November 1, 2002 Checklist (Revised)

Individual School Sites

1. Download and install the new software.

2. Update School Improvement Plans to indicate School Improvement Status.

3. Update School Improvement Plans to include actions that reflect federal funding sources, including:

· Title I

· Title IIA

· Title IID

· Title IVA

· Title IVB

· Title V

Please note that actions concerning Title III will not be included in the November 1, 2002, plan submission.  Information regarding Title III will be provided after November 1, 2002, by Dr. Andre Guerrero, Program Advisor, Programs for Language Minority Students.

4. Update Source of Funds column to reflect the final allocation amounts.   

5. Title I and Title V committees are included separately in the Appendix. 

Central Office Site

1. Download and install the new software.

2. Save the old plans to a floppy or CD and remove plans from the computer.   

3. Create a new master folder to store all revised plans.

Complete the new federal budget pages.  Note that only Title I and Title V have 

budget pages.  All other information regarding federal funds will be shown within school improvement plan documents of the district and budget information will be extracted from the plans (e.g., no Excel budget pages for Title II, Title III, Title IV are found in the ASIP software).    

4. Collect all School Improvement Plans and save to the Master Folder.

5. Update Central Office School Improvement Plan to ensure all district level federal expenditures are included in the plan.
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6. Using the District Report Generator go to the Program Application button and generate a Title I Program Application and save it to the Master Folder.

7. Using the District Report Generator go to the Program Application button and generate a Title V Program Application and save it to the Master Folder.

8. Save all plans and reports to the Master Folder and close files.

   10.    Locate the ASIP FTP icon on the desktop and:

· Double-click on the icon 

· a window will open listing all files that are going to be sent to the FTP site

· review the list and if there are files that you do not want to send, highlight and click on the Remove Selected Files from the list button 

· to add new files:

1. Click on Add New Files to the list …

2. Go to File Types

3. Click on the scroll down button

4. Select All Files

5. Highlight the appropriate files

6. Click Open

7. Enter the User ID

8. Enter the Password

9. Click on Connect and Upload Files


