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CSP Grant Management Quick Reference Guide

Contract Execution – Implementation – Requesting Payment – Requesting Changes

Congratulations on your school’s federal Charter School Planning (CSP) Grant award!  There are several steps to be taken before you will be able to draw down funds against your award.
1. Sign and notarize the two copies of the grant agreement and return them to Charter Schools Institute along with the signed Vendor Responsibility Questionnaire.
2. When the contract is fully executed you will receive a PDF copy of the contract and contract attachments for your records.
3. Establish an account or sub-account within your accounting records to identify, segregate and accumulate grant expenditures. 


Consistent with the plan outlined in your proposal, please keep in mind the following examples of allowable and unallowable activities:
Allowable Planning Activities:
· Development of the educational program; 

· Payment of consultants to help develop curriculum, assessment, policies, etc.; 

· Development of recruitment materials; 

· Costs associated with staff training and/or orientation; 

· Conference attendance; 

· Technology related to the planning process; 

· Salaries and benefits during the start-up phase up to July 1st of the opening year of the school; and

· Start-up utility costs (heat, light, telephone, etc.) from April 1 to June 30 of the school’s first year.

Allowable Implementation Activities:
· Professional development of teachers and other staff; 

· Refinement of educational goals and measurable objectives; 

· Acquiring educational equipment and curriculum materials; 

· Purchase of classroom furniture, whiteboards, pulls down screens, etc.; 

· Development of program and school evaluation strategies and materials; 

· Payment of consultants performing work directly related to the program and operation of the charter school;

· Library books;

· Minor renovation to bring the building into compliance with the requirements of the Americans with Disabilities Act (ADA) (e.g., installing ramps or renovating a bathroom); and 

· Minor renovation to support the technology program of the school including wiring and electrical upgrades.
Non-Allowable Activities

· Federal grant funds cannot be used for construction, facilities acquisition and major renovations or alterations to the charter school building.  
· In addition grant funds may NOT be used for:
· Establishment of contingency or petty cash funds; 
· Support for the salaries, fringe benefits, or other costs of any employee of an educational management organization or any institutional partner of the school;
· Installation of elevators (while this may be for ADA compliance purposes it is a capital expense);
· Purchase of non-instructional office furniture; 
· Purchase or lease of motor vehicles;
· Routine student transportation or field trips;
· Sales tax; 
· Routine on-going staff development and/or other training that is required by a charter school’s management company; or
· Recurring operational expenses such as teacher or administrator salaries, general accounting and payroll services, facility leasing, utilities, office supplies.

To facilitate the processing of invoices schools should use the following guidance: 
You may receive an advance for 20 percent of the Planning portion, year/program period 1, of the grant award.  An invoice may be sent to Charter Schools Institute requesting the 20 percent.  This amount will be deducted from your second invoice.  Every invoice must be submitted with Expenditure Report Forms and Expenditure Backup. 
Expenditure Report Forms
· The Grant Expenditure Report template can be found on the Institute’s website at: http://www.newyorkcharters.org/schoolsGrantOpps.htm labeled Grant Expenditure Report Forms (02-11 v2).  
· The THREE green tabs related to the CSP Grant in this template file must be filled out and signed by a school representative, preferably the school’s principal.  These forms cannot be signed by a management organization employee.
· These forms may be sent to charters@suny.edu as a .pdf file.  Schools should verify that the document was scanned clearly and is readable before sending.
Expenditure Backup
Appropriate backup should include a copy of the disbursement journal generated by the school’s accounting system identifying CSP expenditures and including the following data elements:
· Date of Invoice
· Check Number
· Name of Vendor/Payee
· Memo / Description of Expense
· Total Amount
· CSP Related Amount
· Budget Category
Expenditure backup should be sent in via PDF.  Copies of checks disbursed and invoices do not need to be submitted unless specifically requested by the Institute.  
The Final Invoice should include all the above in addition to a 1-2 page final expenditure narrative briefly describing the full expenditure of CSP grant funds and how those funds benefited the school.

If you anticipate that you will not be able to execute your plan as described in your CSP application you should submit the following to the Charter Schools Institute for review and approval:
· A Revised Budget using the Budget Revision template located on the Institute website at: http://www.newyorkcharters.org/schoolsGrantOpps.htm labeled Budget Revision Form(s) for CSP and SSF Grants.
· A detailed narrative explaining the change.
Be advised that any proposed modification to the contract which results in a change of greater than 10 percent to any budget category may need to be submitted to the State Comptroller’s office for approval.  Approval could take 4-6 weeks.  During this time, the school would not be able to submit invoices for payment.
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