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Deadlines Calendar

For Schools Beginning their First Year of Operation

Yearly Reporting Summary

	July
	August
	September

	
	1st      Annual Report
1st      Billing Report 

1st      Prior Action Checklist
1st      Quarterly Report - Fiscal

	

	October
	November
	December

	1st      Billing Report
1st      Change in Program
          (Enrollment) 


	1st      Audit Report
15th    Quarterly Report - Fiscal

	1st      Billing Report
30th    Application Form


	January
	February
	March

	16th
Student Recruitment and 
Marketing Efforts Form

	1st    Billing Report
15th  Quarterly Report - Fiscal

	

	April
	May
	June

	1st      Transportation Request
          (Parents)
1st      Billing Report

	1st
Application and Admissions 
Summary
15th   Quarterly Report - Fiscal
15th   Facility Agreement
15th   Accountability Plan - Final 


	1st    Billing Report
30th  Budget



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 (RFI) Form and the Disclosure of Financial Interest by a Charter School Trustee Form (Trustee Disclosure Form) after the member’s appointment or election for review and approval.

Board Members – Removals or Resignations – Provide written notice to the Institute within five business days.
Board Minutes and Board Packages – Submit to the 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 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 Institute upon significant and material changes to the school’s program.
Facility Change – Notify the 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 Institute within five business days.

Initial Statement – Provide to the Institute an “Initial Statement” concerning the status of management and financial controls within 60 days of the Effective Date of the charter.

Initial Statement - Accountant’s Report – Engage an independent CPA no later than 45 days after the school has received and disbursed more than $50,000.  Submit a copy of the report to the Institute no later than 45 days after the commencement of the engagement.

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 enclosing a copy of the complaint.

Tax-exempt Status – Obtain and keep current federal tax-exempt status no later than one year after the Effective Date of the charter.

	Document Due
	Submit To
	Authority
	Comments

	Accountability Plan - Draft


	The Institute
	Charter (Paragraph 6.3, Accountability Plan Guidelines, Exhibit B)
	In the school year in which instruction commences, a draft of the school’s accountability plan should be submitted to the Institute by December 1.

	Accountability Plan - Final

Due by May 15, the plan is prepared once per charter period (unless revised).


	The Institute
	Charter (Paragraph 6.3, Accountability Plan Guidelines, Exhibit B)
	In the school year in which instruction commences, the accountability plan should be conceived and implemented that sets forth the school’s goals and progress. 

	Application Form

	The Institute
	Charter (Monitoring Plan)
	The application form for the next school year must be provided to the Institute annually by December 1st. 



	Application and Admission Summary Form
	The 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.


	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 the Institute only

7. School Calendar

8. Board Trustee Disclosure Report (if applicable)


	SED w/ copy to the 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. Statute also requires that schools must submit in their annual reporting requirement(s) two numbers: expenses per pupil and administration expenses per pupil.  
The first number, expenses per pupil, is already calculated on tab 4 of the mandatory Budget and Quarterly Report Template.  The second number, administration expenses per pupil, is not and the school needs to provide separately.  Tab 5 of the template provides a place to provide this number to the Institute; both numbers can then be added to the annual report document the school submits.  
SED requires items 1-6.  The Charter Schools Institute requires items 1-8.

	Audit Report

Annual Financial Audit Report
* Note: Schools and their Auditors are required to use the Institute’s Audited Financial Report template, which includes a Transmittal Form and FOUR schedules for fiscal data, to satisfy this requirement.  

(Audited Financial Report Template)
	SED

The 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 include, if applicable;

· Management Letter

· Management Letter Response

· Corrective Action Plan

· Federal Single Audit (A-133)

· Form 990

The report 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.  

(http://www.newyorkcharters.org/schoolsFiscalOperation.htm)  



	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 Institute.

Due in Aug., Oct., Dec. Feb., Apr., and June.

	Board Members – New

Selection of New Board Members
	The 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 and Financial Interest by a Charter School Trustee Form available at: http://www.newyorkcharters.org/schoolsBOT.htm.



	Board Members – Removal  or Resignations 

Removal of, or Resignations by, Members of the School Board
	The 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
	The Institute
	Charter (Monitoring Plan)
	The school board shall provide the 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).

	Board Trustee Disclosure Report

School Board Trustee Disclosure Report

(part of Annual Report) (if applicable)
	The 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: www.newyorkcharters.org ), 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.  

	Budget

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

* Note: Schools are required to use the Institute’s Budget and Quarterly report template to satisfy this requirement.  

(Yearly Budget and Quarterly Report Template)

	The 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.

(http://www.newyorkcharters.org/schoolsFiscalOperation.htm)

	By-laws

By-laws of the School Corporation
	The 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 The 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).

	Change in Program (Enrollment)

Requests for Changes to Enrollment and Grades Served


	The 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)


	The 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, Letter from the School’s Attorney, and Facility Completion Schedule
	The Institute
	Charter (Paragraph 2.17 or 2.18)
	Prior to May 15 of the year that the school intends to provide instruction for the first time, the school must submit a copy of an executed lease or purchase agreement or other facility agreement (Facility Agreement), a copy of a letter from the school’s independent attorney stating that he or she has reviewed the 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).  Note that for schools approved via the Request for Proposals process, the May 2010 amendments to the Charter Schools Act apply additional, more stringent, requirements regarding charter school facilities.  For more information see the Institute’s April 2011 Memo on Procedures Regarding New, Changing or Expanding Facilities for Fall 2011.

	Facility Change

Proposed Change in School Location
	The Institute
	Charter (Paragraph 2.17 or 2.18)
	See above


	Hiring or Departure

Hiring or Departure (resignation or dismissal) of the Director/Principal
	The 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.

	Initial Statement

Initial Statement Concerning Management Controls
	The Institute
	Charter (Paragraph 5.1)
	Within 60 days of the Effective Date, the school is to provide a statement concerning the status of management and financial controls.

	Initial Statement -   Accountant’s Report
Independent Accountants’ Report on Initial Statement
	The Institute
	Charter (Paragraph 5.1)
	The school is required to retain an independent CPA licensed in New York State to perform an agreed-upon procedures engagement the purpose of which is to assist the school board and the Institute in evaluating the Initial Statement.  Engagement shall commence within 45 days after the school has received and disbursed more than $50,000.  The resulting report should be provided no later than 45 days after the commencement of the engagement.

	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).
	The 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 Institute review thirty days before the required execution date of June 1 of the year the school will first provide instruction; the Institute then has an opportunity to review and provide comments.

	Management Agreement Executed

Final Executed Management Agreement
	The Institute
	Charter (Paragraph 2.15)
	Management agreement (with changes resulting from the Institute review) should be executed and a copy forwarded to the Institute.

	Prior Action Checklist

Checklist of Actions that Need to be Taken by the School Prior to Opening
	The Institute
	Charter (Paragraph 1.3 and Exhibit B)
	On or before August 1 in the year the school is first scheduled to commence instruction, a school should have completed the Prior Action Checklist detailing those items that the school, in preparation for opening, has completed as of that date. 

	Quarterly Report

Unaudited Quarterly Statement of Income & Expenses

* Note: Schools are required to use the Institute’s Budget and Quarterly report template to satisfy this requirement.  

(Yearly Budget and Quarterly Report Template)

	The 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.  Due on Nov. 15th, Feb.15th, May 15th, Aug. 1st.  Note:  4th quarter is due 30 days after the conclusion of the quarter NOT 45 days.  This variance is so that schools meet the fiscal requirements delineated in the Annual Report, due August 1st.

(http://www.newyorkcharters.org/schoolsFiscalOperation.htm)

	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
	The Institute
	Charter (Paragraph 9.2 and/or Monitoring Plan)
	Provide written notice to the Institute within 5 business days.

	Student Recruitment and Marketing Efforts Form
	The Institute
	Charter (Monitoring Plan)
	The Student Recruitment and Marketing Efforts Form for the next school year must be provided to the Institute by January 16th.  


	Tax-exempt Status
Application for Federal Tax-exempt Status
	IRS

Copy of application and determination letter to The 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.



	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.
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