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Your Federal Journey

✓ Every month has important compliance tasks.
✓ Small habits prevent big monitoring findings.
✓ Plan ahead instead of reacting to deadlines.
✓ This planner is your roadmap through the federal year.



Building the Shed (July - August)
“Gardens are not made by singing “Oh, how beautiful,” and sitting in the shade”

● GET TO KNOW YOUR BUSINESS MANAGER
● Monthly To Do List
● State Required Information (Website)
● DESE Contact List
● Time Certification Sheets (Federal Funds)

○ Monthly time cert (FTE divided by more than one fund)
○ Semester time cert (100% FTE same fund)

● Standards for Accreditation
● Monitoring Document
● Preliminary Allocations (July)
● Review Preliminary budgets
● Title I Meetings (get documentation) (August)
● Important eFinance reports - Expenditure Audit Trail and Detail Distribution Detail

https://docs.google.com/document/d/1ZYtjOh1MlF3yXJ66Wx_hAqE_4SRmsY1m9ZKdcOpBLXs/copy?usp=sharing
https://docs.google.com/spreadsheets/d/1nw-K23oy-IcrASQYZZpOY16CsZokVsD1DBcgb1THAfI/copy?usp=sharing
https://docs.google.com/document/d/1a3d-Ik2zAHoUBR-DYN0HunwE8QCpwP9eBC4eH3Ty9n4/edit?usp=sharing
https://docs.google.com/document/d/1Har9mslgO99kVAOj_prg8gD4u6hkD6MAPA-eoOJ8ctI/copy?usp=sharing
https://docs.google.com/document/d/1EdyZXo31TNaNDZ1N7Mb_bTNSEXTr_aMdrJ7cQsFYczw/copy?usp=sharing
https://docs.google.com/spreadsheets/d/1NKuA_CqYmKtm8G0kX9vDcn3pb7oUCKfr42Kp60O-xkc/copy?usp=sharing
https://docs.google.com/document/d/1GKcFD8Gqj4BcCf3pM2z75kF7ronGst-vU3V1_tNmqUo/copy?usp=sharing
https://dese.ade.arkansas.gov/Offices/fiscal-and-administrative-services/school-funding/allocations


JULY
Laying the Foundation

Monthly Focus
No mini-session this month — self-paced prep

Budgeting 101
• New allocations
• Hiring & staffing
• Purchasing plans

Sam.gov
Vendor Checklist

• Carryover review

Think Ahead
What should already be 
finished before school starts?

Presenter Notes:
• Approve Parent/Family plans
• Verify new para credentials
• Finalize next year's budget

http://sam.gov
https://docs.google.com/document/d/1QlPzzlbvLOqB0El3545azMMhxcIHTk0pjsj7umCvTkM/template/preview


AUGUST
Ready, Set, Implement

Monthly Focus
No mini-session this month — self-paced prep

School starts
• Notifications
• Inventory
• Contracts
• Documentation

Reminder
Set up your electronic filing 
system now.

Presenter Notes:
• Aug 1: post Parent/Family Plan
• Submit final budget (eFinance)
• Begin spend & code cycle



Acquiring the Tools (September - December)
“The best tool in the garden is the knowledge of the gardner.” 

● Connect with your AAFC Region Representative
● Plug in to area Co-Op (Job Alike Meetings)
● Fall AAFC Conference (September)
● Dig in and understand your budgets (Spending Handbook)

○ What are you paying for?
○ What can you pay for?

● Monitoring Document - work on plugging in documentation pieces

https://drive.google.com/file/d/11Fjcaa1bbd-tEBcj3mMeh2v_3EKtUJOo/view?usp=sharing
https://drive.google.com/file/d/1y09muXTT0lrs4oXofDkaA4usUu9sv15E/view?usp=sharing


SEPTEMBER
Finding Your Rhythm

Monthly Focus
Date TBD — set after DESE 2026

DESE Updates
FGMS
Grant Amendments

Focus
Stay organized before 
monitoring season.

Presenter Notes:
• Back-to-school Title I meetings
• SHI kickoff & modules
• Fall AAFC Meeting (Hot Springs)



OCTOBER
Checking Your Course

Monthly Focus
Regional Meetings

Comparability
Regional Meetings
Budget Review

Checkpoint
Verify documentation 
matches expenditures.

Presenter Notes:
• Reconcile audit trail vs. budget
• Prep for Comparability review
• Continue spend & code cycle



NOVEMBER
Monitoring Matters

Monthly Focus
Nov 4 • Presenter: Kim

Federal Monitoring
Indistar or ArAPP Uploads

Tip
Collect evidence as you go.

Presenter Notes:
• Collect monitoring evidence
• Complete Indistar uploads
• Continue spend & code cycle



DECEMBER
Document Everything

Monthly Focus
Dec 2 • Presenter: Amanda (resources by Lea)

Time Certifications
Payroll Documentation

Remember
If it isn't documented...

Presenter Notes:
• Time certifications due
• Payroll documentation
• Health/Wellness check-in



Polishing Your Tools (January - March)
“A dirty hoe is a happy hoe.”

• Shore up budgets (Federal are due April 1)
– FGMS

• Final Allocations (February)

• Start Private School Consultation (March)

• Start School Health Index Modules (February)
– Must do modules 1, 2, 3, 4, 10, 11

• Monitoring Document - work on plugging in documentation 
pieces

https://adedata2.arkansas.gov/FGMS/Account/Login
https://dese.ade.arkansas.gov/Offices/fiscal-and-administrative-services/school-funding/allocations


JANUARY
Mid-Year Tune-Up

Monthly Focus
Jan 6 • Presenter: Marcy

SHI Platform - Link to Presentation
Mid-Year Review

Question
Are you on track financially?

Presenter Notes:
• SHI platform review
• Mid-year budget check
• Continue spend & code cycle

https://docs.google.com/presentation/d/1ECp6IWKxD67FYvtoIvp8Eq0Qk28RRFvL/edit?usp=drive_link&ouid=103983991224077370568&rtpof=true&sd=true


FEBRUARY
Planning Ahead

Monthly Focus
Feb 3 • Presenter: Susan

Budget Finalization - Link to Presentation
Carryover Planning

Prepare
Begin thinking about next 
year.

Presenter Notes:
• Budget finalization prep
• Carryover planning
• Continue spend & code cycle

https://docs.google.com/document/d/1QIBkqEBeDqEmEqZQc2nvrJqpqMIvDVfHNPT1na2rmd0/template/preview


MARCH
Building Partnerships

Monthly Focus
Mar 3 • Presenters: Amanda, Kim & Lori

Private School Consultation
Link to Presentation

Collaboration
Documentation is key.

Presenter Notes:
• Private school consultation
• School Improvement Plan updates
• Budget prep for FGMS/eFinance

https://docs.google.com/presentation/d/1w22z3LCiz3ZPXpIJTbPHGFt9zFX-Yj1Z/edit?usp=sharing&ouid=104988474534337827634&rtpof=true&sd=true


Water and Cultivate (April - May)
“ Weeds are misplaced flowers.”

• ARApp Overview (DESE slidedeck)

• ARApp Checklist

• Start to spend down budgets to under 15%(Title I/Migrant)

• Build your ARApp team

• Time Certification Sheets (make sure you have all signatures)

• Monitoring Document - work on plugging in documentation 
pieces

https://dese.ade.arkansas.gov/Files/Slide_Deck-AR_App-Overview_OSEFP.pdf
https://docs.google.com/spreadsheets/d/1adFFObg2hbHrKZpbaMNjsXHRNItjQHJemYIOI2tkOH8/copy?usp=sharing


APRIL
Measuring Impact

Monthly Focus
Apr 7 • Presenter: Lea

Needs Assessment Resources & Program 
Evalution
● The_School_Data_Investigation.pptx  
● Multiple Measures LP1S30 UA.pdf
● needsassessmentguidebook-508_003.pdf
●  - Link for the template of this

Reflect
Use data to drive planning.

Presenter Notes:
• Needs Assessment due
• Board approves budgets & SIP
• Confirm no function code >10%

https://docs.google.com/presentation/d/1OPJIBByCNUNByna7Cm842g51K9jUmNs1/edit?usp=sharing&ouid=101480499176744426924&rtpof=true&sd=true
https://drive.google.com/file/d/1jXClmvgjJI8eeybajCRatR-fxllJZwok/view?usp=sharing
https://drive.google.com/file/d/16y24N8_ALV-HMt-PZsgTQthXEBXNAi13/view?usp=sharing
https://docs.google.com/document/d/1xfrfurD2FwjjiU8hzSdbG42_h2rJBuRc/template/preview


MAY
Finishing Strong

Monthly Focus
May 5 • Presenter: Michelle

Indistar Uploads
Title IV Report - Link to Presentation

Celebrate
Almost there!

Presenter Notes:
• May 1: FGMS/eFinance deadline
• Indistar & Title IV uploads
• Spring AAFC Meeting (Hot Springs)

https://docs.google.com/presentation/d/1B4eqln5KLtAFwTz-hhJY9vOHh37ZE5EHDeqpzhsuk58/edit?usp=drive_link


Weed it and Reap (June)
“You know you are a real gardener, if you cheer when you see a worm in the dirt.”

● ARApp Due (June 30)
○ Uploads to ARApp

■ Private School Consultation
■ LEA Assurances
■ SPED Maintenance of Effort (if applicable)
■ ALE Consortium MOU (if applicable)

○ Make sure it is board approved
● Monitoring Document - work on plugging in documentation pieces



JUNE
Closing the Chapter

Monthly Focus
No mini-session — wrap-up month

Final Reimbursements
Archive Files

Reset
Prepare for a fresh start.

Presenter Notes:
• Post Parent Plan in Indistar
• Upload next year's budgets
• Confirm no function code >10%



Gardening Basics (Budget Breakdown)
“There are no gardening mistakes, only experiments.”

6501-1591-001-000-00-66100
Function

Fund Location

Program

Subject

Account

10% Variance (Fund and Function code)



Gardening Basics (Creating Budget Worksheets)
“The best fertilizer is the gardener’s shadow.”

eFinance
eForms & Tools > Cognos Reporting

COGNOS
Team content > Financial Management System > Fund accounting 
Manager > 2. Federal Program Reports for Budgets and Budget 
Adjustments > Budget Worksheet

Budget Worksheet

https://docs.google.com/document/d/1tjgw9-Hqastz-Mm_2pHy9dqWXAluibK-pG5T3ASDwiI/edit?usp=sharing


Gardening Basics (Reading Expenditure Report)
“Success, it’s not always what you see.”

Expenditure Report

https://docs.google.com/document/d/1jYl5U00TqHeZ9wS9bWZ9Uq1rmCjYNSdhCQJAOEUm7-c/edit?usp=sharing


Compost Happens
“Plant seeds of kindness and watch them grow.”

● Common Acronyms
● DESE Reports (carryover, federal fund statements, maintenance of effort, maintenance of equity, Title I comparability, funding 

notifications) 
● Dyslexia Report
● Educator Effectiveness System (EES)
● Grants Management
● Indistar
● LEA Insights
● My School Info
● Out of State Travel Request
● School Health Index (SHI)
● SIS Code Check
● Standards for Accreditation
● State Aid Notices

https://docs.google.com/document/d/1OSR1IzOGOhNfTGnwLUlqW01LNq2SPC8tnWVFN9NJ3rQ/edit?usp=sharing
https://dese.ade.arkansas.gov/report
https://docs.google.com/document/d/1DOcDuXt7gIqCA1ck_SuuVNGyLaOOVBUT8XaasZDiwiU/edit?usp=sharing
https://dese.ade.arkansas.gov/stakeholders/administrators/educator-effectiveness-systems
https://gms.ade.arkansas.gov/Account/Login
https://www.indistar.org/
https://insight.ade.arkansas.gov/?lea=AR
https://myschoolinfo.arkansas.gov/
https://dese.ade.arkansas.gov/Files/25-26_Out_of_State_Travel_OSEFP.pdf
https://shi.cdc.gov/default/login
https://sis.ade.arkansas.gov/Login.aspx?ReturnUrl=%2fExceptionReports%2fTransactionCodingCheck.aspx
https://adedata.arkansas.gov/sfa
https://dese.ade.arkansas.gov/Offices/fiscal-and-administrative-services/publication-and-reports/state-aid-notices


Federal Coordinator Survival Kit

□ Master compliance calendar
□ Monthly checklist
□ Budget tracker
□ Monitoring evidence folder
□ Recurring reminders
□ 'Things I Wish I Knew My First Year'


