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Description automatically generated]Elementary and Secondary Education Act (ESEA)
Grant Management
Year At-A-Glance

Purpose – This document will outline tasks that a local educational agency (LEA) will need to complete in order to operate successful programs under the Elementary and Secondary Education Act (ESEA). The is an example only and the district is encouraged to modify this document to meet their needs. 
	Ongoing Tasks

	Program Design 
	· Collect and analyze comprehensive needs assessment (qualitative and quantitative) data
· Survey stakeholders to obtain feedback 
· Schedule a Title I, Part A consultation meeting with stakeholders 
· Clearly communicate program requirements and expectations
· Monitor private school services and budgets, visit schools, and consult private schools as needed.
· Assist any new schoolwide schools with the yearlong planning process.
· Attend trainings hosted by the Oklahoma State Department of Education (OSDE) Office of Title Services 
· Register to receive the Oklahoma State Department of Education (OSDE) Office of Title Services Newsletter 
· Monitor district and school plans by attending the district and school leadership team meetings. 


	Family Engagement
	· Maintain documentation of district and school site engagement activities, remind staff to collect invitations, agendas, samples of handouts, and sign-in sheets for documentation.
 

	Early Childhood Education 
	· Coordinate with Head Start programs and, if feasible, other early learning programs that serve children who will attend the LEA, regardless of whether the LEA uses Title I funds to operate an early education program (ESEA section 1119)
· Develop agreements with Head Start programs and all early learning providers to coordinate services, such as establishing a Memorandum of Understanding (MOU/MOA) outlining a plan to share student information, data reporting and sharing, alignment of standards and curricula, and transition activities for children moving from Head Start into public school programs.


	Equitable Services to Nonpublic Schools 
	· The district must consult with nonpublic schools throughout the year to ensure timely, appropriate, and meaningful services are provided to eligible students, teachers, and families. 


	Fiscal Procedures
	· Submit monthly claims for reimbursement in the Grants Management System (GMS) 
· Review the financial status of federal programs with the fiscal department/business manager (e.g., approved allocation to participating schools, appropriate expenditure of current year's funds, payroll lists). 
· Complete a reconciliation of the time distribution records (TDR) - Charge the federal grant for the amount of time spent on grant activities. 

	Data Collection 
	· Collect, track, and submit applicable student data in the district’s student information system (e.g., homeless, foster care) 
· Review benchmark and progress monitoring assessment data to identify students for supplemental services 

	Compliance 
	· Create and maintain files to collect the required evidence. 
· Review and revise plans, policies, and procedures. 


	Student Identification
	· Review the completed Student Residency Questionnaire collected at enrollment. 
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	GMS Consolidated Application Opens

	
	New district staff members will complete the Grants Management User Access Form to access GMS.

	
	Continue to review and revise drafts of the district and school budgets.

	
	Order materials for upcoming school year.

	
	Negotiate and approve contracted services for the upcoming school year.

	
	Hire staff and with the proper credentials.

	
	Collect semi-annual time distribution records (TDR) for personnel who worked on a single cost objective in the time period January through June.

	
	Collect any extra duty or stipend documentation to submit for a claim for reimbursement.

	
	Collect Monthly Personnel Activity Reports as time distribution records (TDR) for employes working on multiple cost objectives (jobs) AND paid with multiple funding sources.

	
	Select dates and plan for district parent engagement activities for the school year.

	
	Select dates and plan for school parent engagement activities for the school year (academic focus).

	
	Plan for extended learning opportunities such as before/after school supplemental programming.



	August

	
	Complete the closeout process for the previous fiscal year for each program in GMS. 

	
	Update the Central Contacts Application on GMS.

	
	Meet with district and school leadership to finalize the Comprehensive District Academic Plan (CDAP) and the Title I, Part A Schoolwide and/or Title I, Part A Targeted Assistance Program Plan(s).

	
	Finalize copies of the district and school budgets.

	
	The school must host an annual Title I parent informational meeting (Meet and Greet, Back to School Night, Orientation). Each school must inform parents of their school’s participation in Title I, Part A and explain the Title I, Part A requirements and the right of parents to be involved.

	
	Review and update student selection criteria and the student selection procedures for a Title I, Part A Targeted Assistance Program.

	
	Review, update, and begin distribution of parent/guardian notification information including - District and School Report cards, Right-to-Know notification, District and School Parent Engagement Policies, School-Parent Compact, and the Oklahoma State Testing Program (OSTP) Parent Portal.

	
	Remind schools to schedule two parent-teacher conferences for the school year (fall and spring). The school must maintain attendance documentation.

	
	Continue to hire staff and with the proper credentials.

	
	The district homeless liaison must complete the annual training on the McKinney-Vento website.

	
	The district must provide training to all staff members in the district on how to recognize the signs of students experiencing homelessness. The school must maintain attendance documentation.

	
	Make any purchases or arrangements for services for participating nonpublic schools. 

	
	Identify the data collection method for comparability calculations.

	
	Identify the methodology the district will use to demonstrate compliance with the supplement, not supplant requirement.

	
	Collect any extra duty or stipend documentation to submit for a claim for reimbursement.

	
	Collect Monthly Personnel Activity Reports as time distribution records (TDR) for employes working on multiple cost objectives (jobs) AND paid with multiple funding sources.




	September

	
	Conduct a beginning of year evaluation of the federally funded services after the benchmark assessment is completed.

	
	Establish rank order lists, based on multiple criteria, of students most at risk of failing in a Title I Targeted Assistance Program, create Title I, Part A staff schedules, begin services when all universal screening and data-collection is completed and analyzed.

	
	Obligate the Title I, Part A: 2nd Year Carryover before September 30. 

	
	Collect any extra duty or stipend documentation to submit for a claim for reimbursement.

	
	Collect Monthly Personnel Activity Reports as time distribution records (TDR) for employes working on multiple cost objectives (jobs) AND paid with multiple funding sources.



	October

	
	Upload the final Comprehensive District Academic Plan (CDAP) and Title I, Part A Schoolwide and/or Title I, Part A Targeted Assistance Program Plan(s) to the Consolidated Application. 

	
	In the ESEA Consolidated Application identify any school that wishes to operate a Title I, Part A Schoolwide Program.

	
	Submit the ESEA Consolidated Application in GMS by October 31. 

	
	Archive all prior year fiscal and programming documentation for any audit or monitoring purposes.

	
	Comparability - Collect data. Meet with appropriate staff and calculate comparability. Make corrections to Title I, Part A schools shown not to be comparable. Calculate comparability based on October data and make appropriate adjustments to Title I, Part A schools shown to be non-comparable.

	
	Submit the Title I, Part A: 9/30 Report (if applicable).

	
	Collect data for the Neglected and Delinquent October Count (10/1 to 10/30).

	
	Collect any extra duty or stipend documentation to submit for a claim for reimbursement.

	
	Collect Monthly Personnel Activity Reports as time distribution records (TDR) for employes working on multiple cost objectives (jobs) AND paid with multiple funding sources.
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	Submit the Neglected and Delinquent Annual October Count (Google Form).

	
	Collect any extra duty or stipend documentation to submit for a claim for reimbursement. 

	
	Collect Monthly Personnel Activity Reports as time distribution records (TDR) for employes working on multiple cost objectives (jobs) AND paid with multiple funding sources.

	
	Submit the ESEA Grant Performance Review on GMS (if applicable).

	December

	
	Submit an initial claim for reimbursement by December 1st.

	
	Submit the Title I, Part A Comparability Report on GMS (of applicable). 

	
	Participating in the Child Nutrition Program - Submit the Low-Income Student Count Report to the Office of Child Nutrition via the Claims, Applications, and Review System (CARS).

	
	Not Participating in the Child Nutrition Program - Submit the Low-Income Student Count Report to the Office of Title Services. 

	
	Based on district benchmark data, revise and update any Title I, Part A Targeted Assistance Program rank order lists for service.

	
	Submit any 2nd Year Carryover Funds Claims for Reimbursement by December 1st (if applicable). 

	
	Collect any extra duty or stipend documentation to submit for a claim for reimbursement.

	
	If participating in the ESEA Grant Performance Review on GMS and your district has received feedback from the Office of Title Services (OTS) review and ensure items marked Action Required are addressed. 

	
	Collect Monthly Personnel Activity Reports as time distribution records (TDR) for employes working on multiple cost objectives (jobs) AND paid with multiple funding sources.



	January

	
	Collect semi-annual time distribution records (TDR) for personnel who worked on a single cost objective.

	
	Submit the TDR documentation requested in the ESEA Grant Performance Review application in GMS (if applicable). 

	
	Collect any extra duty or stipend documentation to submit for a claim for reimbursement.

	
	If participating in the ESEA Grant Performance Review on GMS and your district has received feedback from the Office of Title Services (OTS) review and ensure items marked Action Required are addressed.

	
	Prepare and participate in the ESEA Grant Performance Review site visit (if applicable).

	
	Collect Monthly Personnel Activity Reports as time distribution records (TDR) for employes working on multiple cost objectives (jobs) AND paid with multiple funding sources.

	
	Conduct a mid-year evaluation of the federally funded services after the benchmark assessment is completed. 

	
	Complete the Maintenance of Effort (MOE) calculation (located in the Oklahoma Cost Accounting System Manual) and make adjustments as necessary. 





	February

	
	Prepare and participate in the ESEA Grant Performance Review site visit (if applicable). 

	
	Collect any extra duty or stipend documentation to submit for a claim for reimbursement.

	
	If participating in the ESEA Grant Performance Review on GMS and your district has received feedback from the Office of Title Services (OTS) review and ensure items marked Action Required are addressed.

	
	Collect Monthly Personnel Activity Reports as time distribution records (TDR) for employes working on multiple cost objectives (jobs) AND paid with multiple funding sources.



	March

	
	Plan for summer school. 

	
	Submit the Equitable Services to Nonpublic Schools Application (GMS) by March 31st. 

	
	Prepare and participate in the ESEA Grant Performance Review site visit (if applicable).

	
	Make the final necessary corrections on the ESEA Grant Performance Review in GMS (if appliable).  

	
	Collect any extra duty or stipend documentation to submit for a claim for reimbursement.

	
	Collect Monthly Personnel Activity Reports as time distribution records (TDR) for employes working on multiple cost objectives (jobs) AND paid with multiple funding sources.



	April

	
	Verify Title I, Part A methodology used by the district. 

	
	Conduct a parent involvement survey and gather results to discuss with stakeholders. 

	
	Monitor any open purchase orders to prepare for the end of the year.

	
	Survey stakeholders to evaluate, review, and revise the Title I, Part A Schoolwide Program and/or Title I, Part A Targeted Assistance Program Plan(s). 

	
	Survey stakeholders to evaluate, review, and revise the Comprehensive District Academic Plan (CDAP). 

	
	Collect any extra duty or stipend documentation to submit for a claim for reimbursement.

	
	Collect Monthly Personnel Activity Reports as time distribution records (TDR) for employes working on multiple cost objectives (jobs) AND paid with multiple funding sources.

	
	Finalize summer school plans (order materials and hire staff). 




	May

	
	Submit the New and Expanding Charter Schools – Initial Application for Federal Funds.

	
	Review and/or complete the inventory. Reconcile the results against inventory records for items purchased with federal funds (required every two years).

	
	Conduct an end of year evaluation of the federally funded services after the benchmark assessment is completed. 

	
	Review survey results and update the district family engagement policy, school family engagement policy, and the school-parent compact. 

	
	Coordinate the transition from prekindergarten to kindergarten. Meet with local Head Start and/or early learning providers in the district area.

	
	Register students for summer school. Finalize programming and hiring.

	
	Review survey results and data with district and school leadership to review and revise the Comprehensive District Academic Plan (CDAP) and the Title I, Part A Schoolwide and/or Title I, Part A Targeted Assistance Program Plan(s)

	
	Create a draft of the district and school budgets. 

	
	Review staffing needs for upcoming year.

	
	Conduct meetings with appropriate district staff to discuss the requirements for completing the annual comparability calculations. Establish participant roles and responsibilities. Establish specific timelines for completion of the calculations. Decide which calculation methodology to use.

	
	Review the district’s previous year end of fiscal year reporting submissions to collect the data you are able to collect now in preparation for when the report is available.

	
	Collect any extra duty or stipend documentation to submit for a claim for reimbursement.

	
	Collect Monthly Personnel Activity Reports as time distribution records (TDR) for employes working on multiple cost objectives (jobs) AND paid with multiple funding sources.



	June

	
	Review and accept the Assurances Application in GMS for the following fiscal year.  

	
	Complete the Central Contact Application in GMS.

	
	Continue meeting with district and school leadership to review and revise the  Comprehensive District Academic Plan (CDAP) and the Title I, Part A Schoolwide and/or Title I, Part A Targeted Assistance Program Plan(s).

	
	Continue to review and revise drafts of the district and school budgets.

	
	Hire staff and with the proper credentials.

	
	Collect any extra duty or stipend documentation to submit for a claim for reimbursement.

	
	Collect Monthly Personnel Activity Reports as a time distribution record (TDR) for employes working on multiple cost objectives (jobs) AND paid with multiple funding sources.

	
	ESSER – Real Property Status Report (SF429A) Due (Email – realpropertystatusreport@sde.ok.gov)

	
	Title I, Part D Subpart 1 and 2 Reports Due (SSO) – This report is only for districts that received an allocation under the Title I, Part D program. 

	
	Homeless Census Report Due (SSO) – All districts must complete this report. 

	
	Title I, Part A and Title V Annual Report (SSO) – All districts must complete this report.

	
	Language Instruction for English Language Learners and Immigrant Students Report (SSO) –This report is only for districts that received an allocation under the Title III, Part A program. 
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