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ABC, 21st CCLC Program 
Supply Request Form 

 
Use this form when you want a detailed list of supplies. This is especially useful when you have 
one staff member doing all shopping for program supplies. 
 
Date Requested: ________________________________  
All requests must be received on Friday for delivery on Monday. 
 
Name of Site: ____________________________________ 
*Email request to sitecoordiator@abcisd.com 
 

Catalogue Item 
# 

Item 
Description QTY Price 

per item Activity Name Instructor How will supply 
be utilized: 

        

        

        

        

        

        

        

 
Comments or Clarifications:  

 
 
 
 
Site Coordinator: _______________________________________  
Approved by Program Director: ________________________________________      Date: ___________________ 
 
Purchased By: ____________________________________ Date Order Completed: __________________________  
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Supply and Equipment Tracking Form 
 
Use the table below to track supplies and equipment in your inventory. Download and modify it to fit 
your needs. Many states and territories give guidance on how inventory should be tracked. Check 
with your 21st CCLC contact for proper inventory protocol. 
 
Site Name: __________________________________  
Person Completing Inventory: ____________________________________________ Date: ___________________ 
 

Item 
Description 

Serial # or 
Quantity Vendor Cost Date 

Purchased Condition Location 

 Good Fair Poor  
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Partner Memorandum of Understanding 
 
This agreement is effective September 15, 2017, through July 31, 2018, between the ABC 21st CCLC 
Program and Upstage. The agreement is effective only upon notification of the grant award by the 
[name of state] Education Agency for Cycle xx of the 21st Century Community Learning Centers 
Grant Program. 
 
ABC School District has applied for federal 21st CCLC grant funds from the state to provide out-of-
school time programs in 20 Title 1 schools across the district. Upon receiving the requested funds, 
the ABC 21st CCLC program and Upstage will enter into a collaboration to provide out-of-school 
time programs to meet the requirements of the Texas 21st Century Community Learning Centers 
Grant Program and benefit the school communities as stated in the grant request for application.   
 
21st CCLC Program agrees to do the following: 

• Implement and administer the 21st CCLC afterschool program with adherence to state and 
federal regulations and guidelines. 

• Provide classroom space for adult education classes. 
• Provide child care to support adult education classes. 
• Provide attendance tracking. 
• Advertise class(es) in the community education catalog each semester. 
• Provide ongoing communication about program quality. 
• Provide administrative oversight to ensure shared space is cared for appropriately. 
• Prepare annual performance reports and provide data to campus administration for 

evaluation and feedback. 
 
Upstage agrees to do the following: 

• Provide teachers, administrative experts, writers and equipment to implement the “Make a 
Movie” class at ABC High School. Classes will be held twice each week. 

• Support the 21st CCLC program by communicating its mission to targeted stakeholders. 
• Provide one staff member to participate on the 21st CCLC Program Planning Team. 
• Provide data necessary for reporting purposes to the 21st CCLC staff. 

 
In-Kind Value:  $1,500    Sub-Contractor Amount:  $1,500 
 
Either party can void this agreement by written notice 30 days in advance of final date of service. 
 
As indicated by our signatures, we agree to follow the guidelines of this grant as set by [name of 
state] Education Agency.   
 
_______________________________________   _________________________________________ 
Upstage      Program Director, 21st CCLC 
 
_______________________________________   _________________________________________ 
Date       Date 


