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2024-2025 Program Monitoring Validations
Timeline

TEA meets with 
ESCs to Discuss 

Preliminary 
Results

March 10 - 25

LEA Results 
Notification

(FPC PMV WorkApp 
Generated Emails)

April 11

LEA Notification 
(FPC PMV WorkApp 
Generated Emails)

November 13

LEAs Submit 
Documentation

(FPC PMV WorkApp)

December 13

TEA Completes 
Documentation 

Review

February 28
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November 13 – 
December 13

ESC 
Offers/Provides 

Technical 
Assistance



Preparing Documents for Upload:  2 Step Process
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Gather and assemble the documentation into 1 pdf file

STEPS

Log in to the FPC Program Monitoring Validations WorkApp 
System to complete the details form and upload the 
documentation pdf file



Title I, Part C Example:  Identification and Recruitment

STEP 1:  Gather and assemble the documentation

4

▪ Use the requested 
documentation section of 
the program-specific 
guidance document to 
gather and organize the 
documentation requested

▪ Assemble the 
documentation in the order 
it is requested (i.e., 1.1 first, 
1.2 second, etc.)

▪ Number pages of the 
documentation file 
consecutively



Tips to Facilitate Documentation Review Process
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Order pages and number consecutively in lower right corner:
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Tips to Facilitate Documentation Review Process
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Use the Item Number to mark the location on the page:
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Tips to Facilitate Documentation Review Process
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Each Documentation 
Requested Item Number 
(1.1, 1.2, etc.) should be 
marked on the appropriate 
page of the 
documentation file being 
submitted for review.  
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Tips to Facilitate Documentation Review Process
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Don’t include unnecessary pages.
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Cautionary Tips
• Only include relevant pages of 

documents requested
• All documentation submitted must 

be reviewed in its entirety
• Should the review determine 

unanticipated areas of non-
compliance, the LEA will be referred 
to the appropriate Division for 
further review



Documentation File Size
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▪   30 MB limit
▪   “Optimize” pdf file to reduce size
▪    Ensure all pages are actually needed
▪    Last resort, split file and upload multiple 

pdf files



Preparing Documents for Upload:  2 Step Process
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Gather and assemble the documentation into 1 pdf file

STEPS

Log in to the FPC Program Monitoring Validations 
WorkApp System to complete the details form and 
upload the documentation pdf file



2024-2025 Program Monitoring Validations
Documentation Submission
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Documentation will be submitted by LEAs and reviewed by TEA via the 
Federal Program Compliance Division Program Monitoring Validations 
WorkApp System



2024-2025 Program Monitoring Validations
Documentation Submission Instructions
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1. Login to the Department of Grant 
Compliance and Administration 
WorkApp System.

 https://workapps.smartsheet.com/

https://workapps.smartsheet.com/


2024-2025 Program Monitoring Validations
Documentation Submission Instructions
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2. Click on the Federal Program Compliance 
Division Program Monitoring Validations 
WorkApp Tile.

If the tile is not showing, click on the menu icon to 
display all the Apps you are able to access.



2024-2025 Program Monitoring Validations
Documentation Submission Instructions
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3. Select the “2024-2025 Program Monitoring Validations” link on the left pane.



2024-2025 Program Monitoring Validations
Documentation Submission Instructions

15

4. Click on the Program-Specific Line(s) to access the Details Form – Data & Attachments Tabs.  An LEA 
response is required for each of the program-specific lines that are visible.



2024-2025 Program Monitoring Validations
Documentation Submission Instructions

16

5. Complete the Details Form – Data Tab for 
each of the program-specific lines.

Note:  Some fields have been pre-loaded 
into the Details Form for you and will appear 
grayed out. 



2024-2025 Program Monitoring Validations
Documentation Submission Instructions
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5. Complete the Details Form – Data Tab for 
each of the program-specific lines.

a. Scroll down to the “Requested Documentation 1 
Page Number(s)" and type the page number(s) 
where the requirement(s) is addressed in the 
LEA’s documentation to be submitted. Be as 
specific as possible to facilitate the review 
process.

For example, if relevant items for the requested 
documentation appear on pages 2, 4, and 5, 
please list pages 2, 4, and 5, rather than pages 
1-5 in the “Requested Documentation Page 
Number(s)” field.  

*These fields are required.

Note:  The number of requested documentation 
items vary from 1-6 based on each 
program/requirement being monitored.



2024-2025 Program Monitoring Validations
Documentation Submission Instructions
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5. Complete the Details Form – Data Tab for 
each of the program-specific lines.

b. Scroll down to the LEA Program Contact 
Information fields.  Complete the remaining fields 
with the information for the LEA Program 
Contact.  The LEA Program Contact should be 
the person that is most familiar with the 
documentation submitted.

*The following fields are required.

i. Type the name of the LEA Program 
Contact in the “LEA Program Contact” 
field.  

ii. Type the email address of the LEA 
Program Contact in the “LEA Program 
Contact Email Address” field. 

iii. Type the phone number of the LEA 
Program Contact in the “LEA Program 
Contact Phone #” field.  Please use the 
following format:  ###-###-####.

c. Add LEA Comments.  The “LEA Comment” 
section is optional if the LEA would like to 
provide additional information that will be helpful 
to the reviewer.



2024-2025 Program Monitoring Validations
Documentation Submission Instructions
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5. Complete the Details Form – Data Tab for 
each of the program-specific lines.

d. Select your LEA’s Submission Status from the 
following options available:  In Process 
(Saved some data/will complete later) or 
Submission Complete (Data entered and 
documentation attached).

*Selecting a status is required.

Note:  If the “Submission Pending – Not Started” 
option remains selected after the submission due 
date, your submission is not considered 
complete, and TEA will contact you to complete 
the submission process. LEA Submission Status 
defaults to “Submission Pending – Not Started.”



2024-2025 Program Monitoring Validations
Documentation Submission Instructions
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6. After the page number(s) and LEA 

Program Contact Information have been 

entered; and the LEA Submission Status 

has been updated, click “Save” on the 

bottom right-hand corner of the Details 

Form – Data Tab.

*This step is required.

This will save the information that was typed in the 

details form under the data tab (documentation 

page numbers, LEA Contact information, and LEA 

Comments, if applicable).

NOTE:  A gray “Save” button indicates that a 

required data entry field is missing information.

Once, the data are saved, the LEA Contacts will 

receive an auto-generated email that includes the 

information that was saved for TEA review.



2024-2025 Program Monitoring Validations
Documentation Submission Instructions
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7. After saving the information in the Details 
Form – Data tab, click on the Details Form 
- Attachments tab. Attach the requested 
documentation in PDF file format.  All 
documentation should be attached as a 
single file.  

*Attaching documentation is required.

a. To attach the PDF file containing the LEA’s 
documentation, click on the “Attach a File” 
button located at the bottom of the Details 
Form – Attachments Tab.

Note:  Only attach documentation for the program 
referenced in the Details Form – Data tab.  Each 
program has their own Details Form –Data tab for 
attaching documentation separately.



2024-2025 Program Monitoring Validations
Documentation Submission Instructions
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7. Next, click on the Details Form - 
Attachments tab. Attach the requested 
documentation in PDF file format.  All 
documentation should be attached as a 
single file.  

*Attaching documentation is required.

b. Browse your computer and locate the 
documentation file to be attached; select the 
file; the “File Name” will appear in your file 
browser; click on “Open;” the file selected 
should be listed as an attachment in the 
Details Form – Attachments Tab.



2024-2025 Program Monitoring Validations
Documentation Submission Instructions
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7. Next, click on the Details Form - 
Attachments tab. Attach the requested 
documentation in PDF file format.  All 
documentation should be attached as a 
single file.  

*Attaching documentation is required.

c. Confirm that the document you are attaching 
is listed as an Attachment.  Click on the “X” at 
the top right-hand corner to close the Details 
Form.



2024-2025 Program Monitoring Validations
Documentation Submission Instructions
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7. Sign out of the Federal Program 
Compliance Program Monitoring 
Validations WorkApp by clicking on 
the       icon located in the bottom left-
hand corner of the window and 
selecting “Sign out.”
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For all you do for the students and families you serve everyday!  
You make a difference!
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https://tea.texas.gov/finance-and-grants/grants/essa-program/divisioncontacts.pdf 

https://tea.texas.gov/finance-and-grants/grants/essa-program/divisioncontacts.pdf
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