
RFF FY18 Instructions: 
Please note:  All images are snapshots of information found in RFF FY18 (final).  Please refer to actual 

documents for further information. 
 

1. In the email there are 3 documents.  Download and save all three attachments to your computer/hard 
drive for easy access and to enable editing.  Change LEA to your LEA Name. 

a. LEA.RFF FY18 
b. LEA.RFF FY18 Signature 
c. RFF FY18 Instructions 

 

2. RFF FY18 (final) Excel Spreadsheet 
a. There are 9 tabs in this spreadsheet.  To complete the RFF, you will need to complete all 9 tabs 

as described in the instructions in tabs labeled “RFF 1-10” and “6. Instructions”  

 
b. “Tab1.-3. Application” please complete all contact information 

 

c. “Tab 4. Program Overview” (see example below) 
i. List all schools (designate new schools with an *) *see example Starview High School 

ii. Calculate the ratio for each school.  Paid full time interns count as .5 FTE (Only count 
those as indicated in Cactus for grades 7-12) 

iii. Indicate review process used for 2016-17 (F=formal review, I=interim review, S=Self-
Evaluation) 

iv. Include dates for next Formal and Interim Reviews 
v. Indicate Complete or Incomplete Data Projects for current year. 

 
d. “Tab 5. Interim Review Plan” only needed for those schools completing interim review 2017-18. 



 

e. “Tab 7 Current & Projected Totals”  
i. Only enter 2016-17 Allocation – as you enter other information on subsequent tabs, 

calculations will automatically populate.  (If unsure of 2016-17 Allocation, use link found 
in document CTE Allocation Funding 2016-17) 

 
f. Complete Employee Cost, Material-Supplies and Equipment Tabs as outlined in RFF FY18 (final) 

document, completing 2016-17 expenditures and 2017-18 Projected Expenditures. Refer to 
information in actual RFF FY18 spreadsheet for details. 
 ***No funding can be used for incentives or food*** 

 

 

g. Save completed LEA.RFF FY18 document and upload in Sharepoint.  
(https://extranet.schools.utah.gov under FY18.  CTE directors ae the only individuals with 
access to upload documents within Sharepoint.  For login / password information, please 
contact TC Tomlin at Theresa.tomlin@schools.utah.gov or 801-538-7875).  (Charter Schools 
send completed RFF, with signature page, to Holly Todd at holly.todd@schools.utah.gov)   
 

3. After your RFF FY18 spreadsheet is uploaded in Sharepoint, please complete the signature page (digital 
signatures and/or hard signatures) and email this page (Subject: FY18 RFF LEA name) to Holly Todd at 
Holly.todd@schools.utah.gov.   

 

 

Due date:  June 1, 2017 
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