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Subject-Matter Qualification 
August 2026 

 
Under ESEA Section 2101(c)(4)(B)(i), HIDOE provides Title II, Part A funds to help teachers meet 
Hawaii Qualified Teacher (HQT) requirements. 
 
Eligibility Requirements 

●​ Eligible Activities for Reimbursement: 
○​ Passing scores on Praxis subject exams (or HTSB-approved equivalent exams). 
○​ Eligible subject-matter coursework 
○​ Professional Development/courswork for School Leadership (HICISL). 

●​ Reimbursement Requirements: 
○​ Proof of a passing exam score or course grade. 
○​ All required reimbursement forms and supporting documentation. 

 
Step-by-Step Reimbursement Procedure 
Step 1: Pre-Approval & Document Submission 

1.​ Obtain Approval:  
○​ The Teacher/School Leader obtains an approved HQ Professional Development 

Plan or a written authorization letter from the Principal/Supervisor to participate 
in an eligible Title II A activity for reimbursement upon successful completion. 

2.​ Prepare & Submit Checklist (not required for HICISL): 
○​ Print the Title II A Reimbursement Teacher’s Checklist (Attachment B). 
○​ Prepare all required documents for submission. 
○​ Submit all original documents listed on the checklist to your Administrator/HQ 

School Designee for processing ("Processor"). 
 
Step 2: Verification & Review 

3.​ Verify Activity Approval: The School Principal, Administrator, Supervisor, or delegated 
HQ Designee verifies if the activity was approved for reimbursement: 

○​ If Approved: 
■​ Sign approval on the “Request for Reimbursement for PRAXIS Exam, 

Attachment D” for praxis reimbursements. 
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■​ Log the teacher/school leader’s activity for later reporting. 
■​ Route the form to appropriate school/office staff for processing (the school 

should check with the CABM on the procedure for the CA). 
○​ If Not Approved: 
■​ Indicate the reason for denial and return the request to the teacher. 

 
Step 3: Reimbursement Payment Set-up and Processing  

4.​ Identify Payment Source:  CAS/AS/Authorizer determines if payment will come from the 
school level or the CA/State Office level: 

5.​ Check Supplier Number: Processor checks Aukahi FMS (AFMS) to verify if the requestor 
has a Supplier Number. 

○​ If missing: Complete the AFMS-T1 Supplier Table Maintenance Form and send it to 
Vendor Payment to establish a number. Hold the request until the Supplier Number is 
established. 

7.​ Form Entry: Processor enters and completes the AFMS-PY1 Direct Invoice form. 
8.​ Authorization: Complex Area Superintendent (CAS), Assistant Superintendent (AS), or 

Administrator signs the AFMS-PY1 Direct Invoice form. 
6.​ Submission: Send the AFMS-PY1 form along with all attachments to Vendor Payment 
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Links to Reimbursement Attachments: 
 
Attachment B:  Title II A Teacher’s Reimbursement Checklist 
 
Attachment C:  Sample Letter to Vendor Payment for payment made by someone else 
 
Attachment D: Reimbursement Request 
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