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Resource and Evaluation Centerll .
Building 55 |
3315 South Airport Road -
Bismarck, North Dakota 58501
' (701)258-0437

Toll free in North Dakota
1-800-932-8997

~ Toll free in
lowqa, Minnesota, Montana, Nebraska

South Dakota, Wisconsin, and Wyoming
1-800-437-8054

The following material on Program Management was developed by
Resource and Evaluation Center |, United Tribes Educational Technical
Center, Bismarck, North Dakota. The contents of this programmatic guide
were developed with financial assistance from the Office of Indian Educa-
tion Programs, Department of Education, Contract number 300820025.
However, the contents do not negessarily represent the position of poiicy
of thaf agency and a reader should not infer endorsement by the Federal
Government.

The purpose of this presentation is fo acAuaint por’nc:lpon’rs with Program
Management concepts relative 1o application forms and to encourage
the development of management plans and objectives. Participants will
be made aware of regulatory authorities, administrative organizational
systems, managerial responsibilities, and managerial planning aides. Par-
ticipants will be able to relate information to required application forms.

Materials developed by Center lll, Uniled Indians of All Tribes +ounda-
tion, Seattle, Washington, and Center V, Native American Research In-
stitute at Normon, Oklahoma, were utilized in this guide.




PROGRAM MANAGEMENT
RESPONSIBILITIES
(Parts A,'B & C)

STATE AND LOCAL GOVERNMENTS ARE RESPONSIBLE FOR THE LHiICIENT Al LHHECTIVE AD-
MINISTRATION OF GRANT AND CONTRACT PROGRAMS THROUGH Tric APPLICATION OF
SOUND MANAGEMENT PRACTICES

THE GRANTEE OR CONTRACTOR ASSUMES THE RESPONSIBILITY FOR SEEING THAT FEDERALLY

ASS&STED"PROGRAM FUNDS HAVE BEEN EXPENDED AND ACCOUINTED FOR CONSISTENT WITH
" UNDERLYING AGREEMENTS AND PROGRAM OBJECTIVES

£ ACH GRANTEE OR CONTRACTOR CRGANIZAION i RECOGNHCN OF TS QWi UNIQUE COM-
BINATION OF STAFF FACILITIES AND EXPERIENCE WiLL HAVE THe PRIMARY RESPONSIBILITY FOIx
EMPLOYING WHATEVER FORM OF ORGANIZATION 4ND VIANAGEMENT TECHNIQUES NECESSARY
1O ASSUME PROPER AND EFFICIENT ADMINISTRATION )

®® CFFECTIVE CONTROL AND ACCTUNTARIITY SHALL
BE MAINTAINED FOR ALL GRANT OR SUBGRANI
CASH, REAL OR PERSONAL PROPERTY AND OTHE?
ASSETS. RECIFIENTS SHALL ADFQUATLLY
SAFEGUARD ALL SUCH PROPERTY SHALL ASSURE
THAT IT IS USED SOLEY FOR AUTHORIZED PLUR.
POSES.

oo iF APPROPRIATE OR SPECIFICALLY [l /UiREL e
PIENTS SHALL REILATE FINANCIAL INFORRMATIOM 3.0
PERFORMANCE OR PRODUCTIVITY DATA

SOURCE: EDUCATION DIVISION GENEiAL ADNINIbE RATIVE REGULATIONS (FD'ZAR)

< X *
1 b




Overview of Title IB-A Project Management Responsibilities

FISCAL RESOURCES MANAGEMENT

-

Budgeting

Revising

.. ,
Z Accounting (district)
-

PERSONNEL MANAGEMENT
Writing Distnct policies

Writing job descaplions <

Establishing Hinng Procedures

Providing Inservice

A _—
8 .
] C
FA D, Establishing purchasing proceaures
E Record-keeping
Jir/Coordinater . Fiscal Reporting annually/monthiy
A.
B ’
LA C
D
£

3 o'<\

ks

Assigning duties
F Monitoring
& Evaluating

wr/Cooranator - H Mamntaning files

\‘ 1. Holaing stoff meetings

. . -

TIME MANAGEMENT
A Assessing workloads

B Assigning fasks

¢ Sefting timelines

......

F Monitonng and evaluating

G Reporting annually, montnly /




Ihe following chart shows the Planning-Programmin j-Budgeting Sysiem which is the basis for projecl
design as used in the Indian Education Act, Title IV, rules and regulations

PLANNING-PROGRAMMING-BUDGETING SYSTEM

Plonnmg~Pro§rcmmnng-Budgehng System (PPBS) onginated at the national level in the US Depart-
ment of Defense und is now a widely used managerial approach o planning It has useful application
to planning in Title IV projects. The main parts of the system are diagrammed below.

1. Assesses Needs and
Problems
EVALUATIMNG ) PLANNING

Formulate Goals and
Objectives

10. Evaluate Project
T Qutcomes

Define Objectives
Behaviorally

9. Monitor Project
T Implementation

Design Project Structure
and Format

8. Prepare Budgets for
T the Adoptive Activities

N — b —— W N

7. Select and Adopt the Formulate Alternative

Optimal Alternatives Approaches, Activities -
6.” Analyze and Cost the
BUDGETIN%S Alternatives . PROGRAMMING

At ster< 2and 3 the system involves developing objectives. The objectives are developed from goals
tarmulated to meet the needs of the Indian parhicipants or students to be served by the project, The
objectives are intially developed in broad terms. They are refined and detailed as the planning and
programming process continues. By the time that the application is wntten, the objectives should be
specific and clear statements that directly relate to reaching the goals of the project The objectives
should be written in such a way that the degree to which the objective is reached can be measured.

The main purpose of the measurable objectives are:

1. To provide a basis for the selection and/or design of instructional content, activities, materidls, per-
sonnel. and procedures designed to meet the needs of the participants

2 To provide a basis for evaluating the results of the instruction and activities provided by the pro-
ject,

3 To provide the participant with direction and knowledge of the purpose of the instruction to coor- '
dinate efforts in the feaching/learring process.
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Meusurable cectives serve mulliple purposes at vanous levels in the organization Some objec:
tives may be worded in such a manner 50 as to be useful at the management level, in which
case they stress the first two of the three purposes listed cbove.\Mcncgemenf by objectives
(MBP) 1s a management process that emphasizes the development and use of management
.evel objectives. Such objec tives might be thought of as the "blueprints 1o guide iri the management
. tre overall project )

.’re recrrucal ievel is that levei at which teaching, counseling delivery of a service, or the use of an
achvty occurs At the technical ievel; measurable objectives are commoniy caiiea »mrrucnonol objec-
tvs, o as popuiar during fhe 1960s, behavioral objectives (Mager, 1975.) \

FiL.OW CHART TECHNIQUES

onoe a3 have been agreed upon the group is ready 1o engage .n planning specific activiiies and
evenis PROGRAM EVALUATICN REVIEW TECHNIQUE (PERT) is one approach to this pianning.

P can be useful in many aifferent kinds of projects. it can pe used in the planning and manage-
mer.r ¢t hhghiy complex projects which take pldce over extended periods of hime. it is ciso helpful in
short-ter. projects with clearly defined godls and definite time constraints

PZXT . a process of charting tasks whicn must be Jdone in order for the project tc oe completed. This
£rocess wonssts of sundividing a total project into smaiter and more easily managed eiements. The
astngusned charactenstic of PERT is that it provides a graphic representation of a project from start.to
tinisr ire representation is generally referred to as the PERT hart or PERT network. The network is made
up ot Ihe 1auks o e accompiished, it includes the interrelahionships and interdependencies of ali of the
tasks in order they must be completed.

. *he deveiopment of g PERT network, the project is broken into events. the major starting or comple-
“on oGS roughout the span of the entire project. The events are supported in the rietwork by plann-
~J ‘'uf a. Of the activiies ana resources needed to reach each event or completion checkpoint

The PERT technique s diagnostic and prognostic, The procedure 1s:

A Determine a goal

8 idenhfy major objectives.

Deveiop Activilies Chon‘s."

o O

Study relationships and dependencies of major objectve”

™

Develop nefwork.

F Test logic of network

<. lmpose rtitrary ime demand
PG N hme estonaies
1 Make calculations.

5 idennfy crtical path.




j "'
K Make decisions of time legitimacy.
L Idenhfy options and trade-offs.

M Conjure situations which allow slack time.

N. Calculate: Earliest Expected Time
R Latest Allowable Time
\ Slack Time

PERT networking forces planners to make close time estimates for the comble’nor\ of each job and
achvity. This method of estimating time requirements is extremely important because it helps 10 keep a
project moving along a reasonable item ne and lets those involved in the project see where they are

as felated to where they should be.

PERT. as a planning technique, can be used with very little training in the process First-time jobs o pro-
jects In which there has been no previous experience in planning of controling particularly lend
themselves to PERT planning however, this technique can be applied to the almost any project for
which logical planning 1s required. PERT, however, lends itself more to short or medium-range planning
than to long-range planning, and requires a good knowledge of the elements of planning.

A sample PERT network appears below.

First 1
) Event

— 4 » 5 ® 8 Project
\ / / Completion
. 7 -

In this example, events 2 and-3 may be pursued at the same time but must be completed before
event 5. Events 6 and 7 may be pursued af the same time as 6, although 6 will need to be completed
before 7. One moves from events 1 through 8 in operation, but in planning the network one moves from

events 8 through 1.

Cn




Director/
Cceardinator

e

INFORMATION MANAGEMENT

EA - —»1 Establishing and maintaining SR : - - Pe
two-way communication system Y
(EA —— - — =2 Disseminating information — —-—— - = e - e PC
: (Reguiations, proposals, newsletters)
( 3. Correspondence with LEP < - - e PC
LEA < — --» Resouce Centers, other
educational agencies
Y LEA- - - - pd. Performance, reporfing= - - - =cm-ee - e - PC o — —» LEP.
monthly, annually
LEA -~ —'»> 5, Nohfying community <t - - == - PC
LEA T~ - »6 Mantaining repository - - —— v = ——— e om S g PC—— - COMM.
LEA - - &7 Mo taining filing system
LEA < — ———8 Mantaning minutes of meetings <~ — e PC
LEA — ————— 9. Retention of records

[

PHYSICAL RESOURCES MANAGEMENT

Establishing and maintaing
adequate facilities

Acquiring needed supplies
and equipment

Establishing and maintaing
inventory contro!




MONITORING PROJECT ACTIVITIES

-

Monitoring-keeping track of the progress of specified activities to see if and to what degree the pro-
e ject is proceeding .as planned, i.e., doing what it is suppose to.be doing. .

The monitoring procedure should answer several questions about the activities designed to ac-
complish each objective. These questions are:
1) are the activities actually taking place? . ) .
2) are the activities taking place in the specified qduonﬁty?
3) arethe speciffed number of projects participants being served?
4) are the project participants being served by the appropriate individuals?

5) are the activities of sufficiently high quantity?

Documentation-a method of providing written evidence pertinent to each of the above questions ’ -

-

DOCUMENTATION CHART

Person .
Activity Documentation Responsible - Date .




MONTH

PROJECT DIRECTOR/STAFF

N
.

TITLE IV PART A PROJECT MANAGEMENT TIMELINE

PARENT COMMITTEE

AUGUST

Hire for vacant posttions

Pian, begin Needs Assessment

Foliow procegdures for involvement

“1n hiring project staff

Participate in planning
Needs Assessment

.

SEPTEMBER

Begin count of eligible students

ldentify sfudents for services--
assess, pre-test, efc.

* Place and begin serving students

*

Parent Committee election

* of members, officers

OCTOBER

Meet with Independent Evdiuator

Prepare preliminary student count

‘n
.

2]

N

e

NOVEMBER

H
~

Review Needs Assessment resulrs,
set priorities @

Design objectives, begin wnting
project application narrative

Review Needs-Ass&ssment Re/suh‘s.

" set priorities /

Participate i designing
project objectives

DECEMBER

Hold Public Hearng

: ﬁrepore final studeni count

¥

s e

JANUARY

Complete, submit application to
OIE (revise If needed accordng
to public heanng)

Review. approve dpphcation for
submussion to Ol

FEBRUARY

Mid-year evaluation/assessment
of project

Monitonng report from staff

“MARCH

Respond to review letter from OIE

Review, appiove response to
review ietter from QIf

APRIL

MAY

Review final report from

- Independent Evaluator -

Receive Grant Award Notice and
final grant amount (revise budget)

"Review final report from

Independent Evaluafor

Reviéw, approve revised budget

Prepare and submit Grant
“grtormnance Report to Ol

Review. approve Grant
Performance Report before
submission fo OIE




APPENDIX !

=

Designing a Management Plan: Cross-Reference with Federal Reguloﬁoﬁs as contained in 45 CFR

) Parts 186. 186a. 100a. and Part 74. K
& .
- . : . 4] \
. - Section Page
Application Contents 186025 ’ 34158
Describe the Project ) ) 100a 0117 22502
Project Staft . 100a.510-519 22510
) Contlict of Interest: N hd
Participation: . .
‘ in a project . ) 100a 5625 225
‘ Coordination with ) - . . )
other activities T "100a 580 22512
- . ‘ : 1000581 22512 .
) Administrative” |
. Responsibilitie’s of .
,' @ Grantee - . ’ 100a700-741 . 22514 -
‘t s
o~ AN K. 'y v

NOTE: 100 numbers will change to 200 numbers in tﬁe new Title IV Rules and Regulations
due out in the near future. C

\
\

" , g R

< -
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TITLE IV - BUDGET FORMULATION

~

BUDGET ‘ ;

~The budget should be based on the needs of the project.

-The budget 1s one of the most important areas of proposal development.
The LEA and PC should be involved in planning the budget.

~-The budget is calculated on a Iine item basis.

~The budgel must be clearly defined and juslified.

-Budget development is last stage of application process.

BUDGET DEVELOPMENT

identify needs of project. i
Determine amount of resources available.
Identify the best cost effective way to imp'ement program.

AMOUNT OF THE GRANT

Multiply the number of Indian children enrolled In the schoois of the applicant to whom it provides free
public education (606 Forms). . )

X

The average-per pupil expenditure for all LEA’s in the State in whl%\ the applicant is located.

By

AMOUNT OF GRANT

Note. The aciual amount of the grant may vary dependng on available appropriations.

L
.

PART Ill - BUDGET INFORMATION

Seciion A - Budget Summary

Section B - Budget Categories

Section C - Non-Federal Resources

Section D - Forcasted Cash Needs .

Section E - Budget Estimated of Federal Funds Needed for Balance of the Project

Section F - Other Budget Information

BUDGET CATEGORIES

) Personnel

b) Fnnge Benefits

c) Travel

d) Equipment

e) Supplies

f) Contractual

g) Construction .

h) Other 1.
i) “.iotal Direct Charges *9.
) Indirect Charges

k) Totals




SAMPLE BUDGET - Section F - 21-Direct Charges  22-Indirect Charges  23-Remarks

PERSONNEL

-Salanes and wages of progiam personnel.

~Notfe. "Consuitant fees and expenses must be included in Other.

-Statement needed which show the totdl commitment of time and salary.

~-Note' If people aie working for the project but not paqid by the project, make sure to indicate but

don't include cost in budget.

Exampile:

I Teacher (180 day contract) To carry out objective #4 $10.000

5 - Ade (% day - 5 days per week) Tp supervise Learning Resource Center
for indian Children.
Note Johnson O'Malley pays other % of scitcry, $3000.00 $3,000.00

5 - Secretary (% day - § days per week) To keep records (business and
financial) and progrgm office management. . . $3,000.00

FRINGE BENEFITS

~Leave blank if fringe benefits applicable to direct salaries and wages are included as part of the in-
airect ‘cost rate. ;

Example: . P !
1 - Teacher X 18% = $1800.00
5 - Aide X10% : = § 300.00
5 - Secretary X1C% : = S 300.00

TRAVEL

~Purpose, destination, number traveling direct Cost.
_indirect total amount for travel by staff members, consultants, parent committee members and pro-
ject participants. .

-Note: If any costs are absorbed by the school district please indicate,

-Budget can be revised by contacting Title IV after approved.

~Funds can be used for personnel to attend regional Title IV meetings.
~Note' Use school district rates. . )

Example:

Local Travel i
1 - Teacher - Travel between school buildings and childrens homes.
800 miles @ 5.20 per mile = § 160.00 °
200 miles per month @ $.20 per mile = § 360.00
Regional Travel
Title IV meetings - Preapplications, etc.
2 trips to Bismarck X 500 miles X @ $20 (automobile) =5 200.00
4 people X 6 days @ $15.00 per day for meals =3§ 360.00
Lodging é days X 4 people @ $25.00 per night . =35 60000 |, |
. Q

.

' n 1




National Trave!

S G, Jbove

"Student Travel

20 students to attend a college career fair aif UND

Travel 400 miles to Grand Forks X $75 (bus)
Meals 20 siudents X §7.00 per day )

Local Parent Trave! 4

Same as above

43/
o EQUIPMENT .

—

-racale the cost of equipment having a usefut life of more 1nan one year
ana an acquisition cost of $300 OO0 or more per unit.
tem numiber of units, cost per unit, and total cost

Example: i .

Tape recorders X 3 units @ $50.00 )
- 1o be usea with the Indian club to carry out Culturat Componenet in objec-
tve #4 1o pe used in the reading program. =S 1000

SUPPLIES

+ouae costs for all fangible personal properties.

ot f tunds are teft pver at the end of the program, an extention can be
agranted oy contacting Title IV 45 days before end of program

¥aap Cosis reasonable,

Example:
i Cttice Supplies (staples, Clips, paper, pencils, ribbon, etc.) =35 40000
, Xeroxing =3§ 30000
-instruchional =§ 50000
-Cutural =35 400.00
CONTRACTUAL °
-State proposed achivifies and amount of corm)rochng.
st items project has agreed to in contract form.
-leacher contracts don't go here.
-{Jo not include payments to individuals, such as consulting fees, benefits, etc.
Example: -
xerox machine @ SI00.00 per month X 9 montht =§ 90000
Bus contact (1 day per month) for @ months @ $100.00 . =$§ 200.00




CONSTRUCTION

Induect costs of minor remodeling.
-Construction not dlowable.

-Must be reasonable costs.

~Must be a one time cost

Example: ; T e

i . —
Remodel study area
|
10 sheets of plywood @ S10.00Q per shaet =3§ 100.00
irepan anhing sy<dem s =5 30000
4 gal pant @ S10 00 per gal. =§ 4000
-50 sq yards of carpet @ $8.00 per yard =5 40000 -
OTHER |
|
-List anything that doesn't opph}f in above areas. -
-Space or equipment rental, consulting fees, communication costs, utilities,
cusiodial services, printing mote'(iols, and parent costs.
~Provide a breakdown that clqorly identifies the amount and purpose of
each expense. ‘\
i
Example: \
-2 consultants @ S100.00 per ddy X 10 days - To carry out prograrn evalua-
tion. C\ . = § 2000.00
-5 consultants @ $50.00 per day X 10 days - To serve as resources in the
Cultural Component and Indian Club. =$ 250000

= TOTAL DIRECT CHARGES

-Show the totals of PERSONNEL to O\\THER,

INDJRECT CHARGES

the indirect cost.
TOTAL\COST -

-Show total program costs.

Note: Indicate that programs should give preference to Indian owned and operating
establishments (Business, efc.).




SUBPART E - OPERATING A PROJECT

186a.40 Responsibilities of the local educational agency.

It is the responsibility of the LEA to- '

(a) Ensure that a parent committee is selected in accordance with 186a.2],

msm#wa%h and involve the parent committee in all phases of the project

(c) Perform a needs assessment that meets the requiremenits of 186a.2}

(d) Design aproject that meets the reaurements of 186a.22 and an evaluation plan that meets the
requrements of 186a.23;

() Conduci a public hearing in accordance with 1860.24;

- (t) Secure lhe parent commitiee’s wnltten approval of the project application for continuation
awards, and amendments to applications (including revisions to the project budget and project
design) before those documents are submitted to the Secretary;

(q; Provide the parent committee with copies of 45 CFR Parts 186 and 186a, other applicable regula-
tions, the grant award document, ard correspondence to or from the Department of Education
relating to the project.

(nh) . Prepare the parent committee to carry out its responsibilities by, for example, holding workshops
on 45 CER Parts 186 and 186a and on other applicable regulations;

() With the advice of the parent committee, deveiop pohcies and procedures relating to the hiring
of project staff; i -

() Hire the project staff after considering any recommendations of the parent committee;

(k) Use the best available talents and resources, including persons from the Indian community, in
‘carrying out the project;

() Monitor and evaluate the project in accordance with an evaluation plan that meets the re-
quirements of 186a.23; - ’ .

- .- (m) Make available to the parent committee and to the Indian community records, including finan-
cial records, relating to ne project except those records that are protected by law from disclosure; and

(n) Ensure that a student certfication formi is on file for each student included in the count of Indian
Students on which the amount of an entitlement is based.

186a.41 Responsbilities of the parent committee.

It 1s the responsibility of the parent committee fo-
(o) Adopt by-laws. These by-laws shallinclude, at a minimum, provisions on-
(1) The selection and duties of officers;
(2) Filling vacated terms on the committee;
(3) The conduct of business meetings: and
(4) Amending the by-laws; ‘
(o) Parhicipate in the assessment of needs, . dthe design, operation, and evaluation of the project;
(c) Review and approve in writing before t*ey are submitted to the Secretary, the project applica-
tion, applications for continuation awards, and mendments to applications (including revisions to the
project budget and project designy
(d) Aduvise the LEA on the developme t of rolicies 1nd procedures relating to the hiring of project
staff, - .
(e) Review the qualfications of and make recommendations conceming applicants for project
staff positions; and
() Make available to the commiunity CODISS of its records, such as by-laws, minutes of meetings, and
the st of committee members excat those records that are protected by law from di,closure

Ly




PROJECT FILING

1° Hints for seiling uy:; a file system:

i -Estabiish responsibilities for organizing and maintaining files.
k -uist out types of information o be collected and stored.
_Determine which documents are needed in cenltal file and which may be kept by indivicuat sicff
-Determine categores and subcategories. (may- be alphabetical, numerical, geographic)
-Determine amount of space needed (allow o growth).
-identify and secure needed supplies (filefolder, labels, separaters)
. _Determine where files will be stored for accessibility.

-Duplicate onginal documents and cross-file where necessary.

Label the outside of file drawers.

-Separate public and private files.

-Provide locking drawers fér pri\;ote files.

+prepare and post file index on wall.
_Establish check-in/check-out sheet if secretary or file clerk does not have that responsibility

2 Hints for mantaning file system:

‘ -Separate achive from inactive files.

_Determine which documents are to be stored (5 years retention) .

-Determine which documents may be discarded.

_Create new categories or sub-categories as needed.

-Set aside time for “file brbwsing.”

-Continue to orient staff to organization and use of files as required.
|
|
\
|
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PROJECT FILES
Part A

AN

PARENT BUDGET STUDENT REPORTS DOCUMENTS CORRESPON- PERSONNEL | MISCELLANEOUS
COMMITTEE RECORDS DENCE -
) ® Approved Buage! ¢ finot Petformance ° Rutes ond Reguichons h ¢ b Pascuptions ¢ Trainng Moter s
3, aws Loestems & Buaiet | 2 50 Forms P u— Repost ‘EA EDGAR ¢ 1n-Comng/Out 3209 ¢ Apphcatons | 2 [asourco Disfs
o Ap pagres Breckdown * Stucent Acheve 2 Feat Firancot ¢ Appicotons/ nter thco @ Resumes * Newspopst Cipongs
A * Approved Budget ment Records & Repot Proposals Intor-chistuct < funga Bonelits 2 Ironk You Lotters
Reguiat ons Rows ons GPA'S - ~ Ancual Evayaton | Grantee Policos an tocal Comer,- <, | Petfcrmance ? ate
FA 17 Grant Aword s Student Aftendance || eport Process Procedures ndidn Porent Lvalyotons
£ Documants Gacods Evaiyotion ? State and Commttes ° Cantracts
¢ £0 Conespondence : Einct Enorcat Repoits] o prop-Out Data (Montorng) Federal l:cws State Educahon : POt Pos wey
N Soutce Records ~ Product Agency Recotds of In-senice
Grant Aword Letter Documentation ° Finanaat Neod Evaluaton ; Hghet Ed lnsttgton)  fronng,
- > Mombershp List Puichase orders Ergbity Dato . Othet IV-A Prc.ects
° Apphcations/ Proposols ::vo:ces Records * ‘r‘;""“‘: Evoluaton Resource Centors
ecepls o 2 epotts IEP Office
% Eloct, Demopraphic C
echon Canceted Checks A ¢ Penod ¢ Momtonng Inckan Trbes/
Doc ' Dato n Irbes.
umantahon ¢ Computer Printouls Repotts Crgomzations
° Pubihc Heorng * Monthly of Quottery ® Inventoros < ot
Documentaton Reports —
* Copres of Progrom & - .
Budge!t Revisions -
2 Copres of Reports -
. Rinanciot .
Postormonce 0
Evoluation . ~-
- .
—t—r
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PROJECT FILES

STUDENT RECORDS

-y

° 506 Forms

° Student Acheivement Records
and GPAs

° Student Attendance Records

° Drop-out Records

° Financial Need Eligibility
Records

o %Hw»l ° Demographic Dala

ENROLLED INDIAN STUDENTS

Date December 1982

© Dustnouhion by schools

© _Dssfr»;butxon by grade level

° (Ystopution by residential areas

° Prinbution by nbe

v Number in JOM. Title 1, Titie IV, eic.

© Number served in each Titie IV component

506 Forms 1981-82

Taft Jr. HighSchool _ ..

hGrade ___ .

BgGoose,Bobby __ ...

Bear,Susan . _._ . _ . oL

506 Form Data

September 1982

Bear, Mr. & Mrs John -
1402 N.W. 32nd e
Templeton, Okiahoma 77001

918-444-0023

i
i
g
! - N
| CHILDREN ENROLLED IN SCHOOL:
i ‘, . NAME Bear, Susan
Pie Charts SCHOOL Taft Jr. High
GRADE oth AGE 13
Graphs ~ . 'NAME_ .. ____ . BearTommy
— .- . SCHOOL , Lincoln Elementary
e’ .’ GRADE 4th AGE 9
2.

17




O

BUDGET

° Approved Budget Line ltems
and Budget Breakdown

° Approved Budget
> Rpwvisions

? Uranl Award Documenls
° Final Financial Reports
° Source Documentation
Purchase Orders
Invoices
Receipts
Cancelled Checks

° Computer. Printouts

° Monthly or Quarterly _

PROJECT FILES

Reports -

SAMPLE! Title IV Monthly Management Report (Budget)

Y

DATE:

A B

.Approved Line Approved Budget

c

- Outiays

D

Obligated Funds

Unobligated Funds

1. Personnel
Full Time
Part Time
Hourly

(Checks
. written)

(Purchase Orders
written or
contracts signed)

~~ Badlance

(Approved Budget
less outlays anda
obligated funds) ~

2. Fringe
Benefits
FICA
Life Ins
Retrement

3. Travel
Mileage
Workshops
Student ’

4. Supplies
Office
Student

5. Etc.




-

PROJECT FILES

REPORTS . ‘
i

% hinal Performance Report
° final Financial Report

¢ Annual Evaluation Report
Process
Evaluation
Data
(Monitoring)
Product
Evaluation
Data

2 {ntenm Evaluation Reports

° periodic Monitoring Reports

° Inventosies - l
Whitesport Title IV-A
DATE
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