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SSF Grant Management Quick Reference Guide

Contract Execution – Implementation – Requesting Payment

Requesting Changes – New Legal Requirements

Congratulations on your school’s State Stimulus Fund (SSF) 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 activities:
Allowable Facility Activities:
· Using funds to obtain or improve financing terms related to an identified facilities project;
· Construction and/or renovations of an owned school facility including electrical and IT wiring installation or upgrades;
· Leasehold improvements of a leased school facility including electrical and IT installation or upgrades;
· Renovation of a facility to alter the design and/or floor plan to meet the requirements of the charter school;
· Down-payment on the purchase of a facility; and
· ‘Soft’ facility expenses.
Allowable Start-up / Implementation Activities:
· Curriculum or program development; e.g., linking the curriculum to the State standards; refining the special education program; or developing the curriculum for Limited English proficient/English language learners/English as a second language (LEP/ELL/ESL) students; 

· Professional development for board members, teachers and other staff;

· Refinement of desired educational results and the methods for measuring progress toward achieving those results;

· Acquisition of equipment and educational materials and supplies;

· Costs associated with implementing a school’s operating systems, such as payroll, accounting, or attendance, including the purchase or development of computer software to automate these functions; 

· Pre-opening salaries and benefits; 

· Matching against other available grants or loans;

· Other initial costs that cannot be met from other state or local sources; 

· Costs associated with school expansion e.g., adding grades, hiring teachers, providing educational materials, purchasing classroom furniture, and other associated costs; 

· Targeted Assistance Programs; and

· Employee salaries and benefits related to the proposed project.


To facilitate the invoicing process schools should note the following: 
You may receive an advance for 20 percent of the grant award. An invoice may be sent to the Charter Schools Institute requesting the advance. 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 ONE blue tab related to the SSF Grant in this template file must be filled out and signed by a school representative, preferably the school’s principal.  This form cannot be signed by a management organization employee.

· This form may be sent to david.hruby@suny.edu as a .pdf file.  Schools should verify 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 SSF expenditures, and should include the following data elements:
· Date of Invoice

· Check Number

· Name of Vendor/Payee

· Memo / Description of Expense

· Total Amount

· SSF 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 SSF 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 SSF 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 & SSF Grants; and
· A detailed narrative explaining the change.
Be advised the school MUST still follow the project or projects outlined in the grant proposal.  The SSF grant is highly competitive and school proposals were graded based on specific projects detailed in that proposal.  A budget modification moving expenses from one budget line to another is permissible as long as the proposal project is still followed (i.e. moving expenses from purchased services to equipment while still performing the proposal project).  Approval could take 2-3 weeks in which the school will not be able to submit invoices for payment.

NEW LEGAL REQUIREMENTS FOR NYC SCHOOLS
For Facility Financing grants that would involve leasehold improvements in facilities owned or operated by the New York City Department of Education with an estimated value of over $5,000, the applicant must have secured a letter from the New York City Department of Education (“NYCDOE”) stating that the Chancellor of the New York City School District approves of the expenditure by the charter school and will provide matching fund to all other public (non-charter) schools in the facility per the new requirements of the New York Charter Schools Act. SSF funding CANNOT be used to provide NYCDOE matching funds or to fund improvements for other schools in NYCDOE space.
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