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Title I Publications Procedures 

1. Ensure a campus budget has been established for publications. Print Shop charges will be coded to 
the 6200 Professional/Contracted Services account. If a budget code has yet to be established, 
submit a budget amendment creating a 6200 Professional/Contracted Services account. 

2. Complete the fields on the DISD Publications Center Copy Request by hand. 
3. Submit to Publications. 
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4. Publications will send out monthly billings to the campus secretary and to the Secretary of School 
Improvement and Support.  

5. The Secretary of Federal & State Programs enters the total amount(s) of the billing onto the 
corresponding campus Title I Excel Spreadsheet(s) in the “Encumbrance” column. 

 

Notes: According to the TEA Guidelines Related to Specific Costs, printing costs are allowable when 
documentation demonstrates that they are reasonable and necessary. Any multi-color printing must be 
reasonable in cost and must be necessary to carry out the objectives of the grant program. 
Documentation must be maintained demonstrating that any such costs are reasonable and necessary. 


