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Project Performance Accountability Form 
 

Scope of Work Tasks/Activities Deliverables 
(Product or service) 

Evidence 
(verification) 

Due Date 
(completion) 

 

Unit Cost 

1. Project Director: The Project 
Director oversees the operations and 
progression of the project. 

2. Program Coordinator: The duties 
for this position include the following: 
Maintain daily office hours, answer 
phone inquiries, maintain all systems 
required by Florida A&M University 
for project implementation, prepare and 
process travel requests, maintain a 
database of all records (contacts, 
Instructional Standards, program 
participants. etc.), assist in the 
preparation of all reports as required by 
the funding source, assist the Project 
Director in outreach to Florida school 
districts, organize and prepare all 
correspondences, assist in the planning 
and delivery of meetings and 
conferences, record minutes and notes 
of all official meetings, provide 
assistance as required by the other 
stakeholders, provide support to 
personnel utilizing the African 
American content staff development. 

Reports 
Correspondences 

 
 
 

Reports 
Logs 

Communications 
 

Reports 
 
 
 
 

Timesheets 
Reports 
Minutes 

Correspondences 
 

 
 
 
 
 

Quarterly: 
October 2022 – 
Completed, Appendix - A  
January 2023 – 
Completed, Appendix - A 

April 2023 
June 2023 

 

IN-KIND 
 
 
 
 

712000 
29228.00/3799.00 
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Assist with maintaining all social 
media: Twitter, Instagram, Facebook, 
and YouTube to support AAHTF 
professional learning, educational 
opportunities, and Summer Institute 
programming. 

SGS Technologies:  

Website development, maintenance, and 
web hosting services. Improve student 
knowledge about African American 
history through the African American 
History Task Force website as well as 
other identified materials and resources 
that will positively impact student 
achievement and provide models for 
possible replication 
 

Analytical  

Reports 

Quarterly 

Reports 

Quarterly: 
October 2022 – 
Completed, Appendix - B 
January 2023 – 
Completed, Appendix - B 

April 2023 
June 2023 

720000 
11,490.00 

Professional Development- Educator 
Training:  
Website professional development. 
Improve teacher/student knowledge 
about African American history through 
the African American History Task 
Force initiatives  
On site teacher professional 
development meetings and workshops  
Comprehensive reporting and data 
highlighting program efficacy and 

Analytical 

Reports 

Quarterly 

Reports 

October 2022 
– Completed, 
Appendix - C 

January 2023 
– Completed, 
Appendix - C 

April 2023 
June 2023 

720000 

28,400.00 
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impact in area schools  
Cutting-edge, interactive, digital 
learning technology private-labeled to 
A.A.H.T.F. 
 

Travel/Meetings/Materials: 
• Task Force commuting round 

trip from their home cities for 
African American History Task 
Force meetings, trainings, and 
conferences; 

• Travel participation in various 
conferences (Florida 
Association of Social Studies 
Supervisors (F.A.S.S.S.), 
Florida Council of Social 
Studies (F.C.S.S.), and relevant 
conferences. Annual Task Force 
meeting); 

• Conduct at least on for African 
American History Task Force 
meeting and ensure that all 
meeting is noticed in the Florida 
Administrative Register, 
  

Provide “Web-Shots” for 
teachers, pre-service teachers, 
faculties, district personnel, 
and other stakeholders (i.e., 
facilities rental, transportation 
cost, travel cost, and 
appropriate training materials) 
A.A.H.T.F. Meetings: 
Require that any newly 
appointed Task Force 
member complete online 
training for the Sunshine and 
public records laws and 
submit a certification to the 
department they have done 
so. 
Ensure that each African 
American History Task Force 
has signed the Statement of 
fiscal Responsibility supplied 
by the Florida Department of 
Education. 

Quarterly 
Reports 

Travel Reports 
Sign – in Sheets 

Minutes 
Presentations 

Reports 
Certification 
SFR signed 

forms Supply 
Invoice 

October 2022 
– No travel in 1st 

Quarter 
January 2023 

– Completed, 
Appendix - D 

April 2023 
June 2023 

720000 

4999.00 
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Evaluator:  
 
Evaluate the program to 
determine any best practices 
and to identify any need for 
program revisions. 
 

Provide periodic review 
and analysis of data 
related to the 
implementation of all 
project goals 

Data collected utilizing the pre-post 
evaluation before and after all teacher 
training. 
Data collected by examining and 
analyzing Florida State Standards 
Assessments and “End of Course” 
assessments in reading, writing, and 
U.S. History of those “Exemplary” 
districts along with those districts that 
request assistance 
Data collected from all 
teachers/educators that participate in 
the online and onsite professional 
development training. 
 

December 2022 – 
Contracted with new 
external evaluator to support 
program implantation 
review. Initial evaluation to 
be provided by February 
2023. 
March 2023 
June 2023 

720000 
3500.00 
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APPENDICES 
 

A- Program Coordinator 
B - SGS Technologies 

C – Professional Development – Educator Training 
D – Travel  

E – Evaluator – Contracted with new external evaluator to 
support program implantation review. Initial evaluation to be 

provided by February 2023. 
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Appendix -A 
Program Coordinator Report-Submitted by Sabrina Shade 

- Job Description/Duties/Tasks 
- Email Correspondence  
Tracy Oliver – Florida Council of Social Studies Conference – 10/5/22 
Dr. Donna Austin – Exemplary School Districts Check-In – 10/11/22 
Pasco County School – Seeking Exemplary Status – 11/7/2022 
AAHTF Exemplary School Districts – Professional Development Webinar Invite - 11/14/2022 
AAHTF Annual Board Meeting Save the Date – 12/5/2022 
2023 Pre-Planning Summer Institute Meeting Agenda 12/14/2022 

- Social Media Report 
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Program Coordinator Job Description: 

Maintain daily office hours, answer phone inquiries, maintain all systems required by Florida 
A&M University for project implementation, prepare and process travel request, maintain a 
database of all records , assist In the preparation of all reports as required by the funding 
source, assist the project director in out-reach to Florida school districts, assist in reviewing the 
accuracy of the website, organize and prepare all correspondences , assist in the planning and 
delivery of meetings and conferences, record minutes and notes of all official meetings, provide 
assistance as required by the other stakeholders, provide support to personnel  utilizing the 
African American content staff development will work to ensure that the process of identifying 
the skills, knowledge and information about African and African American History gaps of the 
targeted audience is addressed and shared with all stakeholders: Review of the WBTT modules, 
Review of the Instructional Standards, Review of WBTT performances, and Review of On-Site 
educator trainings.  

Program Coordinator's duties include the following:  
 
● Maintain daily office hours, answer phone inquiries,   
● Organize and prepare all correspondences,   
● Maintain all systems required by Florida A&M University for project implementation,   
● Prepare and process travel requests,   
● Maintain a database of all records (contacts, Instructional Standards, program participants, 
etc.),   
● Assist in the preparation of all reports as required by the funding source,   
● Assist in the planning and delivery of meetings and conferences,   
● Record minutes and notes of all official meetings,   
● Assist the Task Force in outreach to Florida school districts,   
● Provide assistance as required by the other stakeholders,   
● Provide support to personnel utilizing the African American staff development content,   
● Maintain activities and professional development calendar.   
● Work to ensure all social media is updated and accurate   
● Work with the website host to maintain the AAHTF website: www.afroamfl.org 
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Commissioner of Education’s African American History Task Force 
Social Media Report 
2nd Quarter Report 

October 1, 2022– December 31, 2022 
Performance Summary: 

 

The purpose of this report offers overviews of AAHTF Social Media platforms by analytic data and other 
measuring tool during the second quarter. 

 

Facebook Analytics Overview Instagram Analytics Overview 
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Facebook Analytics Overview Instagram Analytics Overview – Continued 
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Twitter Analytics Overview 
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YouTube Analytics Overview 
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Appendix- B 
SGS Technologies, Web-hosting Analytics Report 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
  



18 
 

SGS Technologies, Quarter 2 Report 
AAHTF Google Drive Link: 
https://drive.google.com/file/d/1cQ9pYln8flfKM4XT78YkWSWooyrtNBEM/view?usp=share_link 
 

 

https://drive.google.com/file/d/1cQ9pYln8flfKM4XT78YkWSWooyrtNBEM/view?usp=share_link
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Appendix – C 

Professional Development – Educator Training 
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Appendix - D 
Travel 
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Appendix - E 
Evaluator – Contracted with new external evaluator to support program implantation review. 
Initial evaluation to be provided by February 2023. 
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