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Monitoring Evidence Submittal Tips

1. Compliance items in the FY24 Monitoring Criteria Guide describe the activities or actions
expected by consortia as grant recipients. Some compliance items may be expected to be on file,
but not need to be submitted. Only submit evidence listed under the Evidence to submit for
monitoring sections of the Guide.

2. Look for key words in the Guide to determine what to submit — summary, description,
documentation, list, etc.

3. Name files to reflect the Compliance item that the evidence addresses (e.g., Compliance 1.2
Meeting Minutes, Compliance 4.1 Summary of Program Advisory Committee Work).

4. Documents may be used as evidence for more than one criterion, but only submit once and
clearly reference the document name and where it is located, as shown below.

4.3.1 Evidence

» Compliance 4.3 Meeting Minutes

s Compliance 4.3 Email to New Teachers

* Compliance 1.2 Consortium Meeting Minutes (submitted under Criterion 1)
e

Acceptable file types include PDF, Word, and Excel.

No links to web-based documents such as Google Docs.

Links to websites can be included in summaries as evidence or examples.

The FY24 Monitoring Evidence Checklist may be helpful to make sure everything has been
submitted based on descriptions in the Guide.

9. Email Sue Selland-Miller when all documents have been submitted.
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Instructions for Submitting Monitoring Evidence

1. You will receive an email from Sue Selland-Miller allowing access to your consortium’s evidence
folder. Click on the evidence folder name or “Open.”

Selland-Miller, Sue M shared the folder "Northeast Metro Evidence" with you

€ Reply | % ReplyAll > F |
Selland-Miller, Sue M ® ) Reply ) Reply orward
) o King, Herbert: ' sshanley@916schools.org Mon 9/18

)
(i) If there are problems with how this message is displayed, click here to view it in a web browser.

&

Selland-Miller, Sue M shared a folder with you

‘ MNortheast Metro Evidence )

This link only works for the direct recipients of this message.

2. You will see a folder for each of the six criteria. Click the folder name you would like to add
documents into.

D Name Modified Modified By
Al
__ Criterion 1 Yesterday at 2:20 PM  Selland-Miller, Sue ...
A .
__ Criterion 2 Yesterday at 2:20 PM  Selland-Miller, Sue ...
A .
__ Criterion 3 Yesterday at 2:20 PM  Selland-Miller, Sue ...
Al .
Criterion 4 Yesterday at 2:20 PM  Selland-Miller, Sue ...
A .
Criterion 5 Yesterday at 2:20 PM  Selland-Miller, Sue ...
o .
Criterion 6 Yesterday at 2:20 PM  Selland-Miller, Sue ...




3. Drag and drop files into the folder or select Upload/Files from the menu at the top and navigate
to find the files on your computer.

Upload B Editin grid view 2 Share @ Copy link = All Documents*

Consortium m Northeast Metro Evidence > Criterion 2
Folder
D Nar Modified Modified By - + Add column
Template

4. You can create additional folders within the criterion folders to help organize your documents.
Name the folder to reflect the Compliance components the evidence addresses (e.g.,
Compliance 2.2)

@$ Upload ~  H Editin grid view 12 Share @ Copylink -+ = All Documents* ™
> FY24 > Northeast Metro Evidence > Criterion 2

Word document

Modified ~ Modified By + Add column
Excel workbook

@5 PowerPoint presentation
@} OneNote notebook
Forms for Excel

Visio drawing

@ Link

& Edit New menu

+ Add template

Create a folder

| Compliance 2.21 )

Folder color

OGN B I I
@ ® O
Cancel

5. The folder structure is just like on your computer. You can add, delete, and move files as needed.
6. Email Sue Selland-Miller when all documents have been submitted.



