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Office Hours 

September 17, 2026



Topics

• Due Dates 
• Reminders
• Training Opportunities
• Time Distribution Records (Time and Effort) Guidance
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Due Date Communication
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Due Date Communication
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FY27 Allocation Status 

• Amounts for each ESEA grant are available in GMS. 
• Allocation notices are pending. 

Grant Allocation Process
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https://oklahoma.gov/content/dam/ok/en/osde/documents/services/title-services/ESEA%20Grant%20Allocation%20Process%20rev%20April%202026.pdf


FY27 Title III, Part A 

• Title III, Part A English Learner (EL) - Project Code 572
• Federal statute requires a minimum of $10,000 for a subrecipient 

to receive an allocation. 

Step 1 - Oklahoma award amount divided by the number of EL 
students reported in the October 1 report = per pupil amount (PPA). 

Step 2 – PPA multiplied by the number of students reported as EL on 
October 1 = <$10,000 

The number of students in FY27 was 116. 
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FY27 Title III, Part A 

• Title III, Part A Immigrant - Project Code 571
• Minimum of 20 students and 2% percent growth rate
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FY27 ESEA Consolidated Budget 
Application 
• Release Date – August 5, 2026
• Due Date – September 30, 2026
• Instructional document available. 
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https://oklahoma.gov/content/dam/ok/en/osde/documents/services/title-services/ESEA%20Consolidated%20Budget%20Application%20Instructions%20August%202026.pdf


ESEA Equitable Services to Nonpublic 
Schools
OTS will host a training opportunity for districts that have 
participating nonpublic schools. 

September 29, 2026
1:00 p.m. 

Registration
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https://www.zoomgov.com/meeting/register/0x4b86RETkexEpxa6luh7w


ESEA Equitable Services to Nonpublic 
Schools
• In the ESEA Consolidated Budget Application, the Nonpublic 

School pages are not ready. 
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Family Engagement Training Opportunity

Five Simple Principles to Engage Every Family
When: September 22
Where: Moore Norman Technology Center
Time: 9 a.m. - 3:30 p.m.
Click here for more information!
Registration Link: https://events.bizzabo.com /954385/home
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https://urldefense.com/v3/__https:/links-2.govdelivery.com/CL0/https:*2F*2Fcontent.govdelivery.com*2Fattachments*2FOKSDE*2F2026*2F09*2F09*2Ffile_attachments*2F3774348*2FFamily*2520Engagement*2520Training*2520with*2520Dr.*2520Constantino*2520Final*2520*25281*2529.pdf/1/010101a08b32e0be-64df5503-595b-42c8-ba8e-5b0d08a9c170-000000/0-vs1uDzyQCSZhJr0ZZMv2zZkWPq1-S62UzvKQZpTCY=452__;JSUlJSUlJSUlJSUlJSUlJSUlJQ!!NZFi6Pppv9YRQw!r25iN0pEAtecWkesn76FoAb9cu46CWLAT-XsPf4Q-qZOrxwpRPi2_cxUmxC-qhqfnVveKkKSp6nmMO39MQE-F_6UEDGL6A$
https://urldefense.com/v3/__https:/links-2.govdelivery.com/CL0/https:*2F*2Fevents.bizzabo.com*2520*2F954385*2Fhome/1/010101a08b32e0be-64df5503-595b-42c8-ba8e-5b0d08a9c170-000000/WgmQ6t8GvIyZTWkmBDrsGWXcI1lIQs0A1cEpda2DCO4=452__;JSUlJSU!!NZFi6Pppv9YRQw!r25iN0pEAtecWkesn76FoAb9cu46CWLAT-XsPf4Q-qZOrxwpRPi2_cxUmxC-qhqfnVveKkKSp6nmMO39MQE-F_4zF5CUrA$


OSDE’s Family and Community 
Engagement

Family & Community Engagement

12 Office of Title Services

https://oklahoma.gov/education/services/family-community-engagement.html


Purpose – Time Distribution Records 
(TDR)
• The main goal of time distribution record (AKA time and effort) is to 

charge the salary to the federal grant for time spent on the duties 
completed by the employee for the grant objective. 

• A time distribution record (TDR) is a recording of the employee’s time 
as it was spent.
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Purpose – Time Distribution Records 
(TDR)
• A TDR is not a time sheet. A TDR is an after the fact assurance that 

the individual completed work tasks in their contract day/year that may 
be charged to a federal grant funding source. 
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Purpose – Time Distribution Records 
(TDR)
Example – A reading teacher is funded 50% from Title I to provide 
supplemental instruction in foundation reading skills at one elementary 
school site and is funded 50% from general fund to provide curriculum 
support to the entire district. 
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Purpose – Time Distribution Records 
(TDR)
If upon reviewing the time distribution record and the salary source 
percentages and there is not a match, the district has two choices – 

1. Adjust the salary source percentages.
2. Adjust the time working to match the salary source percentages. 
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Templates
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ESEA Resource 
Toolkit

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Foklahoma.gov%2Fcontent%2Fdam%2Fok%2Fen%2Fosde%2Fdocuments%2Fservices%2Ftitle-services%2FESEA%2520Resource%2520Toolkit.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Foklahoma.gov%2Fcontent%2Fdam%2Fok%2Fen%2Fosde%2Fdocuments%2Fservices%2Ftitle-services%2FESEA%2520Resource%2520Toolkit.docx&wdOrigin=BROWSELINK


Templates
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Templates
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Templates
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Templates
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Counselor (General Fund)

Reading Specialist (Title I)
4

4

4

4

50/50 salary split is reconciled at the end of the 3 months and the 
funding sources are charged accordingly – Keep going! 



Templates
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Counselor (General Fund)

Reading Specialist (Title I)
6

2

5

3

Uh oh! The time spent is no longer a 50/50 split when the time 
distribution records are reconciled. Stop! The funding sources must 
be revised and charged according to the amount of time the duties 
were performed for each cost objective. 
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Funding Source Documentation Required Frequency Approval 
Salary is 100% from a single 
federal funding source. 

The LEA should keep a Semi-
Annual Time Distribution 
Record. 

Semi-Annually
1. July - December 
2. January - June 

Completed and signed the last 
working day of December 
(but not later than January 
31st) and last working day of 
May or June (but no later than 
July 31st.

Supervisor with firsthand 
knowledge of the work 
performed by the employee. 

Salary is a combination of 
federal/state/local funds that is 
an approved single cost 
objective.  

This is applicable to schools 
that have consolidated funds 
and/or have an approved 
schoolwide plan. 

The LEA should keep a Semi-
Annual Time Distribution 
Record.

Semi-Annually
1. July - December 
2. January - June 

Completed and signed the last 
working day of December 
(but not later than January 
31st) and last working day of 
May or June (but no later than 
July 31st.

Supervisor with firsthand 
knowledge of the work 
performed by the employee. 

Salary is a combination of 
federal/state/local funds and is 
NOT working under a single 
cost objective. 

Monthly Time Distribution 
Record - Personnel Activity 
Report (PAR)  

Monthly 
Recorded daily on a 
Personnel Activity Report 
(PAR) and signed at the end 
of each month. 

Employee (recommended) 
and supervisor with 
firsthand knowledge of the 
work performed by the 
employee. 



Written Procedures
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Districts must develop written procedures that include answers 
to the following questions 2 C.F.R. 200.430(g) – 

• Who needs a TDR?
• Who collects the TDR?
• Who completes the reconciliation process on the TDR?
• If the salary funding source needs to be adjusted based on 

the TDR, what is the process? Who completes this part of the 
process?



Written Procedures
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• When are TDR’s reviewed? How often? 
• What template does the district use? 
• Where are TDR records maintained? 
• Why are TDR records kept? Document some form of the bold 

statement above. 
• How often are TDRs reconciled with payroll records? 



Flexibility for CAC (786) or Schoolwide 
Consolidation of Funds (785)
• In LEAs that consolidate administrative costs in project 786, 

an employee paid with federal funds and working exclusively 
on project 786 should complete time and effort documentation 
twice a year (semi-annually). 

• In a school that receives Title I funds and uses the schoolwide 
consolidation of funds project 785, employees paid with 
federal funds working on the schoolwide program should 
complete time and effort documentation twice a year (semi-
annually). 
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Flexibility for CAC (786) or Schoolwide 
Consolidation of Funds (785)
• In a school that receives Title I funds and operates under a schoolwide 

plan that does not use the schoolwide consolidation of funds project 785, 
employees paid with a single federal funding source and working on a 
single cost objective (a single project code) should complete time and 
effort documentation twice a year (semi-annually). 

• In a school that receives Title I funds and operates under a schoolwide 
plan that does not use the schoolwide consolidation of funds (785) or a 
school that operates under a targeted assistance plan, employees paid 
with federal funds and working on multiple cost objectives are required 
to complete time and effort documentation at least monthly 2 C.F.R. 
Compliance Supplement 4-84.000 (page 1050  – April 2022).
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Example 1
Employee A’s work duties are split between an instructional coach position 
paid out of Title I (75%) and a curriculum director position paid out of general 
fund (25%). 
• Use the personnel activity report to document tasks for the instructional 

coach position as well as the tasks assigned for the curriculum director 
duties. 

• At the end of the month, three months, or six months (reconciliation time 
frame is decided by the district – although it is recommended not to wait 
longer than 6 months) the school or district administration reconciles the 
personnel activity reports and finds that duties between the two cost 
objectives are more of a 50/50 split (NOT 75/25). 
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Example 1

• The district should adjust the salary funding sources accordingly. 
Instead of 75% of the salary being charged to the Title I program and 
25% being charged to the general fund – the funding should actually 
be 50% of the salary charged to Title I and 50% of the salary charged 
to general fund.
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Example 2
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Employee B works the majority of the day (every day) as an instructional 
coach paid 100% out of Title I. 
• Semi-annual time distribution form (or be included in a spreadsheet/list 

of employees working on a single cost objective) 
• There is no need for a monthly personnel activity report as there is no 

funding source/cost objective split to review during the reconciliation 
process. 



Example 3
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Employee C is a classroom teacher during their contracted day and year paid out of 
general fund. Their contracted day ends at 3:30 p.m. In this case there is not a 
portion of their salary charged to a federal funding source thus no time distribution 
records are necessary. 
• On Mondays and Wednesdays from 3:30 p.m. to 5:00 p.m., Employee C provides 

after school tutoring funded with Title I. This time should be documented daily on a 
time sheet. 

• In this instance a time sheet alone may be used for payment (and supporting 
documentation) of supplemental/extra duty services. This employee is provided 
supplemental/extra duty services so a TDR is not necessary as there would not be 
a need to adjust any salary costs to the funding source. 



Example 4
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Employee D, a Title I funded person, serves as a reading specialist half 
the day and an instructional coach half the day. 
• The cost objective is different, but the salary funding source is the 

same, so the semi-annual report should be sufficient. 
• There will not be a TDR reconciliation process that needs to be 

completed with a monthly time distribution record. While there is a cost 
objective split there is not a split in salary funding source.



Example 5
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Employee E, spends 100% of their time as a reading specialist, but is 
paid 50% out of Title I and 50% out of general fund.
• Use a semi-annual TDR as the objective of the cost charged to the 

grant is the same. 
• A TDR reconciliation process (using the personnel activity report) is not 

applicable because there is not a split in the employee’s cost objective 
OR salary. 



Office of Title Services (OTS) Webpage 
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https://oklahoma.gov/education/services/title-services.html


Contact Information
Phone: (405) 521-6850
Email: FirstName.LastName@sde.ok.gov
Address: 2500 North Lincoln Boulevard Oklahoma City, 
Oklahoma 73105-4599
Website: Office of Title Services
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