A Year in the Life of a State Coordinator Worksheet
For each activity, identify the months when Title I, Part D activities will take place. Mark those months by filling the cell with a background color or typing an "X." Do this for every activity. When complete, the marked cells will form a visual map of your year-long schedule.
	X
	Activity taken place 



	Activity
	Jan.
	Feb.
	Mar.
	Apr.
	May
	June
	July
	Aug.
	Sept.
	Oct.
	Nov.
	Dec.

	Data Collection
Train, collect, and verify subgrantee data
	
	
	
	
	
	
	
	
	
	
	
	

	Data Reporting
Run the annual count, verify data, and submit to ED
	
	
	
	
	
	
	
	
	
	
	
	

	Applications
Develop and release approved application to eligible recipients
	
	
	
	
	
	
	
	
	
	
	
	

	Monitoring
Build monitoring protocols, monitor compliance and data quality
	
	
	
	
	
	
	
	
	
	
	
	


Monthly Activity Planner
The table below contains four columns:
1. Months – lists each calendar month.
2. Activity Examples – shows sample tasks that coordinators might perform in those months.
3. Your Months – where you can copy the month headings that fit your own schedule.
4. Your Cycle of Activities – the space to jot the specific actions you plan to take during each month.

Simply replicate the month headings into the Your Months column and write the corresponding activities you will execute in the Your Cycle of Activities column. Completing these two columns creates a clear, month‑by‑month roadmap of responsibilities, which is an excellent way to organize your Title I, Part D duties and a useful tool for planning succession.

	Months
	Activity Examples
	Your Months
	Your Cycle of Activities

	January
	· Submit Annual Count of students to ED 
· Verify and submit data on students served (unduplicated count) via CSPR and EDFacts to ED
	January
	☐
☐
☐

	February
	· EDFacts data are reported to ED
	February
	☐
☐
☐



☐

	March
	· Prepare/Update TIPD SA and LEA applications
	March
	☐
☐
☐

	April
	· Manual entry CSPR data are reported to ED
	April
	☐
☐
☐

	May
	· Release TIPD applications to eligible SAs and LEAs 
· Monitor subgrantees (May-Sept)
	May
	☐
☐
☐

	June
	· The Title I, Part D program annual data collection cycle ends June 30. The new data cycle begins July 1.
· Provide training/technical assistance as appropriate to subgrantees on the EDFacts and CSPR data collections (June-July)
	June
	☐
☐
☐

	July
	· Make TIPD awards to subgrantees (allocate TIPD funds received from ED)
· Prepare for the EDFacts and CSPR manual entry data collection (reporting period of July 1 – June 30)
	July
	☐
☐
☐

	August
	· Prepare for the Annual Count 
· Collect and verify program data for EDFacts and CSPR 
· Prepare for subgrantee monitoring, including setting schedules, updating monitoring protocols, and preparing other related materials
	August
	☐
☐
☐

	September
	· Receive Annual Count Instructions and survey forms from ED
	September
	☐
☐
☐


	October
	· Distribute Annual Count surveys to SAs and LEAs (October-December)
	October
	☐
☐
☐

	November
	
	November
	☐
☐
☐

	December
	· Collect and verify Annual Count data from subgrantees
	December
	☐
☐
☐



