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State of Arizona

Department of Education

      Tom Horne

      Superintendent of

      Public Instruction

M   E   M   O   R   A   N   D   U   M

October 21, 2011
TO:

Directors of Special Education

Charter School Administrators

FROM: 
Connie Hill, Finance Director 

Exceptional Student Services

RE:
IDEA Charter School Expansion Act – Newly opened or Significantly Expanding Non Profit Charter Schools
The Charter School Expansion Act of FFY1998 was enacted to ensure that newly opened and significantly expanding charter schools receive IDEA Part B Funds for which they are eligible.  In accordance with the Act, charter schools applying for current year (immediate) funding must provide the following:

1. Date of opening (new charters) / significant expansion

2. Initials and date of birth for entering student(s)

3. For in state student(s) indicate if the student(s) has

A. SAIS / Census number(s)

B. Current I.E.P.

C. Current evaluation







4. The school district, charter school or state of student(s) origin (where they last attended)
This process will satisfy the need for “current year funding” for newly opened and full funding for significantly expanding Non Profit charter schools, however for future funding your charter school must submit your Special Education Census information for the current fiscal year.  Failure to report your census will preclude further funding during the succeeding school year.  Public education agencies (PEAs) will be expected to verify their October 1st SPED count by November 18, 2011 and reconcile SPED data in SAIS with verification counts on or about January 9, 2012 at 4:00 pm.
You will find two forms to be used during the application process.

The first form (Dear Administrator) is to be provided to the district / charter of origin (where they last attended) for your incoming student(s).  Reproduce as many copies as required.  The originals with signatures must be kept on file and available for monitoring purposes.

The second (Data Summary) form is used to compile data from the individual district / charter forms.  

This form will be part of the online application.  Note, by using and submitting information from this form, the PEA verifies the accuracy of the data. 

Funding will be based on students who have been verified as coming from an existing PEA, are from out of state, or entering public education for the first time.  
ATTACHMENTS

Be sure to review the attachments with this download.

1. Chart of Accounts and Expense Classifications, is a quick reference for budget line item expenditures

2. IDEA / ESS Capital Outlay guidelines will assist you in determining how to view capital requests in your application.

3. Allocation Amount Calculation Worksheet

4. Dear Administrator and
4a. Data Summary “verification” forms.
5. Budget Report 
6. Budget Analysis (line item description)

7. Capital Outlay

8. Justification for Capital Outlay

9. Project Profile / Narrative

*
Attachments 5-9 are worksheets only.  Proceed to online application process.
Important Notes:

· If your charter is “For Profit” STOP your school is NOT eligible to apply.


The US Department of Education (ED) Office of Inspector General completed an audit of the Arizona Department of Education and determined that “For Profit” charter schools are not eligible to receive federal funds under current law.  After June 30, 2005, only those entities identified as “non-profit” will be eligible to receive IDEA federal funds.

“Non Profit” means a charter school that is owned and operated by one or more corporations or associations whose net earning do not benefit, and cannot lawfully benefit, any private shareholder or entity.

Should ESS receive notification of a change in the USDOE ruling, applications will be made available/accepted at that time.
· The accuracy of your October Enrollment Report to Research & Evaluation is vital.  Counts submitted to R & E are used to determine a portion of your allocation for the following school year. 
· Schools that experience unanticipated changes in their special education population or needs after the amendment deadline has passed may be allowed to submit a late amendment.  To determine if your school is eligible please contact Connie Hill at (602) 542-3851. Each request will be reviewed on a case-by case basis.   

INDIVIDUALS WITH DISABILITIES EDUCATION ACT (IDEA)

Charter School Expansion Act FY 2012 Application

Online Application deadline: February 28, 2012
General Instructions

This document contains information related to the IDEA Charter School Expansion Act (CSEA) funding and includes worksheets and instructions.  Use these forms as your working papers in the development of the grant.  You may copy and paste from the download to the Online Application to limit the time spent online and to help eliminate timing out of the Grants Management Enterprise system.  

Paper copies of grants will not be accepted, even if the deadline is met.  Online submission is not site or port restricted, however, it is common logon restricted.  You may submit online from any computer that has Internet access.  If online submission is difficult from the administrative office, you should arrange computer time at the county school office, university or high school computer lab, or contact the Grants Management Unit.

Refer to the Grants Management Enterprise (GME) Handbook, Appendix C, Step-by-Step Instructions for On-line Applications for additional information.

For technical assistance during the process of submitting the Online Application, please contact the Grants Management Unit at (602) 542-3851.
Eligibility Requirements

In order to be eligible to apply for these funds, the Applicant Agency must meet the following requirements:

1. Newly opened (SY 11-12) and/or significantly expanding Non Profit Charter School and serving eligible students
2. Have board approved policies and procedures accepted by the ADE ESS division.  Note: New charters must submit their Special Education policies and procedures to ESS by November for review and acceptance. 
NOTE: If you have questions related to the acceptance of your charter’s policy and procedure submission, please contact the ESS Monitoring coordinator at 602-542-5270.
Priorities in the Use of Funds

Funds from this grant must be used to support the activities and goals determined by evaluations and resulting IEP’s.
Allowable expenditures are:

1. Purchase of outside professional services for the provision of services specific to each student identified.

2. Salaries and employee benefits.

3. Comprehensive evaluations, screening instruments and protocols.

4. Vision and hearing machines based on specific need.

5. Tuition

6. IEP identified capital (equipment) items.
Refer to the Grants Management Enterprise (GME) Handbook, Appendix E, Chart of Accounts and Expense Classifications for information on coding expenditures.
Funding
Approved grants will be funded based on the FY 2012 Allocation Amount Calculations.  The completed CSEA Calculations will be included in the online application.  
To calculate funds you may apply for, you will need: 

1. The number of free / reduced lunch eligible students (poverty).

2. The current enrollment count (population).

3. The number of verified new SPED students.

Expanding charter schools should contact the ADE/ESS division to determine the poverty and population counts to be included in this application.  The calculated amount should equal the total of the budgeted line items.  A PEA may not submit more than one CSEA application during the same Fiscal Year.
ADE Procedures for Reviewing an Application

The Exceptional Student Services Section will approve an application if:
· The application is submitted by an applicant that is entitled to receive a grant under the program;
· The applicant meets the requirements of the Federal statutes and regulations that apply to the program;

· The applicant addresses the required priorities;

· The federal funds are available
Agencies will be notified by Email of approval or any corrections necessary to obtain approval.  The Email address provided should be for the application contact person.  It is recommended that more than one email contact is provided.
Reporting and Other Online Submission Requirements

Funded projects will be required to provide the following online submissions:
1. Monthly cash management reports via the Grants Management Enterprise system by the 18th of each month following the first payment disbursement.

2.   Completion reports to be submitted via the Grants Management Enterprise system will be online July 1            with a 90 day deadline for submission. 
Failure to submit the completion report by the deadline will result in future IDEA Grants being placed on hold until reporting requirements are fulfilled.  
      ATTACHMENT1 




2011 CHART OF ACCOUNTS AND EXPENSE CLASSIFICATIONS            

 FOR USE IN ESS GRANTS 
UNIFORM SYSTEM OF FINANCIAL RECORDS (USFR)

To be used as a guide only -Further information may be obtained from the Chart of Accounts in the USFR for Arizona School Districts or USFRCS for Arizona Charter Schools)

	OBJ CODE
	OBJECT NAME
	INSTRUCTION  -  Classroom Instruction Teacher-student setting

1000
	SUPPORT SERVICES  -   to improve students’ well being and supplement the teaching process 

2100, 2200, 2600,2700, 
	SUPPORT SERVICES –ADMINISTRATION 

2300, 2400, 2500 2900

	6100
	Salaries
	Reading specialist, Teacher, Teacher Aide / classroom aide, Paraprofessional, P.E. teacher, Tutor

Behavioral Specialist or

Job Coach  providing instruction to students as part of a class 

Substitute teacher -to replace teacher during regular instructional day
	Attendance and Social Work Services, Guidance Services, Health Services, Psychological Services, Speech Pathology and Audiology Services, (Audiologist, Audiovisual) Occupational / Physical therapy,  Bus driver, Counselor, Curriculum consultant, Instructional staff trainers, Janitor, Custodian, Librarian, Maintenance worker, Mentor teachers, Bus monitor, Nurse,  Program evaluator, Psychologist, Record clerk, Security, Stipends for  teachers/aides for work beyond the regular school day, curriculum directors, special education directors,  Instruction-related Technology services

Substitute teacher-( for teachers to attend training

Behavioral Specialist & Job Coach-providing training to staff & parents


	General Administration  Superintendent, Principal, Fiscal Services -Accounting, Payroll, etc; Purchasing, warehousing and Distributing; Printing, Publishing, and Duplicating Services;  Public Information Services; Personnel Services; Administrative Technology Services



	6200
	Employee Benefits
	Benefits


	Benefits

Tuition reimbursement
	Benefits

Tuition reimbursement 

	6300
	Purchased Professional Services
	Contracted teacher

(Not an employee)

Software technical support instructional software

Contracted substitute-to replace teacher during a regular instructional day.


	Contracted personnel: Consultant, Counselor, Dentist, Doctor, Instructional staff trainer, Tuition (pd. directly to college for teacher/aide), instructional software technical support, online coursework, 

Instructional Staff Training –Training costs for personnel listed in INSTRUCTION 6100: ADE Training, Conference registration, In-service training and technology training: IT personnel supporting instructional technology.
 
	Contracted: Accountant, Lawyer, Staff Trainer, Tuition for non-instructional employees (paid. directly to college), Software technical support

Non-instructional personnel training- 

Training cost for personnel listed in SUPPORT SERVICES 6100.

	6400
	Purchased Property Services
	Rental of Instruction Equipment
	Cleaning services, Other property services, Rentals, Repair and maintenance services, Utility services, Software maintenance agreement 
	Other Property Services

Rental of Equipment and Vehicles

	6500
	Other Purchased Services
	Communications-Telephone and internet (classroom instruction)

Employee accompanying student on travel, Instruction personnel to home, Miscellaneous services, Teacher school-to-school travel, Tuition (students only)


	Advertising, Communications, telephone & internet, Insurance,  Miscellaneous services, Printing and binding, Student Incentives, Student transportation –including field trip trans, bus tokens; Travel (non-student) including meals, lodging and other expenses (per diem) while traveling on business for the  district.


	Other Communications

Postage

Travel

	6600
	Supplies
	Annual License fees, Audiovisual supplies, Books, workbooks, Classroom teaching supplies, Films, Food used in instructional programs , Instructional aides / materials, instructional software, online access to instructional software,  Kits and magazines, Periodicals and magazines, Student incentives (existing classroom supplies: pens/pencil, books, etc) 


	Books, library books, periodicals

Energy

General supplies

Testing materials

Textbooks for online university


	Books, periodicals, General supplies

	6800
	Other Expenses
	Dues and fees

Field trip entrance fees

Miscellaneous
	Dues and fees; Miscellaneous, Non-payroll taxes ,Food and hotel costs associated w/ student travel,  *Travel costs for parents including mileage reimbursement, food and lodging costs paid by the district to the parent or the related vendor (e.g., hotel),  

Student Incentives not included in Inst. 6600 or above, 


	Dues and fees

Miscellaneous judgments


Note: 1:  School Districts and Charter Schools should use Object Code 6910 to record indirect costs for the total project budget excluding capital expenditures. For Charter Schools the acquisition of equipment by
Purchase or lease purchase is coded to an asset account 0196.  School districts should code the acquisition of equipment by purchase to object code 673X and payments for lease purchases to 
Other Redemption of Principal object 6832 and Other Interest object 6850 under the proper function code. 

Note 2:  Computers for instructional and non instructional purposes and “non instructional software” are considered “property” 0196 for charter schools or “capital” 6737 for school districts.
* For use in Capacity grants only         
ATTACHMENT 2

IDEA / ESS Assistive Technology, Capital Outlay and Supplies Guidelines

The following guidelines based on State and Federal regulations, will apply to the IDEA Part B Grant awards and provide assistance on how to approach assistive technology and capital requests. 
The following definitions will apply:
Assistive technology device means any item, piece of equipment, or product system, whether acquired off the shelf, modified, or customized, that is used to increase, maintain, or improve the functional capabilities of a child with a disability. The term does not include a medical device that is surgically implanted, or the replacement of such device.

The AT device will meet the following equipment criteria:

       The item’s functionality should be outlined or described in the IEP for the student.

       The item must have a useful life of at least one year, and subject to the 
        inventory control guidelines listed in the USFRCS.         

    The item, if damaged, will be repaired as opposed to replaced, if possible.               

    The item must be for the purpose of direct instruction or instruction support. 

AT Devices meeting the equipment criteria will be coded to the capital outlay or the fixed assets line item on the budget page.

Assistive technology service means any service that directly assists a child with a disability in the selection, acquisition, or use of an assistive technology device. 
The term includes services that assist –
The evaluation of the needs of a child with a disability, including a functional evaluation of the child’s customary environment;

Purchasing, leasing, or otherwise providing for the acquisition of assistive technology devices by children with disabilities;

Selecting, designing, fitting, customizing, adapting, applying, maintaining repairing, or replacing assistive technology devices;

Coordinating and using other therapies, interventions, or services with assistive technology devices, such as those associated with existing education and rehabilitation plans and programs;

Training or technical assistance for a child with a disability or, if appropriate that Child’s family; and

Training or technical assistance for professionals (including individuals providing education or rehabilitation services), employers, or other individuals who provide services to, employ, or are otherwise substantially involved in the major life functions of that child.

Universal Design- The term “universal design” means a concept or philosophy for designing and delivering products and services that are usable by people with the widest possible range of functional capabilities. 
Note:   IDEA - funds may be expended for universal design activities, however they may not be used for construction or renovations resulting from those activities.
AT Services should be coded to Support Services 2100 or Support Services- Admin 2300 on the budget page. 
For further information about Assistive Technology, contact the ESS AT team by calling 520-628-6665 or 800-352-4558 or email atinfo@azed.gov with your questions.

While many items may be identified by the definitions above, there are other non AT items which constitute capital outlay for students with disabilities.  

Other capital items may include:
Special student chairs and desks,

Non instructional software,

Specialized, non permanent facility modifications (portable room dividers,

book shelves, therapy mats etc.),

Vehicle modifications for student transportation and safety (lifts, wheelchair tie

downs, air conditioning, two way communication etc.). These items will be

assessed on a case by case basis.

Ambulatory or supplemental therapy items.

Items for a classroom where students with disabilities will utilize computer-aided instruction.

Items ESS will not approve for capital purchase:
Vehicles,

Copiers,

Food preparation equipment, unless part of an approved instructional program (case by case basis)

Permanent, fixed classroom units (closets, storage, etc.),

Construction or renovation of permanent installations (sun screens, playground equipment, ramps, bathrooms, carpets, etc.),

Non instructional items, office equipment, furniture, computers and laptops for teachers/administrators.

Supplies are defined as:

Items that are consumed, worn out, or deteriorated through use; or items that lose their identity through fabrication or incorporation into a different or more complex units or substances.

Supply examples:

Direct Instruction (budget code 6600-1000)
Instructional kits with small parts easily consumed or lost in a year or less, 

Workbooks

Cassettes

Videos

Films

Instructional software
Writing Tools
Instructional Support (budget code 6600-2100)
       Items used during the Evaluation/IEP development process,

       Diagnostic working paper instruments

For further information consult the Chart of Accounts and Expense Classifications matrix included in this download, or the Chart of Accounts in the Uniform System of Financial Records for Charters (USFRCS).

ATTACHMENT 3

2012 Charter School Expansion Act 

Allocation Calculation

	Free / Reduced Lunch Eligible
	
	X
	$ 31.11
	=
	


(Current Free/Reduced Lunch Count) *
	Enrollment
	
	X
	$ 88.48
	=
	


(Current Enrollment Count)**
	Base Allocation 
	
	X
	$ 516.00
	=
	


Verified (Data Summary) ***
SPED Students 
	
	
	****
	Total
	 


* For Significant Expansion applicants, enter additional free/reduced eligible due to expansion.  If you     are unsure as to the count used in your existing allocation, please contact the ADE ESS division.  Please enter the additional students in this box.

** For Significant Expansion applicants, enter additional enrollment due to expansion.  If you are unsure as to the count used in your existing allocation, please contact the ADE ESS division.  Please enter     the additional students in this box.
*** Online form will have “Data Summary SPED Students”.
**** Total is the amount to apply for.  This figure should be the same as the total of the budget line items on Attachment 6.  
ATTACHMENT 4

_____________________

District / Charter 

Of Origin (last attended by student) 
Dear Administrator;

Our school needs your help in complying with the requirements of the Charter School Expansion Act.  The Act requires specific information, and requires that you verify / complete the information on the students(s) listed below.  You have 21 days to return this data to us.  The ADE ESS Unit has advised that failure to meet this requirement may result in your current IDEA funds being interrupted pending compliance.  Thank you for your cooperation. 











SAIS


Current IEP

Exit

Name






Date of Birth

Number
      
      Y/N

Date
	
	
	

	Verified by
	
	Receiving Charter


	
	
	

	Title
	
	ESS Director


Note: Receiving Charter Schools must keep this form on file for monitoring purposes.

ATTACHMENT 4 A
Data Summary
Please use this form to aggregate information requested from individual LEA’s.  Include only those students you have verified.  Also please identify students entering public education for the first time.

Student Initials

Student SAIS

Date of

Current IEP
          Entry

State Where

District/

(Charter use only)

Number 

Birth

     Y/N

          Date

Student Last 

Charter student 
 













Attended School
last attended
	
	
	
	
	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	
	
	
	
	


Note: By using and submitting this data the PEA verifies the accuracy of the data.
ATTACHMENT 5
ARIZONA DEPARTMENT OF EDUCATION
PROJECT BUDGET REPORT FOR FY 2012
	B.  PROJECT BUDGET BY LINE ITEM

	FUNCTION
	OBJ

CODE
	BUDGET

(1)
	REQUESTED CHANGES

(2)
	AMENDED BUDGET

(3)

	  Instruction  1000

	
	
	

	10.  Salaries
	6100
	
	
	

	11. Employee Benefits
	6200
	
	
	

	12.  Purchased Professional Services
	6300
	
	
	

	13.. Purchased Property Services
	6400
	
	
	

	14.  Other Purchased Services
	6500
	
	
	

	15.  Supplies
	6600
	
	
	

	16.  Other Expenses
	6800
	
	
	

	Support Services  2100, 2200, 2600, 2700, 


	
	
	

	17.  Salaries
	6100
	
	
	

	18. Employee Benefits
	6200
	
	
	

	19.  Purchased Professional Services
	6300
	
	
	

	20.. Purchased Property Services
	6400
	
	
	

	21.  Other Purchased Services
	6500
	
	
	

	22.  Supplies
	6600
	
	
	

	23.  Other Expenses
	6800
	
	
	

	Support Services-Admin 2300, 2400, 2500, 2900
	
	
	

	24.  Salaries
	6100
	
	
	

	25. Employee Benefits
	6200
	
	
	

	26.  Purchased Professional Services
	6300
	
	
	

	27.. Purchased Property Services
	6400
	
	
	

	28.  Other Purchased Services
	6500
	
	
	

	29.  Supplies
	6600
	
	
	

	30.  Other Expenses
	6800
	
	
	

	Operation of Non-Instructional Services. 3000
	
	
	

	31.  Salaries
	6100
	
	
	

	32. Employee Benefits
	6200
	
	
	

	33.  Purchased Professional Services
	6300
	DO NOT UTILIZE FUNCTION CODE 3000 FOR ANY ESS GRANTS

	34.. Purchased Property Services
	6400
	
	
	

	35.  Other Purchased Services
	6500
	
	
	

	36.  Supplies
	6600
	
	
	

	37.  Other Expenses
	6800
	
	
	

	38.   Project Subtotal
	
	
	
	

	39.  Indirect Cost            (___% x line 38)      6910
	
	
	

	
Capital Outlay
	
	
	
	

	40.  Property (School Districts Only)
	6700
	
	
	

	41.  Fixed Assets (Charter Schools Only)
	0190
	
	
	

	42.   Project Total
	
	
	
	

	C.  PAYMENT SCHEDULE
	

	July
	
	

	August
	
	

	September
	
	

	October
	
	

	November
	
	

	December
	
	

	January
	
	

	February
	
	

	March
	
	

	April
	
	

	May
	
	

	June
	
	

	RSP
	
	

	TOTAL
	
	


ATTACHMENT 6
BUDGET ANALYSIS

(Line Item Description)

	FUNCTION AND OBJECT CODE
	ITEMIZED PROJECT COSTS
	BUDGETED AMOUNT

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL
	


ATTACHMENT 7
CAPITAL OUTLAY

Agency:______________________________
Project No. _____________________________
NOTE:  Justify capital outlay items in the project narrative as outlined in the application instructions.  Only those specific items approved through this grant  (or approved through an amendment) may be purchased with these funds.

	Item No.
	Quantity
	Description
	Unit Cost
	Net Cost
	Sales Tax
	Total Cost

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	

	5.
	
	
	
	
	
	

	6.
	
	
	
	
	
	

	7.
	
	
	
	
	
	

	8.
	
	
	
	
	
	

	9.
	
	
	
	
	
	

	10.
	
	
	
	
	
	

	11.
	
	
	
	
	
	

	12.
	
	
	
	
	
	


	
	
	Shipping
	

	
	
	Handling
	

	
	
	
	

	
	
	TOTAL
	

	Approved
	
	Date:
	

	
	
	
	


ATTACHMENT 8
JUSTIFICATION OF CAPITAL OUTLAY

Agency



Project No. 

	Item No.
	Detailed Justification (including student SAIS numbers)

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	

	6.
	

	7.
	

	8.
	

	9.
	

	10.
	

	11.
	

	12.
	


ATTACHMENT 9
PROJECT PROFILE

(Narrative)

1. Describe the project in detail.  

2. Charter opening or expansion date.

3. Overview of population to be served.

4. Other pertinent information  

5. What is the SY 2011-2012 Fund 001, Program 200, subtotal of your Annual Budget (i.e. what is your state and local special education budget)?

Instructions for Online Application Submission

1. Save the Application Download to your personal computer.

2. The Application Download is formatted in MS Word.  Use the Application Download Sample Worksheets to assist in the development of the application.  The Online Application limits each question response to 7,500 characters.  A space is considered a character.  Please check the number of characters for each response in the Application Download before importing to the Online Application.

3. To protect the student’s anonymity, please use identifiers such as the Student SAIS Number or the student’s Initials, NO NAMES on the Data Summary form.

4. Do not import tables, graphs, bullets, etc., into the Online Application.  You must use a narrative format only.

5. When you are ready to submit your application, import the responses by copying and pasting from the application download to the Online Application.  This method will limit the time spent online and help to eliminate timing out of the Grants Management Enterprise system and losing data.  Note the following excerpt from the Grants Management Enterprise (GME) Handbook, which is also available online at http://www.ade.az.gov/GME: 
Enter any secure process within Grants Management without logging on again (as long as you do not close your browser window or stay in the Common Logon for longer than 30 minutes without saving data).
FINANCIAL DATA
Contact Information

· Enter the name of the Project Coordinator/Contact.

· Enter the Contact’s phone number, including the correct area code, and extension.
· Enter the Contact’s fax number, including the correct area code.

· IMPORTANT: Enter the Contact’s current e-mail address.  Notification of project approval will be sent to this e-mail address.  This e-mail will include the date and time of approval and the project number that has been assigned to your project.*   If e-mail contact is not available, you can learn your approval status by checking the Grants Management Enterprise System’s Project Summary.  A Project Summary will be viewable only if the application has been approved.  It is recommended that you provide more than one e-mail contact.
* 
Applications approved after the 20th through the end of the month will not be viewable until after the 1st of the next month.
· Click on the “Save” button every time changes are made to this form.

Project Budget Report
Use the Budget Report sample worksheet.  Remember, as supplementary funds, most, if not all, budgeted line items should be entered into the Instruction and/or Support Services functions. 

· Enter the budget information for the appropriate line item. The budget total must reflect the total amount determined by the CSEA Allocation Calculation.

· Capital outlay should be included in the Budget Report as well as the supplement entitled Capital Outlay.

· Click on the “Save” Button.

· Review your Budget line items.  If a line item is NOT correct, click in the corresponding box and change the item accordingly.

· Click on the “Save button again (if changes are made)

Budget Analysis (Line Item Description / Justification of Capital Outlay)
Use the Budget Analysis & Justification sample worksheets.  
Enter a detailed description of the itemized project costs for all line items.

· If Salaries are requested, Employee Benefits must also be provided.

· If Purchased Professional Services are requested, indicate the hourly/daily rate.

· If supplies are requested, please provide a breakdown of the supplies requested.
· Provide a rationale for all other costs being itemized, if not apparent.

· Click on the “Save” Button.

Capital Outlay   (Only if you have included capital outlay in your budget)
· Enter the quantity, cost per unit, description, and purpose for all capital outlay items.  Include student SAIS number (s) for specific IEP required equipment.

· If more that 5 rows are required, click the “add 5 Rows” and it will add 5 more rows.  You can do this for as may rows as you may need.

· The “Grand Total” must equal the “amount allocated in the Budget for Capital”.  

· Click on the “Save” button.
Payment Schedule

The payment schedule has been changed for the CSEA funding application process to comply with the monthly Cash Management Reporting System.  Please enter one payment amount to cover the initial expenses (i.e., salaries, employee benefits, capital equipment, supplies, etc). Put the balance of the requested grant amount in the RSP section.  Future payments will be determined by the monthly Cash Management Reports.  Failure to submit Cash Management Reports by the 18th of each month may result in the interruption of funds.  Do not submit a Cash Management Report until after you have received your first payment.
· Click on the “Save” button.

SUPPLEMENTAL DATA
Allocation Calculation

Enter the amounts in Attachment 3.  The “Total” amount will be used to determine the amount of funding to apply for.
Data Summary

This form will be used to compile data from the individual district/ charter forms.  
Note: By using and submitting this information the PEA verifies the accuracy of the data.

Project Profile / Narrative Information
1. Describe the project/program in detail.  
2. Charter opening date.
3. Overview of population to be served.
4. Other pertinent information  
5. What is the SY 2011-2012 Fund 001, Program 200, subtotal of your Annual Budget (i.e. what is your   state and local special education budget)?
· Click on the “Save” Button.
Review the application, and if no changes are required print a copy for your files and press the “submit” button.

SAMPLE WORKSHEET ONLY.


COMPILE DATA, THEN PROCEED TO THE ONLINE PROCESS.








SAMPLE WORKSHEET ONLY.


COMPILE DATA, AND THEN PROCEED TO THE ONLINE PROCESS.











