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Topics

* Due Dates

* Reminders

* Training Opportunities

» Time Distribution Records (Time and Effort) Guidance
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Menu List

Sign Qut

Select GMS Access/Select for Grant Applications

Administrative
Administrative Web Pages
GMS Administration Web
Payment Administration
Reports

GMS Access [/ Select
Funded Applications

Non-Funded Data Collections
Title Services

Special Education
| Next OTS Office Hours - January 15, 2026 at 10:00 am. Email amber.polach@sde. ok gov for an i District FY25 %ggw.lEducmonMOE data report is now available. All districts must update their FY26 LEA.
§ Submit Monthly Claims for Reimbursement - 2 CFR. 200.303(b) can view their
[ Calculate Maintenance of Effort (MOE) - Check compliance with ESEA Section 8019 by using the formula in the OCAS Manual.
| December claims for reimbursement must be dated through December 31st.

reement, MOE tab, with correct data for FY23. Districts
ﬂnuughthehnkpmudﬂd\utbmﬂmrLEAAgﬁemmt MOE tab. leted by January 30. If assistance is needed, please
contact your finance specialist.

School Support & Improvement Expanded Learning
No notifications found. No notifications found.

Competitive
No notifications found.

is update must be comp!

Student Development

No notifications found.
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Due Date Communication

Office of Title Services

OKLAHOMA STATE DEPARTMENT OF EDUCATION

From OSDE Communications

Educators will now receive important updates from the Oklahoma State Department
of Education through a bi-weekly communication. This change from our previous
monthly format ensures that all information is shared efficiently and consistently, while
continuing to provide clear, accessible updates in one central place.

For additional details or items not included in this memo, educators are encouraged
to visit the Oklahoma Department of Education Website, where comprehensive and
up-to-date resources remain available.

Oklahoma Department of Education Website
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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 lll, Part A

* Title lll, 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 lll, Part A

* Title lIl, Part A Immigrant - Project Code 571
* Minimum of 20 students and 2% percent growth rate

N\
M. oKLAHOMA
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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.
Reqistration

a \]
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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.

N\
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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

2 A
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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

2 A
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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.

A
St oKLAHOMA
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Purpose — Time Distribution Records
(TDR)

- ATDR 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.

N\
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Purpose — Time Distribution Records
(TDR)

Example — A reading teacher is funded 50% from Title | 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.

a \]
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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.

N\
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Templates

17

ESEA Resource

Toolkit

Office of Title Services

Semi-Annual Time and Effort (Single Employes) — LEA s may uze thiz document as a template.

Fedaral requirements require amployvees that work solaly {100%) on 2 singls Faderal award or cost objectiva,
charges for their salaries and wages will be supported by pariodic certifications that the emplovess worked
zolely on that program for the period coverad by the cartification. Thess cartifications will be preparad at least
semiannually (at least every six months) and will be signed by the amplovee and’'or 2 supervizory official
having first-hand kmowledge of the work performed by the emploves. 2 g0 FF £200.430 1) (2022)

County Code: | Click or tap hera f

Dhstrict Code: | Click or tap fo enter

Dastrict Mame: | Click or tap hers £

School Name: | Click or tap hers £

Fizcal Year: Click or tap hera £

Start Date: | Click or tap fo enter a d | Fnd Date: | Click or tap to enter a date
Federal Fundimg Program Name: | Click or tap here fo enfer text.

Federal Fundms Project Code: Click or tap here fo enfer text.
[ Emplovee Mame (Print): | Click or tap here to enfer text.

Bv signmg below, I cartify that [ have first-hand knowledge of the employea performmeg duties and
responsibilities durmg the fupe pegod indicated

Supervisor Name (Prinf): | Click or tap here fo enter text.

Supervisor Siznature: |

| Date: |

LEA': must keep the :emi-anrual certification document on file m their admmizstrative offices for at least three fiscal years.

Emplovees working on multiple activities or cost objectives, must document their work according to the distribation of their salariez

ar wages through personnel activity reports (monthly Time and Efort Loge) mstead of :ami-anmeal certifications.

> )
»

> ]
\/

.

/d

‘V

C

OKLAHOMA
Education


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

Semi-Annual Time and Effort Record (Multiple Emplovees) — LEA= may nza thiz document az a templata.

Federzl requirements require employees that work zalaly (100%) on 2 smngle Faderal award or cost objectiva,
chargas for their salaries and wages will be supportad by pariodic certifications that the emplovees worked

zolely on that program for the period coverad by the cartification. Thesa certifications will be preparad at least
semiannnally (at least every six months) and will be sizned by the employee and’or 2 supervisory official
e m p a e S having first-hand knowledze of the work performed by the employvee. 2 g0 B R £200.430 ()¢1) (20220

County Code: | Cl | o enter text.

Dustrict Coda: | Cl o enter a date

Dhistrict Wame: | Cl thar text.

School Hame: | Click arter text.

Fizcal Year: Click o arfer text.

Start Date: | Click or tap to enter a date | End Date: | Click or tap to enter a date

Fedaral Fundme Prosram Name: | Clicl ]

Fedarzl Fundmg Project Code: Click or tap here to enter text.

Employee Nama Employee Pozsition

By signing below, I cartify that I have first-hand knowladge of the emplovesa(s) parformmg duties and
responsihilities during the fpe pepod indicated.
Supervisor Name (Pont): | Click or tap here fo enter text.

Supervisor Signature: | | Date: |

LEA's must keep the semi-anmual certification document an file m their admmiztrative offices for at least three fiscal years.
Emplovess working an multiple activities or cost objectives, must document thair work according to the distribation of their salarie:

ar wages through personnel activity reports (monthly Time and Effort Logs) mstead of semi-anmeal certifications. ““
A > OKLAHOMA
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Monthly Time and Effort Record - LEA mav use this document as a template

For an emploves whe works on multiple activities or cost objectives {e.g., n part on a federal program whose
funds have not been conzolidated in a consohdated schoolaide pool zand m part on faderal programe zupported
with funds consolidated in a schoolwide poel or on activities that are not part of the same cost objactive), an
I LEA must maintam fime and effort distnibution records m accordance with 2 g E B $200.430000 1 Wvw) (2022)
e m I a t e S that suppeort the portion of time and effort dedicated to: (1) The faderal program er cost chjective; and (i) Each
other program or cost objective supported by consclidated federal funds or other revenua sources. This form
to be used along with the Perzonnal Activity Eeport (PAE).

County Code: | Click or tap hera
Distnict Coda: | Click or tap to ent
Distnict Name: | Click or tap here £
School Name: | Click or tap hera £
Fiscal Year: Click or tap hera

Start Date: | Click or tap fo enter a dat | End Date: | Click or tap fo enter a date

Fedarzl Program Letrvity Description Percant of Tome

Bv signing below, I cartify thiz report 1z an after-the-fact determination of total actrvities and zctual percent of
time expendad for tha fime peried indicated.

Employee Namea (Print): | Click or tap hers to enter text.

Employee Signatura: | | Date: |

Bv signing below, [ cartify that [ have first-hand knowledge of the emploves performme dufiss and
razponsibilities during the e peripd indicated
Supervizor Name (Prinf): | Click or tap hers fo enter text.

Supervisor Signaturs: | [ Date: |

LEA': must keep the moathly time distribution records on file m their admimistrative offices for at least three fiscal vears. Emplovess
working on 2 single cost objective, may document their work throush semi-anmal certifications. Y4y
Z
- | M. okLAHOMA
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T Perzonnel Activity Report - LEA mayv use this document as 2 template.
e m I ate s County Code: | Chick or tap here fo enter text
Distnict Code: | Chick or tap o enter a date
Dhstrict Name: | Click ortap b far te
Schoel Name: ick or tap far tes
Fizeal Year: Click or tap here to enter text
Start Date: | Click or tap to enter a date | End Date: | Click or tap to enter a date

In the table below document the program name and the number of hours sach day spent on program activities.

Program Name/Code: |
Date

M| [Tu) W[ Th | F M| Ta[W[Th | F [M|Tu| W |Th | F | M|[Tu | W|Th| F | M| Tu| W |Th| F

¥ ol hours

Prosram Mame/Code: |

Diate

M|Tu| W|Th | F | M|[Ta[W|Th| F | M |Tu| W |Th| F | M| Tu|W[Th| F | M |Tu| W |[Th|F

¥ ol hours

Program Name/Code: |

Diate

M| Tu| W |Th | F | M| To | W|Th|{ F | M|[Tu| W ([Th| F (M| Tu([W|Th| F | M | Tu| W ([Th|F
¥ ol hours
Program Name/Code Mumber of Hours %o of time spent on each program (may be racorded on the monthly time distnbution record)

Bv sizgning below, I cartify that the information recordad abewve 1= true and corract.

Emplovee Name (Print): | Click or tap here fo enter text
Employee Signature: | | Date: |
By signing below, I certify that [ have first-hand knowladge of the emploves performme dutiss and responsibilities during the fige pepied indicated.
Supervizor Name (Print): | Click or tap here to enfer text
Supervizor Signature: | | Date: |

LEA': must keep the 2emi-annual certification document on fle m their admmizirative offices for at least three fiscal years. Emplovess working on mualtiple activities or cost
abjectives, mu:t docuwnent their waork according to the distribution of their salaries or wages through persoanel activity reposts (monthly Time and Effort Logs) instead of zemi-
anral cartifications.

A
M. okLAHOMA
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Templates

In the table below document the program name and the number of hours each day spent on program activities.

Program Name/Code: | Counselor (General Fund)
Date

M|[Tu| W |Th| F M|Tu|W|Th| F | M| Tu|W |Th| F | M| Tu|W|Th| F | M | Tu| W |Th| F
#ofhours | 4 4

Program Name/Code: |Reading Specialist (Title I)
Date

M|Tu|W|[Th | F M| Tu|W| Th | F | M| Tu| W |Th| F | M| Tu(W|Th| F | M |Tu| W |Th| F
#ofhours | 4 4

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

Z
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Templates

In the table below document the program name and the number of hours each day spent on program activities.

Program Name/Code: | Counselor (General Fund)
Date

M|[Tu| W |Th| F M|Tu|W|Th| F | M| Tu|W |Th| F | M| Tu|W|Th| F | M | Tu| W |Th| F
#ofhours | § 5

Program Name/Code: |Reading Specialist (Title I)
Date

M|{Tu|W|Th| F M|Tu|W|Th| F | M| Tu|W |Th| F | M| Tu(W|Th| F | M | Tu| W |Th| F
#of hours | 9 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. 4 otarona

22 | Office of title Services v".f Education
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Timeline

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
31%%) and last working day of
May or June (but no later than
July 315t

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
31%%) and last working day of
May or June (but no later than
July 315t

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.

Office of Title Services
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Written Procedures

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?

* |f the salary funding source needs to be adjusted based on
the TDR, what is the process”? Who completes this part of the
process?

L
_ | | - W OKLAHOMA
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Written Procedures

* 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?

A
St oKLAHOMA
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Flexibility for CAC (786) or Schoolwide
Consolidation of Funds (785)

* In LEASs that consolidate administrative costs in project 7806,
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 | 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).

L
_ o - W OKLAHOMA
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Flexibility for CAC (786) or Schoolwide
Consolidation of Funds (785)

* In a school that receives Title | 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 | 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).

Al
M. oKLAHOMA
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Example 1

Employee A's work duties are split between an instructional coach position
paid out of Title | (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).

L
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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 | program and
25% being charged to the general fund — the funding should actually
be 50% of the salary charged to Title | and 50% of the salary charged

to general fund.

Al
M. okLAHOMA
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Example 2

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.

Al
M. oKLAHOMA
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Example 3

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.

L
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Example 4

Employee D, a Title | 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.

Al
M. oKLAHOMA
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Example 5

Employee E, spends 100% of their time as a reading specialist, but is
paid 50% out of Title | 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.

a \]
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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

A
St oKLAHOMA
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https://oklahoma.gov/education/services/title-services.html
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