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PANHANDLE AREA EDUCATIONAL CONSORTIUM (PAEC)

753 WEST BOULEVARD

CHIPLEY, FL 32428

INSTRUCTION SHEET

For Convening Sites 

2005 Reading First Reading Academies

INSTRUCTIONS FOR INVOICE SHEET

· Enter all information regarding convening site host district.  

· Enter information regarding convening site locations, dates, etc.

· Have form signed by authorized personnel in district.

Mail all the invoices to:
PAEC   


Attn:  Linda Arrant


753 West Blvd.


Chipley, FL  32428

If you have questions, please contact me by phone or email (toll-free 1-877-873-7232 Ext. 2237 / arrantL@paec.org).

IMPORTANT NOTES: 

· Please remember to keep a copy of invoice you submit for payment.

· For those Academies in May and June, please send your invoice to Linda Arrant by July 8, 2005 in order for us to close out the fiscal year which ends June 30.  
· For those Academies in July and August, you can submit your invoice ahead of time; however, those checks will be processed in July and the checks will be mailed at the end of July.  Due to closing out the prior fiscal year, our district finance office must close out the 2004-05 bills prior to processing July bills.
· Checks for Academies held in school districts are made payable to and sent to the school district.
· Please work with your Finance Director in completing the invoice so he/she is aware of the convening site funds that will be arriving.  This will allow time for your district finance office to establish how to handle the funds.
INVOICE

Date:

TO:
Linda Arrant


Panhandle Area Educational Consortium


753 West Boulevard


Chipley, FL  32428

FROM:
School District: _______________________________


Address: _____________________________________


City, State, Zip: _______________________________


District Contact Person: _________________________


Phone Number: ________________________________


Email Address: _________________________________


District Federal ID#: ____________________________

Activity: Serve as a Convening Site(s) for 2005 Summer Reading First Academy(ies).

	Convening Site Name
	Date of Academy
	Convener Contact Person
	Contact Phone Number

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


# of Convening Sites _____
x $7,500 per Site = $_______________

Total Balance Due

_____________________________________ 

Authorizing Signature

Return invoice by mail to:


Linda Arrant


Panhandle Area Educational Consortium


753 West Boulevard


Chipley, FL  32428

FOR PAEC USE

	FUND
	FUNC
	OBJ
	PROJ
	PGM
	AMT

	731
	6400
	391
	7429003
	
	

	
	
	
	
	
	

	
	
	
	
	
	


