To:  
Charter School Program (CSP) Applicant

From: 
NYSED Charter School Office

Re:  
1) Checklist for Completing CSP application and 2) Timeline
Date:  
December 30, 2013

1) Checklist for completing CSP Grant Application

	Step
	Description of Process
	Link or date information will be  available

	1
	Review U.S. Department of Education Charter Schools Program Nonregulatory Guidance

The New York State Education Department receives a federal Charter Schools Program (CSP) grant under Title V, Part B of the No Child Left Behind Act of 2001 (NCLB).  The primary purpose of this grant is to award sub-grants to eligible applicants in the State to enable the applicant to plan and implement a charter school.  The non-regulatory guidance addresses questions that the U.S. Department of Education has received regarding the CSP grant.
	USDOE Charter Schools Program Nonregulatory Guidance

	2
	Participate in CSP Grants Webinar 

The Charter School Office will be conducting an informational webinar on December 10, 2013 at 10:00 a.m. regarding the CSP grant program. Representatives of applicant charter schools are invited to participate.


	December 19, 2013

	3
	Review Application Materials 

Note- The application table of contents identifies the items that must be submitted. 

	http://www.p12.nysed.gov/psc/funding/1416cspapp.html

	4
	Become a NYS Vendor

After you have completed steps 4a, 4b and 4c a NYC vendor ID will be assigned to you by the Office of the State Comptroller.  You will receive notification of your assigned vendor ID by email from OSC.
	

	4a
	· Obtain a Federal Employer Identification Number from the IRS
	www.irs.gov/Businesses/Small-Businesses-%26-Self-Employed/Employer-ID-Numbers-EINs 

	4b
	· Obtain a DUNs number from Dun & Bradstreet; register with the federal System for Award Management
	fedgov.dnb.com/webform and  www.sam.gov 

	4c
	· Complete Payee Information  & Substitute W-9 forms

Submit to:

Information & Reporting Services 
New York State Education Department
Room 868 EBA
Albany, New York 12234 

Important:  All of these steps (4a-4c) must be completed in a timely manner.
	www.oms.nysed.gov/cafe/forms

	5
	Register with NYS Grants Gateway

· Complete registration form – submit with organization chart

· Account will be assigned – notification via e-mail
	www.grantsgateway.ny.gov

	6
	Become Prequalified through Grants Gateway

· All not-for-profits must prequalify to do business with New York State

· Must answer questions and upload documents regarding capacity, compliance, integrity and services. Details are listed below in steps 6a, 6b, 6c, 6d and 6e

· The information you provide will be reviewed by a State agency prequalification specialist who will contact you with questions or to request for additional information, if needed

· Prequalification stays in effect for three years, however, NFPs must annually upload IRS Form 990, CHAR500 and audited financial statements. Failure to provide these documents annually will reverse prequalification
	http://www.grantsreform.ny.gov/Grantees


	6a
	Organizational Capacity

· To demonstrate ability to operate in a sound, cost-effective manner

· All questions must be answered; do not necessarily have to answer “yes”

· Size and age of not-for-profit will be taken into account

· To expand on answers, e-mail prequal@mail.nysed.gov (put the school’s name in subject line and refer to a specific question)
	

	6b
	Organizational Compliance

· To present evidence of appropriate legal structure

· Many questions based on assumption that NFP has been in operation

· To add context, e-mail prequal@mail.nysed.gov (put the school’s name in subject line and refer to a specific question)
	

	6c
	Organizational Integrity

· To ensure legal and ethical behavior
· Be truthful – a “no” answer does not preclude prequalification
	

	6d
	Services

· To describe NFP’s activities and community services
	

	6e
	Documents to Upload (for independent charter schools)
· Certification of Incorporation or equivalent

· IRS 501(c) letter of NFP determination (if pending, upload brief note of explanation)

· IRS Form 990 (won’t be available – upload brief note of explanation)

· Audited financial statements (won’t be available – upload brief note of explanation)

· OAG Charities Bureau Form CHAR410

· Board of Trustees Profile

· Senior Leadership Resumes

· Corporate Bylaws
	

	7
	Complete the CSP Application
The following items must be submitted with the application:

· Cover Page

· Project Narrative
· Workplan

· Two FS-10 Budgets:

· One for 1/1/14-8/31/14

· One 9/1/14-8/31/16

· For known subcontractors included in the budgets complete steps 7a, 7b and 7c
	http://www.p12.nysed.gov/psc/funding/1416cspapp.html

	7a
	List of Known Subcontractors Listed in FS-10 Budgets

Complete the chart on page seven of the application 

	

	7b
	Vendor Responsibility Questionnaire 
Any known subcontractor receiving $100,000 or more from the contract must complete a Vendor Responsibility Questionnaire.  This applies to both not-for-profit and for-profit entities. Certification, which documents completion of the questionnaire, must be submitted with the contract documents. The questionnaire is available at http://www.osc.state.ny.us/vendrep/vendor_index.htm.  A New York State vendor ID is required in order to complete the questionnaire; to be assigned a vendor ID, subcontractors should contact the Office of the State Comptroller at (866) 370-4672 or ciohelpdesk@osc.state.ny.us.  
	http://www.osc.state.ny.us/vendrep/vendor_index.htm

	7c
	 Proof of WC/DB coverage OR exempt form CE-200
Any subcontractor that is scheduled to receive $50,000 or more may be required to provide documentation of workers’ compensation and disability benefits insurance for their employees or proof of exemption. If required, proof of coverage must be obtained from the subcontractor and submitted as instructed. 

· Workers' Compensation and Disability Benefits Insurance (WC/DB) - New York State law requires all of its subcontractors to carry and maintain workers' compensation and disability benefits insurance for their employees.  Proof of coverage may be required from each subcontractor on the list (see page 7) and submitted with the contract documents.  If required to submit proof of coverage, a list of acceptable documents is available at http://www.osc.state.ny.us/agencies/guide/MyWebHelp/Content/XI/18/G.htm.  

· WC/DB Exemption Form - If the subcontractor is exempt from the requirement to have the coverage, exemption form CE-200 must be provided. The subcontractor may request an exemption by going to http://www.wcb.ny.gov/content/ebiz/wc_db_exemptions/requestExemptionOverview.jsp.  
Please make subcontractors aware that the requesting entity is NYSED, 89 Washington Avenue, Albany 12234.
	List of acceptable documents:

http://www.osc.state.ny.us/agencies/guide/MyWebHelp/Content/XI/18/G.htm
Exemption request:

http://www.wcb.ny.gov/content/ebiz/wc_db_exemptions/requestExemptionOverview.jsp


2) CSP Applications – FY2013-14

Best Case Timeline for Approval

	Timeframe
	Description

	December 17, 2013
	Regents Approval of Charter

	December 19, 2013
	Webinar for new CSP Applicants

	ASAP
	Become a NYS Vendor (step 4 a-c)

	ASAP
	Register with NYS Grants Gateway (step 5) and become prequalified through Grants Gateway (step 6 a-e) 

	Between December 20 - 31
	Submit via email the CSP application documents to SED (step 7 a-b)

	From when received through 1/31/14
	SED Charter School Office staff review documents, solicits information and follow up requests from schools for additional information.

	2/1/14 – 3/1/14
	Grants finance develops contract and e-mails it to contact person listed on cover page for signature

	ASAP
	School has up to 4 weeks to sign and return contract. Contract cover letter provides address for return to SED Contracts Administration

	4 Weeks (approx.)
	Office of Counsel, Attorney General, and Office of State Comptroller approve the contract

	2 Weeks (approx.)
	Copy of contract is mailed back to contact person and initial 20% payment of 2013-14 budget period issued*


*Note: The earliest possible transfer of the initial cash payment is April 15, 2014, contingent upon timely completion of checklist steps 4 – 7. 
