/forms/index.html
http://t4.jordan.k12.ut.us/t4/content/section/7/39/
It is important to note that you have not received your funding allocations as yet.  These figures will not be available until the middle of September.  Because of this delay in funding, you will not be able to accurately complete your IT CSIP until later.  However, we recognize that you may still have some personnel-based funding needs that you normally cover with IT CSIP funds, and that cannot wait until September, e.g. lab aides, TIC, or Tech hours.  If this is the case, please proceed with hiring and time sheeting as usual.  The costs of these staff members will be covered until the time that the IT CSIP allocations are made available.  This opportunity is made available ONLY to personnel-based expenses that you plan to fund with your IT CSIP budget.  No equipment or software should be ordered at this time.

The IT CSIP form is in Microsoft Excel format, which is a program that all schools should have.  If you do not have this program, please contact your Curriculum Technology Specialist for assistance in acquiring and installing this program. 

There have been changes in IT staffing assignments this year.   To find out who your Curriculum Technology Specialist is, please reference the T4 Web site listed above, under the ‘Contact Us’ tab, for a list of those people and the schools to which they are assigned.

The following procedures are given to maximize the accuracy of your CSIP IT order, and to ensure that your technology integration plan and investments are focused on improving instruction and student achievement as reflected in your CSIP goals.

CSIP APPLICATION PROCEDURES

1. Create and assemble a CSIP Committee.  This committee should include your school TIC or someone from your Technology Committee. 

2. Complete your main CSIP document. 

3. Use the “Instructional Technology CSIP Purchasing Suggestions” included in your CSIP materials to address how your Instructional Technology CSIP purchases are supported by District and School Instructional Technology goals. 

4. Meet with your Curriculum Technology Specialist to review your Instructional Technology plan and purchasing order.  This essential step, required prior to submission, ensures the accuracy and integrity of your order.  If your CT Specialist has not had an opportunity to review your Instructional Technology CSIP with you, your purchases will not be approved.  Also, please keep in mind that we are not able to reimburse prior technology purchases with CSIP technology funds.
5. Your completed IT Purchasing Plan should be submitted to your Curriculum Technology Specialist. Your IT order will be placed on the purchasing system shortly thereafter by Information Systems.  Do not send your completed IT CSIP directly to Mark Sowa or your Assistant Superintendent.  Also, please ensure that you do not place the orders on the purchasing system at your school.  Doing either of these actions will cause a very lengthy delay in the processing of your order.

It is important to note that even though the IT CSIP funding has not yet been released, the CSIP submission deadline remains October 30.  As in the past, once funding is released, Instructional Technology CSIP orders have been authorized to be processed as soon as they are received in complete and approved format.  You will, therefore, likely want to complete the process listed above at your earliest convenience.

If you have questions beyond what is described in this document, please contact your Curriculum Technology Specialist, or Mark Sowa (801)567-8392.

