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	Month
	Description

	July
	· Update campus invoices
· Order any additional materials needed from TEA

· Find surplus materials from campuses to fill growth at other campuses

	August
	· Train new assistant principals in Tipweb
· Update campus invoices

· Approve orders

· Mandatory AP training

	September
	· Attend NTTCA meeting
· Update campus invoices

· Send out final invoices to campuses (money due mid-September) 

· Make audit corrections to campuses inventory once payment is received
· Approve Orders
· Order any additional workbooks needed for campus due to growth

	October
	· Continue to make audit correction to campus inventories
· Approve Orders

	November
	· Attend NTTCA Meeting
· Instructional Materials warehouse audit

· Approve Orders

	December
	· Attend the IMCAT conference
· Return EVI surplus materials to TEA
· Approve Orders

	January
	· Make Audit corrections to warehouse inventory

· Approve Orders

· Meet with Curriculum Coordinators (new courses)

	February
	· Attend NTTCA Meeting
· Work on workbook order form
· Approve Orders

	March
	· Send task for workbook order forms to campus Assistant Principals
· Certification Letter to Superintendent

· Send out AEM request forms to coordinators
· Send task for returning large print / braille

· Start gathering information/reports for ordering for upcoming year

· Approve Orders

	April
	· Order Instructional materials from TEA
· Attend NTTCA Meeting
· Order workbooks from publishers

· Approve Orders

· Meet with HR for added staffing requests



	May
	· Receive materials that have been ordered from TEA

· Retrieve surplus AEM materials from campuses
· Enter Worktext campus orders in Tipweb
· Send campuses instructions for Year End Closing

· Approve Orders

· Run eSchool reports for class enrollments for next school year

· Gather campus surplus information

· Send Audit packet e-mail to AP’s

· Send AEM return Task

· Send Calendar invites for End of Year closing, Parts 1-5

· Send Calendar invites for End of Year closing, Parts 6-8

	June
	· Campus Audits
· Invoices to campuses
· Update campus invoices 

· Find Surplus materials from campuses to fill  growth at other campuses

· Distribute AEM materials to campuses
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