
TIPS to stay on TOP 



“The secret to getting ahead is 
getting started” – Mark Twain 

• Grant at a Glance - “Cheat Sheets” (1) Grant Objectives, 
all six objectives and the scientifically based research 
strategies/programs used to reach these goals; (2) 
Partners (Enrichment Activities) & the frequency of the 
sessions; (3) Budget; (4) Staffing, positions and 
responsibilities: coordinator, site manager, teachers and 
activity assistants; (5) Professional Development – the titles 
and description of each; (6) Students and student 
selection; (7) Adults: parent events, required number of 
events and percentage that should attend, GED classes; 
(8) Reports: list of reports, general time frame when they 
are due and the data and information needed to 
complete. This grant, “information at a glance” is helpful 
as it is a basic outline of the grant requirements and 
serves for quick reference. 



 
 
 
 
 
 

          Timeline 
  





There’s always a report … right around the corner 

Student Database 



• Grant Manager’s weekly 
snapshots: The site managers all 
complete a weekly program 
snapshot which they email to the 
principal and coordinator. This 
serves as a brief overview of the 
prior week and includes: goals for 
the week, student totals and 
average daily attendance (new 
students added), special 
notes/information, workshops 
held and items that need to be 
discussed. Grant managers may 
also include: positives, program 
highlights, up-coming 
dates/events, etc. This is a great 
communication tool, an avenue 
to spotlight progress and if 
needed express concerns.  



“Problems are not stop 
signs, they are guidelines” 

 
~ Mark Twain 
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