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19. All checks are directly mailed by the signer. All checks are in an envelope that has a 
protective security tint inside and are placed in a U.S. Postal letter drop box or handed to a 
U.S. Postal mail carrier. 

 
20. If a check signing devise or signature plate is used, adequate controls have been established 

over its custody and use. 
 
21. All blank checks and other financial stationery are safeguarded against theft, loss, or misuse. 
 
22. Checks are not written to “cash.” 
 
23. Adequate controls are maintained over hand-drawn checks and the use of hand-drawn checks 

is limited to emergency situations only. 
 
24. The charter school should protect its negotiable checks by using ordinary care. School’s 

should use security check stock that is unique and is not easy to alter or reproduce and that 
includes multiple layers of document security features now available in the marketplace. 

 
Payroll and Personnel 
 
25. Charter school policies and practices prevent payments to employees in advance of services 

actually being rendered. 
 
26. Prior supervisory approval is required for overtime. 
 
27. The budget contains a separate line item for overtime and substitutes to permit analyzing its 

use and the potential need for additional staffing. 
 
28. The charter school maintains adequate supporting documentation (e.g. time sheets, leave 

accruals, etc.) for payroll to ensure that payments are made only for services actually rendered 
and that proper Federal grant documentation is maintained, if applicable. 

 
29. The charter school has written agreements outlining compensation and benefits for employees 

who are not covered by union contracts. 
 
30. Each employee must submit a time sheet or record of accrual usage for review and approval 

by a supervisor or management. 
 
31. Authorizations are maintained to support all deductions from payroll checks. 
 
32. Each payroll register is reviewed, approved, and certified by an employee designated by the 

board to ensure the payments are accurate and justified. 
 
33. The charter school routinely performs a payroll audit including payouts or floor checks and a 

review of payroll or personnel files to compare contracts/salary notices/board appointments to 
actual payrolls, and to ensure that amounts withheld from employees’ pay go to the intended 
places. 
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34. The charter school has written procedures describing the employment process 
(advertising/posting, interview, reference/credential check, offer, acceptance, starting date, 
etc.). 

 
35. References and credentials are routinely verified to ensure prospective employees possess the 

necessary qualifications.  
 
36. The charter school requires and maintains written authorizations for changes in salaries, 

hiring, etc. 
 
37. The charter school has a system to track employee leave accruals. 
 
38. The charter school requires periodic evaluations for all of its employees. 
 
39. The charter school has an employee handbook that is kept current. 
 
40. The charter school has employee job descriptions that outline job duties and qualifications 

required for all positions.   
 
41. Unclaimed paychecks and returned W-2s are returned to an individual independent of payroll 

processing and are investigated. 
 
42. Duties are adequately separated so that the individual processing payroll transactions is 

different from the individuals with responsibility for the general ledger function, payroll 
distribution, and reconciliation of the payroll bank account. 

 
43. All payroll changes are authorized and documented in writing. 
 
44. Procedures are in place to comply with IRS and NYS Department of Taxation and Finance 

regulations. 
 
45. The charter school has procedures to ensure individuals working for the charter school are 

properly classified as employees (W-2s) or independent contractors (1099s) according to the 
circumstances. 

 
46. The charter school has procedures to ensure current and prospective employees are 

fingerprinted. 
 
Travel and Conferences 
 
47. Attendance at conferences is approved in advance by the board or the executive officer that 

has been delegated this responsibility.  If the board delegates approval to the superintendent, 
the board should approve requests of the superintendent. 

 
48. The charter school has considered adopting the federal or State travel, lodging, and meal 

reimbursement rates for expenses incurred for charter school business.  All claims for 
reimbursement of travel expenses must be in writing, itemized, and supported with original 
receipts, for official charter school business and approved for payment. 
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49. The charter school’s policy limits the reimbursement of travel and meal expenses to expenses 
that are actual, necessary, and reasonable. 

 
50. The charter school has a policy or procedure requiring board members and employees to 

provide an oral or written account of the benefits derived from attendance at conferences. 
 
51. If the charter school authorizes travel advances, it has a policy identifying the individual(s) 

who may receive an advance, the use and purpose of the advance, the information that is 
required to account for the advance, a reconciliation of actual expenses (upon return from the 
trip) versus amounts advanced, and the refunding of any excess money that was advanced in a 
timely manner. 

 
52. The charter school has policies which describe the circumstances when it is appropriate for 

providing food and beverages at meetings, training, and conferences sponsored by the charter 
school. 

 
53. The charter school has established a reasonable mileage reimbursement rate. 

 
V. Facilities, Equipment and Inventory Controls 
 
Facilities Maintenance 
 
1. The charter school has a long-range plan for educational facilities and equipment replacement 

purchases. 
 
2. The charter school monitors its energy use and has considered ways to reduce energy use and 

expenses. 
 
Facilities Construction 
 
3. The charter school is aware of the requirements for planning, implementing, and completing 

school construction projects and has procedures to ensure it obtains the necessary approvals 
and building permits for school construction projects. 

 
4. The charter school has systems in place to guard against the cost of construction, including 

charge orders, from exceeding the amount authorized and budgeted. 
 
5. The charter school has a process for retaining records and considers it in determining whether 

the budget is overspent. 
 
6. The charter school utilizes the appropriate professionals in the facilities construction process 

including architects, bond counsel and financial advisors, as needed. 
 
Inventory Controls 
 

7. Fixed asset account values are recorded at cost or fair market value at the time of acquisition. 
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8. The charter school has a depreciation policy that is in conformity with GAAP and maintains 
adequate documentation related to fixed assets. 

 
9. An annual physical inspection is performed to determine that all assets are present, in usable 

condition, located in the assigned area, and accurately recorded on the fixed asset records. 
 
10. The charter school has an individual assigned with the responsibility for maintaining a system 

to track its fixed assets inventory. 
 
11. All assets are marked or tagged with ownership identification decals. 
 
12. The inventory system includes all of the information necessary to maintain complete and 

accurate records including a sufficient description (make, model, and serial number); the class 
of property (machinery, equipment, etc.); the date of purchase; historical cost or estimated 
value if a gift; accumulated depreciation and current year depreciation computations; and the 
source of financing or acquisition (general funds, federal funds, gift, etc.).   

 
13. The inventory system is updated to ensure that changes in assets, such as location or 

disposition, are reflected in the inventory system. 
 
14. Charter school property, equipment, and inventory are secured in a safe location. 
 
15. The charter school has a policy for the use of charter school-owned assets, such as computers, 

phones, and vehicles that limit the use to conducting official charter school business only.  
The policy should be prudent and reasonable. 
 

VI. Student Services 
 
Student Transportation 
 
1. The charter school encourages student parents to file transportation request forms within the 

required deadline (NYC as required, April 1 rest of state). 
 
2. The charter school has policies and procedures defining student eligibility for transportation 

services and expenses eligible for transportation aid. 
 
3. The charter school procures transportation services through competitive bidding or a request 

for proposal process. 
 
4. The charter school monitors driver (contract) qualifications and inspection of buses and 

maintains documentation of the same. 
 
 

Food Service 
 

5. The charter school follows the established guidelines for processing applications for free and 
reduced price meals and/or milk including public release, parent letter, and a free and reduced 
price meal application. 
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6. The charter school claims aid for its lunch and breakfast programs (unless provided by the 
district). 

 
7. The charter school has written procedures for obtaining, evaluating, counting, verifying, and 

reporting the number of (eligible) applications for free and reduced price lunch. 
 
8. The charter school maintains documentation of free and reduced price meal applicants. 
 
9. If the charter school employs a food service management company to operate its breakfast and 

lunch programs, the contract with the company was bid and awarded to the lowest responsible 
bidder. 

 
10. The charter school has procedures for collecting money from children who pay for meals or 

milk that prevents the identification of the children receiving reduced price meals, free meals, 
or free milk yet is still able to account for the numbers of each. 

 
11. The charter school charges sales tax for the sale of food and drink to adults. 
 
12. Cash receipts for lunch and vending machine sales are adequately controlled. 
 
13. Food purchases are acquired in accordance with established procurement practices and the 

inventory is safeguarded. 
 
14. Data on sales and cost of goods sold is analyzed to identify any irregularities. 
 
15. The charter school has a procedure to conduct a physical count of the inventory of food and 

supplies at year end. 
 
VII. Student Related Data 
 
Attendance 
 
1. The charter school has a comprehensive attendance policy and procedures for taking 

attendance. 
 
2. The charter school maintains a record of each student’s presence, absence, tardiness, and early 

departure in a register of attendance. 
 
3. The charter school records the reason for absence, tardiness, or early departure. 
 
4. The charter school has a well documented system for attendance taking.  The system should 

establish specific steps and identify the individuals responsible for the recording of attendance 
and communicating expectations to the individuals responsible for making entries in the 
attendance register. 

 
5. Adequate controls over the input and access to data related to attendance have been 

implemented. 
 
6. Student attendance records are reviewed to ensure records are current and accurate. 
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Reliability of Student Performance Data 
 
7. The charter school has assigned staff responsibility for the accumulation of dropout, test 

score, enrollment, and cohort data. 
 
8. Written policies and procedures and adequate instructions and definitions have been 

developed to ensure the required tasks are performed for reporting correct information for 
dropouts, test scores, enrollment, and cohorts. 

 
9. The charter school provides adequate guidance, instruction, and training to the parties 

responsible for student performance data and reporting. 
 
10. Charter school staff review data published on the School Report Card and other reports for 

accuracy. 
 
11. The charter school has controls to ensure student performance data (i.e. BEDS, enrollment, 

attendance, test results, etc.) are secured, input is reliable, and output is accurate. 
 
12. The charter school maintains copies of reports submitted to the Department and the source 

documentation for each of the data elements reported in STEP or other data reports such as a 
list of students, test results, etc. 

 
13. The charter school maintains records showing the date each student first entered the ninth 

grade (cohort), entered a NYS school, took each required Regents examination or approved 
alternative and the score achieved, and left the school and the reason for leaving. 

 
14. The charter school maintains source documentation of the cohort data (ninth grade enrollment, 

school register on the given day, guidance information for transfers in and out of the charter 
school, special education office files, other). 

 
15. The charter school has policies and procedures in place to ensure all students who should be 

tested are tested. 
 
16. The charter school has a system to track the location of students individually including those 

who left the charter school. 
 
17. The charter school counts any students who have been absent 20 consecutive school days as 

dropouts. 
 
List of Resources: 
 
• Reference Guide for Audits of Charter Schools Authorized by the State University of New York: 

http://www.newyorkcharters.org/schoolsFiscalOperation.htm 
 
• The Fiscal Guidelines for Federal and State Aided Grants www.oms.nysed.gov/cafe and click on 

Fiscal Guidelines. 
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• Charter school audits by the Office of the State Comptroller (may be found at 
www.osc.state.ny.us/localgov/muni/audit.htm) 

 
• USDA Eligibility Guidance for School Meals Manual: 

www.fns.usda.gov/cnd/Guidance/eligibility_guidance.pdf  
 
• Dietary Guidelines for Americans 2005, USDA: www.healthierus.gov/dietaryguidelines/  
 
• Office of Management and Budget Circular A-87, Cost Principles for State, Local, and Indian 

Tribal Governments:  http://www.whitehouse.gov/omb/circulars/a087/a087-all.html 
 
• Office of Management and Budget Circular A-133, Audits of States, Local Governments, and 

Non-Profit Organizations: http://www.whitehouse.gov/omb/circulars/a133/a133.html  
 
• Compliance Supplement, Part 6, issued by Office of Management and Budget (periodically 

revised and reissued):  www.whitehouse.gov/omb/  
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Appendix C 
Required Charter School Policies 
 
Policy Name Required By Comments 
Access to School 
Records 

Freedom of Information Law Public 
Officers Law Article 6, § 84 et seq.; 
Ed. Law § 2854(1)(e) 
Charter Paragraph 7.3 

 

Open Meetings Law POL Article 7, § 100 et seq.;   
Ed. Law § 2854(1)(e) 
Charter Paragraph 7.3 

 

Student Admissions 
and Enrollment 

Education Law §2854 (2) Charter 
Paragraph 2.3 

Required anti-discrimination criteria 
and allowable admissions 
preferences should be included 

Student Attendance 8 NYCRR 104.1(i) Attendance data must be reviewed 
annually 

Student Disciplinary 
Code 

Education Law §2851 (2) (h) 
Charter Paragraph 2.8 

The rules and procedures by which 
students may be disciplined, 
including but not limited to 
expulsion or suspension from the 
school, which shall be consistent 
with the requirements of due 
process and with federal laws and 
regulations governing the placement 
of students with disabilities. 

Hiring and Personnel 
Policies 

Education Law §2851 (2) (g) 
Charter Paragraph 4.2 

Qualifications to be used in the 
hiring of teachers, school 
administrators and other school 
employees, and a description of 
staff responsibilities. 

Health Services 
(Medication 
Administration) 

Education Law § 2851(2)(r) Specifically indicate the plans and 
procedures that your school will 
have for students who require 
medication at the school every day. 

Code of Ethics Education Law §2851 (2) (v) 
Charter Paragraph 2.9 

A code of ethics for the charter 
school, setting forth for the 
guidance of its trustees, officers and 
employees the standards of conduct 
expected of them. 

Complaints Education Law §2855 (4) 
Charter Paragraph 2.11 

 

Special Education Individuals with Disabilities 
Education Act (20 U.S.C. § 1401 et 
seq.), the Americans with Disabilities 
Act (42 U.S.C.  
§ 12101 et seq.) and section 504 of 
the Rehabilitation Act of 1973 (29 

 



 

 
 Charter Schools Institute ▪ Financial Oversight Handbook                                                          Page 58 of 68  

Policy Name Required By Comments 
U.S.C. § 794 

Background Checks 2854(3)(a-2) of the Education Law 
and the applicable requirements of 
the Safe Schools Against Violence in 
Education legislation (Chapter 180 of 
the Laws of 2000) and part 87 of title 
8 the Official Compilation of Codes, 
Rules and Regulations of the State 
New York 

 

Management and 
Financial Controls 

Charter Paragraph 5.1 The School Corporation shall at all 
times maintain appropriate 
governance and managerial 
procedures and financial controls. 

Equal Opportunity 20 USC §1703; 
42 USC §2000-e;  
34CFR §106.9 

Denial of equal educational 
opportunity prohibited. 

Family Educational 
Rights and Privacy 
Act (FERPA) 

20 U.S.C. §1232(g); 
34 C.F.R. Part 99 
 

The law applies to all schools that 
receive funds under an applicable 
program of the U.S. Department of 
Education and protects the privacy 
of student education records. 

Sexual Harassment 20 USC §1681; 
42 USC §2000-e;  
34CFR §106.9 

 

Title I Parental 
Involvement 

20 U.S.C. §6318 (a)(2); 
§1118 ESEA; 
Non-Regulatory Guidance 
www.ed.gov/programs/titleiparta/par
entinvguid.doc 
 

Required for charter schools with 
Title I programs. A parental 
involvement plan must be 
developed with and agreed to by 
parents of Title I students in the 
school. 

Internet Safety 47 USC §254; 
20 USC §6801 
http://www.fcc.gov/cgb/consumerfact
s/cipa.html 
 

The Children’s Internet Protection 
Act imposes certain types of 
requirements on any school that 
receives funding support for Internet 
access or internal connections from 
the “E-rate” program. 

Wellness Public Law 108-265 §204 Required for schools participating in 
federal child nutrition programs. 
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Appendix D 
Reporting Deadlines Calendar 
For Schools Beginning their Second (or Later) Year of Operation 

 
Yearly Reporting Summary 

 
July August September 

  
1st      Renewal Application  
1st      Annual Report 
1st      Billing Report  
1st      Progress Report 
15th    Quarterly Report  

 

October November December 
 
1st      Billing Report 
1st      Change in Program 
          (Enrollment)  
 

 
1st      Audit Report 
15th    Quarterly Report 
 
 
 

 
1st      Billing Report 
30th    Application Form 

January February March 
 

 
 

1st    Billing Report 
15th  Quarterly Report 
 
 
 

 

April May June 
 

1st      Transportation Request 
          (Parents) 
1st      Billing Report 
 

 
1st Application and 
Admissions Summary 
15th   Quarterly Report 
15th    Facility Agreement 
15th   Budget  (see June 30th) 

 
1st    Billing Report 
30th  Budget 
 

 

 
Notes: 
 
1.  A renewal application should be submitted in the calendar year of prior to the expiration of the charter, if 

applicable. 
 

2.  For the fourth quarter, the “report on fiscal performance” prepared by the school for the Annual Report will 
satisfy this requirement for the quarterly report of income and expenses. 

 

3.  Any school whose charter specifies a May 15th deadline may provide its budget and cash flow statement to the 
Institute by June 30th without penalty.  
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Summary of Notification or Information Required Upon Certain Events 
The following events/items require additional information, but do not have date-certain deadlines.  
The school should take the action described in each applicable item below. 

Board Members – New – Provide the Charter Schools Institute with the information in the Request 
For Information From Prospective Charter School Board Members prior to appointment or election. 

Board Members – Removals or Resignations – Provide written notice to the Charter Schools Institute 
within five business days. 

Board Minutes and Board Packages – Submit to the Charter Schools Institute a copy of all minutes 
from each meeting and executive session on an ongoing and timely basis (within two weeks). 

By-laws – Ratify the by-laws within 30 days of the Effective Date of the charter; provide notice to the 
Charter Schools Institute upon any change. 

Certificate of Occupancy – Obtain (as part of the Facility Completion Schedule) and keep current a 
certificate of occupancy for the school facility. 

Change in Program (For Enrollment or Grade Change in Program see Oct 1st) – Provide notice to the 
Charter Schools Institute upon significant and material changes to the school’s program. 

Facility Change – Notify the Charter Schools Institute not less than sixty days prior to taking any final 
action concerning a proposed change in location or addition of facilities. 

Hiring or Departure (resignation or dismissal) of the Director/Principal - Provide written notice to the 
Charter Schools Institute within five business days. 

Management Agreement Draft/Final – Submit draft 30 days prior to execution date.  Submit final 
when executed. 

Receipt of a Summons and/or Legal Complaint – Provide written notice to the Charter Schools 
Institute within five business days. 

Tax-exempt Status – Keep current federal tax-exempt status, including required IRS annual filings.
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Document Due Submit To Authority Comments 
Admissions/Recruitment 
Student Recruitment, 
Applications & Admission 
Schedule 
 
 

 
Charter Schools 
Institute 

 
Charter (Monitoring 
Plan) 

The application form for the 
next school year, a recruitment 
plan and other data must be 
provided to the Charter 
Schools Institute annually by 
December 15.  

Note:  An Application 
Admission Summary is due 5 
days after lottery is held (not 
on Dec. 15).  

Annual Report 
 

1. Report on Fiscal 
Performance  

2. Basic Educational 
Data  

3. Student Assessment 
Results and Progress 
Made Toward Stated 
Goals 

4. Statement of 
Assurances  

5. Graduation and 
Dropout Report (if 
applicable) 

6. Special Regents 
Examination Reports 
(if applicable) 

To CHARTER 
SCHOOLS 
INSTITUTE only 
7. School Calendar 
8. Board Trustee 

Disclosure Report (if 
applicable) 

 

 
SED w/ copy to 
Charter Schools 
Institute 
 

 
Ed. Law § 2857(2)  

8 NYCRR § 119.3 

Charter (Paragraph  
6.1) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Charter (Paragraph 
2.12) 
 

Schools need not submit a 
copy of their audited financial 
statements for the preceding 
year on August 1; they have 
until November 1. The 
requirement for certified 
financial statements required 
in the Annual Report is 
satisfied by the submission of 
the report on fiscal 
performance (format described 
by 8 NYCRR § 119.3). 
 
SED requires items 1-6.  The 
Charter Schools Institute 
requires items 1-8.  Item 8 does 
not apply to schools chartered 
in 2000-2002. 

 
Application Form 
 
 

 
Charter Schools 
Institute 

 
Charter (Monitoring 
Plan) 

The application form for the 
next school year must be 
provided to the Institute 
annually by December 1st.  
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Document Due Submit To Authority Comments 
 
Application and Admission 
Summary Form 

 
Charter Schools 
Institute 

 
Charter (Monitoring 
Plan) 

The Application and 
Admissions Summary form 
for the next school year must 
be provided to the Institute 
annually by May 1st. 
 

Audit Report 
Annual Financial Audit 
Report 

 
SED 
Charter Schools 
Institute 

 
Ed. Law  
§§ 2854(1)(c); 
2857(2)(c) 
 
Charter (Paragraph 
5.3) 

 
The Audit Report should 
include the accountant’s report 
on compliance and internal 
controls and is due within 120 
days of the end of the school’s 
fiscal year.  All reports received 
by November 1 are considered 
filed on time.   
 

Billing Report  
Bi-monthly Attendance & 
Enrollment Billing Report  
 
 
 

 
District(s) of 
residence 
 
SED 
 
Note: NYC 
schools send 
report to 
NYCDOE only. 
NYCDOE will 
send report to 
SED per e-mail 
from SED 
12/26/02. 

 
Ed. Law § 2856(1)  
 
8 NYCRR § 119.1  
 
 

 
Attendance and enrollment 
reports are due 30 days in 
advance of the payment date. 
Do not send to the Charter 
Schools Institute. 
 
Due in Aug., Oct., Dec. Feb., 
Apr., and June. 
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Document Due Submit To Authority Comments 
Board Members – New 
Selection of New Board 
Members 

 
Charter Schools 
Institute 

 
Charter (Paragraph 
2.11 renewal charters 
or 2.13) 

 
Prior to the appointment or 
election of any individual to the 
school board who is not a 
founding member, the school 
shall provide the proposed 
member’s name, and that 
individual must timely provide 
the information in the Request 
For Information From 
Prospective Charter School 
Board Members available at: 
http://www.newyorkcharters.or
g/schoolsBOT.htm. 
 
Not required for school’s 
chartered in 1999-2000. 

Board Members – Removal  
or Resignations  
Removal of, or Resignations 
by, Members of the School 
Board 

 
Charter Schools 
Institute 

 
Charter (Paragraph 
2.10 renewal charters 
or 2.12) and/or 
Monitoring Plan) 

 
The school shall provide written 
notice to the University 
Trustees within five business 
days of the removal or 
resignation of members of the 
school board. 

Board Minutes and Board 
Packages 
School Board Minutes and 
Board Packages 

 
Charter Schools 
Institute 

 
Charter (Monitoring 
Plan) 

 
The school board shall provide 
the Charter Schools Institute 
with a copy of all minutes (with 
attachments) from each of it 
meetings and executive sessions 
on a timely basis (no later than 
two weeks after the subsequent 
board meeting) Draft minutes 
are acceptable (those that have 
not been accepted and revised at 
the next board meeting). 
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Document Due Submit To Authority Comments 
Board Trustee Disclosure 
Report 
School Board Trustee 
Disclosure Report 
(part of Annual Report) (if 
applicable) 

 
Charter Schools 
Institute 

 
Charter (Paragraph 
2.10 renewal charters 
or 2.12) 

 
Each member who has served 
on the school board during the 
fiscal year shall file annually 
(by August 1) the Disclosure of 
Financial Interest by a Charter 
School Trustee (available at: 
http://www.newyorkcharters.or
g/schoolsBOT.htm), which sets 
forth and attests to the 
transactions between the school 
corporation and board member, 
as well as other interested 
transactions that have occurred 
during the year.  Does not apply 
to schools chartered between 
2000 and 2002. 

Budget 
Annual Budget & Cash 
Flow Report (for next fiscal 
year) 
 

 
Charter Schools 
Institute 

 
Charter (Paragraph 
5.5) 

 
On or before June 30, the 
budget should be submitted 
with an indication that it has 
been reviewed and approved by 
the charter school board of 
trustees.  Note: Any school 
whose charter specifies a May 
15th deadline may provide its 
budget and cash flow statement 
to the Institute by June 30th 
without penalty. 

By-laws 
By-laws of the School 
Corporation 

 
Charter Schools 
Institute 

 
Charter (Paragraph 
2.10 or 2.12; and/or 
Monitoring Plan) 

 
The school board shall duly 
ratify the by-laws within 30 
days of the effective date of the 
charter.  The by-laws may not 
be amended in any material 
respect without the prior written 
approval of the University 
Trustees.  

Certificate of Occupancy 
Certificate of Occupancy 
 

 
Copy to Charter 
Schools Institute 

 
Charter (Paragraph 
1.5(b)) 

 
The school should obtain all 
permits and licenses required to 
legally operate in the School 
Facility (including but not 
limited to a certificate of 
occupancy). 
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Document Due Submit To Authority Comments 
Change in Program 
(Enrollment) 
Requests for Changes to 
Enrollment and Grades 
Served 
 
 
 

 
Charter Schools 
Institute 
 
 
 
 

 
Institute memo of 
February 18, 2003 
 
Charter (Section 9) 
 
Ed. Law § 2852(7) 

 
Requests for changes in 
enrollment or grades served 
should be submitted by October 
1 preceding the first school year 
that will be affected.  (May 
require charter revision 
pursuant to Ed. Law  
§ 2852(7).) 

Change in Program 
Other Requests for 
Program Change (e.g. 
change in management 
company, location (school 
district), length of school 
year/day, curriculum) 
 

 
Charter Schools 
Institute 

 
Charter (Section 9) 
 
Ed. Law § 2852(7) 
 

 
Requests for other changes in 
the school’s program should be 
made as soon as practicable.  
(May require charter revision 
pursuant to Ed. Law § 2852(7).) 

Facility Agreement 
Facility Agreement and 
Facility Completion 
Schedule 

 
Charter Schools 
Institute 

 
Charter (Paragraph 
1.5) 

 
Prior to May 15 of the year that 
the school intends to provide 
instruction for the first time, the 
school must submit an executed 
lease or purchase agreement 
(Facility Agreement) and a 
detailed schedule setting forth 
the steps necessary to make the 
school facility ready for 
commencement of instruction, 
together with the dates upon 
which such steps will be 
completed (Facility Completion 
Schedule). 

Facility Change 
Proposed Change in School 
Location 

 
Charter Schools 
Institute 

 
Charter (Paragraph 
1.6 or 2.18) 

 
The school should submit a 
schedule equivalent to the 
Facility Completion Schedule 
and a statement setting forth the 
material terms of the lease or 
purchase as well as a statement 
from counsel to the school 
corporation that he/she has 
reviewed such terms. 
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Document Due Submit To Authority Comments 
Hiring or Departure 
Hiring or Departure 
(resignation or dismissal) of 
the Director/Principal 

 
Charter Schools 
Institute 

 
Charter (Paragraph 
4.1) (for 2004 and 
more recent Charters) 
and/or Monitoring 
Plan 

 
The school shall provide written 
notice within 5 business days of 
the hiring or departure of the 
director or principal of the 
school. 

Management Agreement 
Draft 
Final Draft of Management 
Agreement with Letter 
from School’s Attorney 
(certifying that management 
agreement is in conformance 
with Educational Service 
Provider Policies). 

 
 
Charter Schools 
Institute 

 
 
Charter (Paragraph 
2.15; Educational 
Service Provider 
Policies, Exhibit C, D 
or E) 

 
 
Schools partnered with a 
management company should 
submit a finalized but 
unexecuted management 
contract for the Charter Schools 
Institute review thirty days 
before the required execution 
date of June 1 of the year the 
school will first provide 
instruction; the Charter Schools 
Institute then has an opportunity 
to review and provide 
comments. 

Management Agreement 
Executed 
Final Executed 
Management Agreement 

 
Charter Schools 
Institute 

 
Charter (Paragraph 
2.15) 

 
Management agreement (with 
changes resulting from the 
Charter Schools Institute 
review) should be executed and 
a copy forwarded to the Charter 
Schools Institute. 

Progress Report 
Annual Accountability Plan 
Progress Report 
 
 

 
Charter Schools 
Institute 

 
Charter (Paragraph 
6.1(d) (for 2004 and 
more recent 
charters); Paragraph 
6.3 or 6.4 (for 2002-
2003 charters)) 
 

Accountability Plan 

Accountability Plan 
Guidelines 
 

 
The Accountability Plan 
Progress Report is separate and 
distinct from the progress report 
required in the Annual Report.  
The Accountability Plan 
Progress Report is described in 
the Accountability Plan 
Guidelines, 
http://www.newyorkcharters.or
g/schoolsAccountability.htm. 
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Document Due Submit To Authority Comments 
Quarterly Report 
Unaudited Quarterly 
Statement of Income & 
Expenses 
 
* Note:  for the fourth 
quarter, the “report on fiscal 
performance” prepared by the 
school for the Annual 
Report will satisfy this 
requirement. 

 
Charter Schools 
Institute 

 
Charter (Paragraph 
5.2) 

 
Beginning with the school’s 
first year of operations, a 
statement of income and 
expenses (unaudited) is due 45 
days after the end of each 
quarter.  The categories of 
expense should be closely 
aligned with the school’s annual 
budget.  Due in Feb., May, 
Aug., and Nov. 

Receipt of a Summons and/or 
Legal Complaint 
Receipt of a Summons 
and/or Complaint in which 
either the School 
Corporation or any 
Member of the School 
Board (acting in his or her 
capacity as a Member of the 
Board) is Named Party to 
the Action 

 
Charter Schools 
Institute 

 
Charter (Paragraph 
9.2 and/or 
Monitoring Plan) 

 
Provide written notice to the 
Charter Schools Institute within 
5 business days. 

Renewal Application 
Charters may be renewed, 
upon application, for a term 
of up to five years. 

 
Charter Schools 
Institute 

 
Ed. Law § 2851(4) 
 
Charter (paragraph 
8.1) 
 
Charter Schools 
Institute Renewal 
Application 
(available at: 
http://www.newyorkc
harters.org/schoolsRe
newOverview.htm)  

Schools may apply for charter 
renewal anytime after March 1 
of the third year of their 
charter but no later than 5:00 
PM on August 1st of the fifth 
year of the charter. 

Note:  depending on 
provisions of paragraph 8.1 of 
your school’s Charter, the 
above schedule may not apply.  
However, per Ed. Law § 
2851(4) in no event shall the 
application be submitted later 
than 6 months prior to the 
charter expiration. 

Tax-exempt Status 
Application for Federal 
Tax-exempt Status 

 
IRS 
Copy of 
application and 
determination 
letter to Charter 
Schools Institute 

 
Charter (Paragraph 
5.6 or 5.11) 

 
The school shall obtain federal 
tax-exempt status no later than 
one year following the Effective 
Date of the charter. 
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Document Due Submit To Authority Comments 
Transportation Request 
Annual Parental Request 
for Transportation 

 
Parents must 
submit 
transportation 
requests to the 
school district in 
which they 
reside. 

 

Ed. Law §§ 3635;   
2853(4)(b) 

 
Pupils in charter schools must 
request transportation from 
school districts by April 1 of the 
preceding year in order to be 
considered eligible for 
transportation. 

 
Notes:   
 
1.   If possible, submit reports or documents unbound. 
 

2.   If a due date falls on a Saturday or a Sunday, the document/report will be due on the next Monday. 
 

3.  If a due date falls on a holiday, the document/report will be due the next business day. 
 

 
 
 
 
 
 
 
 
   


