
 
CHIEF BUSINESS OFFICER 

 

COVER SHEET FOR AGENDA ITEMS 

 

 March 15, 2022 

 

TOPIC/ AGENDA ITEM: 

 

IX. FINANCE 

G. InformedK12 Vendor 

 

PERSONNEL INVOLVED: 

 

Board of Trustees, Executive Director/Principal, Chief Business Officer, Finance, HR 

 

ISSUES INVOLVED/FISCAL IMPLICATIONS (IF ANY): 

 

The purpose of this action is to approve InformedK12 as a new vendor for PCHS. InformedK12 can 

help with our current workflow/processes and streamline form submission. 

 

The CBO requested bids from 3 vendors, and the recommendation is to move forward with 

InformedK12. 

 

The cost is $30,000: $10,000 one-time integration/set-up and $20,000 for unlimited use of 20 

processes/forms. Initially, HR, business and payroll forms will be utilized but there is an opportunity 

to expand this across other departments or uses (ex: SPED, IEPs, Independent Study agreements, 

technology check-out, etc.). 

 

IMPACT ON SCHOOL MISSION, VISION OR GOALS, (IF ANY): 

 

The action requested of the Board today will support the goal of ensuring compliance. 

 

OPTIONS OR SOLUTIONS: 

 

The expectation is that the board approve Informed K12 as a new vendor. 

 

CHIEF BUSINESS OFFICER’S RECOMMENDATION: 

 

The Chief Business Officer recommends that the Board approve InformedK12 as a new vendor. 

 

RECOMMENDED MOTION: 

 

“To approve InformedK12 as a new vendor.” 

  

       ____________________________________ 

       Juan Pablo Herrera 

       Chief Business Officer 



Process/Workflow Improvement
March 14, 2022



HR & Business Office are exploring ways to 
streamline internal processes

We are evaluating the following:

1. Streamlining current processes
1. Purchase orders, reimbursements, leave requests, etc.

2. Implementing new processes
1. Ex: position control, etc.

3. Identifying ways to save costs

4. Increasing compliance/accuracy

5. Driving accountability
1. Following PCHS policies & procedures

We are exploring this across Business (finance, payroll) and Human Resources departments, but the same processes can 
be utilized by other departments



We reached out to 3 vendors who are 
widely used in K-12

1. Informed K12

2. Docusign

3. Laserfiche

We (Business/HR) are recommending we move forward with InformedK12.

Yes, this is an incremental expense to this year’s budget. However, it is critical that we prioritize 
efficiency, accuracy and accountability.



Examples
InformedK12 is widely used by a number of districts in California.

Below are a few live examples:

Position Control: https://app.informedk12.com/link_campaigns/mbusd-position-control-form-electronic-
form?token=uon8qRnTDQAKZaymWYv6j9CJ

Leave Request: https://app.informedk12.com/link_campaigns/mbusd-request-for-leave-electronic-
form?token=ZJQ6KVmWriYrkoS8bZYwfBSp

Additional Form: https://www.seq.org/DEPARTMENTS/Human-Resources/General-Information/Forms--
Brochures/index.html

https://app.informedk12.com/link_campaigns/mbusd-position-control-form-electronic-form?token=uon8qRnTDQAKZaymWYv6j9CJ
https://app.informedk12.com/link_campaigns/mbusd-request-for-leave-electronic-form?token=ZJQ6KVmWriYrkoS8bZYwfBSp
https://www.seq.org/DEPARTMENTS/Human-Resources/General-Information/Forms--Brochures/index.html


Informed K12 
Workflow & e-Signature Platform 
Created for K-12 





Most Common Processes



Extra Duty 
Request

FFCRA -Leave 
Request

Reasonable 
Assurance

New Hire 
Packet-Classified

Letter of 
Intent

Defining a Process

Personnel 
Requisition

New Hire 
Packet-Certificated 

Employee 
Evaluation

Leave RequestEmergency Card



Human Resources 

❏ Personnel Requisition 
❏ Leave Request
❏ COVID Leave Request
❏ Subsidized Child Care for 

Essential Workers Request
❏ Personnel Action Form 
❏ New Hire Packets 

(Certificated, Classified, Subs)
❏ Contracts
❏ Intent to Return Letters
❏ Reasonable Assurance 
❏ Notice of Election 
❏ Address or Name Change

❏ Credential Verification
❏ Transfer Requests
❏ Resignation and Retirement 
❏ Evaluations (Certificated, 

Classified, Subs)
❏ Exit Interview
❏ Employee Handbook
❏ Volunteer Forms
❏ Professional Growth Request
❏ Open Enrollment/Benefits
❏ Incident Reports
❏ Acceptable Use Policies
❏ Staff Emergency Contact  



Student & Ed. Services
Special Education Education Services Student Services

❏ IEP/504 Signature Pages
❏ IEP/504 Notice of Meeting
❏ IEP/504 Amendments
❏ Transportation 
❏ Teletherapy Consent
❏ SEIS IEPs for E-Signature
❏ IEP Consent and 

Signature
❏ 30 Day Interim Placement 
❏ Amendment Form
❏ 504 Plan Consent Form
❏ Assessment Plan
❏ Extended SY Application

❏ Inter District Transfer
❏ Intra District Transfer
❏ Summer School Application
❏ Remote learning agreement
❏ Special program applications
❏ Transcript Request
❏ Course Placement / Drop
❏ Senior Grad / Non Grad
❏ Request to Waive Graduation 

Requirements
❏ Alt / Traditional Grading Option
❏ Credit/No Credit (PE)
❏ Incident Report Form
❏ Student Intent to Returns
❏ Independent study forms
❏ Home Language Survey

❏ Residency Affidavit 
-McKinney Vento Intake 
Form

❏ Student Work Permit
❏ After School Applications
❏ Field Trip
❏ Discipline Forms

Early Childhood & 
Head Start

❏ Application for Care
❏ Enrollment Packet
❏ Parent Income Declaration
❏ Residency Declaration
❏ Employment Verification
❏ Child Information Sheet
❏ Caregiver Authorization
❏ Essential Workers’ Eligibility 
❏ State Preschool Application



Business Services 

❏ Travel and Conference 
❏ Budget Transfer
❏ Mileage Reimbursement 
❏ Reimbursements (General) 
❏ Bus Pass Application 
❏ Purchase Card Form 
❏ Purchase Order / Req
❏ Vendor Application
❏ Vendor Contracts
❏ Grant Application/Donation
❏ Pay Voucher
❏ Contracts/Service Agreements
❏ Service Agreement

❏ ASB Forms 
❏ Timesheets
❏ Extra Duty
❏ Stipends
❏ Direct Deposit, W-4
❏ Facilities Use Request
❏ Stipend Request
❏ Gift Donation/Acceptance of 

Donation
❏ Maintenance Request
❏ FTE Increase Request
❏ Tech/Equipment/Key Sign outs



License Pilot License Starter License District License

Number of 
Processes

10 Processes 20 Processes 100 Processes

Form Creator? None None Form Creators 
Program

Yearly Cost $16,750 $20,000 $27,000

One Time
Implementation 

Cost

$8,375
(10 Processes)

$10,000
(20 Processes)

$13,500
(40 Processes)

Unlimited e-Signatures

Unlimited Accounts / Seats / Users

Unlimited Storage

Simple, Predictable Licensing

Annual License Fee + Project Implementation Fee (one-time)



IK12 Implementation Methodology: Batch 1, 2, 

DAYS 121 AND BEYOND

Weeks 1

Weeks 2-4

Week 4-5

Week 5

Week 6

Week 1 Week  2 Week 5Week 4 Week 6

Discover

Prototype

Test

Learn

Launch
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