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supports research, operates programs, and develops collections that serve the long-term interests 
of the people of the State of New York. 

 

Office of Performance Improvement and Management Services 

This division includes the Offices of Human Resources, Information Technology, Facilities and 
Business Services, State Review Office and External Audits. 

 

Chief Financial Office 

CFO includes the offices for Fiscal Services, Budget Coordination, Education Finance, Internal Audit, 
and Internal Controls. 

 

Office of the Professions 

This office oversees the preparation, licensure, and practice of the professions. Currently, there are 
48 professions defined in and regulated by Title VIII of the Education Law.  

 

Office of Counsel 

The Office of Counsel (OC) serves as legal counsel to the Board of Regents, the Commissioner of 
Education, and the State Education Department. The office’s mission is to provide the Regents, the 
Commissioner and Department staff with legal counsel and services that enable them to establish 
education policy and comply with the law.  

 

An organizational chart for NYSED can be found at http://www.oms.nysed.gov/orgchart/.  

 

About the Charter School Office 

 

As part of the administrative arm of the Board of Regents, the Charter School Office (CSO) works to 
create and sustain excellent educational options for New York State’s families and K-12 students. 
The Office meets this objective through the authorization of high quality charter schools, fair and 
transparent oversight of all charter schools, and the dissemination of innovative school designs and 
practices.  

 

Mission Statement 

The mission of the New York State Education Department Charter School Office is to create and sustain 
excellent educational options for New York State families on behalf of the Board of Regents through 
high quality charter school authorizing, fair and transparent oversight of all charter schools, and the 
dissemination of innovative school designs and practices.  

 

http://www.oms.nysed.gov/orgchart
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A Reader’s Guide to the Fiscal Oversight Guidebook 
 
To help you understand the purpose of each section of the Fiscal Oversight Guidebook, this 
Reader’s Guide provides a brief description of the topics covered in each and serves as a quick 
reference to help you determine where best to find more detailed information. 
 
Frequently Asked Questions 
This section provides answers to the most commonly asked questions about the Charter School 
Office (CSO) financial oversight process. Please note that this information is for a school’s 
convenience and is neither comprehensive nor a replacement for more detailed sections of the 
Guidebook. 
 
Overview 

http://www.p12.nysed.gov/psc/startcharter.html
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the compreh

http://www.p12.nysed.gov/psc/documents/RevisionQA.pdf
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Frequently Asked Questions about Fiscal Oversight 
 
1. What laws, rules, and regulations apply to charter schools? 
 

Public charter schools are subject to all applicable federal constitutional provisions, statutes and 
regulations, including the requirements of due process and with federal laws and regulations 
governing the placement of students with disabilities. Charter schools must also meet the same 
health and safety, civil rights, and student assessment requirements applicable to other public 
schools in NYS. Charter schools are exempt from all other state and local laws, regulations or 
policies governing public or private schools except as specifically provided in the school’s 
charter or in the NYS Charter Schools Act, which include some provisions of the NYS Public 
Officers Law (Open Meetings Law and Freedom of Information Law) and some provisions of the 
General Municipal Law.   

Reference: Ed Law §2851(2)(h); §2854(1)(b)(e) and (f) 

 
2. Can a charter be revoked or terminated? 
 

Based on the CSO’s newly established Performance Framework for school achievement, the 
Board of Regents may revoke a school’s charter if student achievement falls below the level that 
would allow the State Commissioner of Education to revoke the registration of another public 
school, and if there is no improvement in achievement over the next three school years. This 
Performance Framework is now included in new charter contracts as schools are approved or 
renewed and can be found at: http://www.p12.nysed.gov/psc/OversightPlan.html. In addition, 
a charter can be revoked for serious violations of law, for violation of the charter, including 
fiscal mismanagement, or for violations of the civil service law regarding discrimination against 
employees.  
Reference: §2855.1 (a) through (d) 

 
3. Can a charter school take out a mortgage? 
 

A charter school may pledge, assign, or encumber its assets to be used as collateral for loans or 
extensions of credit. However, a charter school may not pledge or assign school aid operating 
funds that it receives from local school districts in connection with the purchase or construction, 
acquisition, reconstruction, rehabilitation, or improvement of a school facility. Accordingly, a 
charter school may obtain a mortgage so long as the lender does not require that the mortgage 
be secured by the school’s school aid payments.  
Reference: §2853.1 (b)   

 
 
 
4. What accounting principles must a charter school follow? 
 

A charter school must follow generally accepted accounting principles for not-for-profit 
organizations. Charter schools should refer to FAS 117 which establishes standards for general-

http://www.p12.nysed.gov/psc/OversightPlan.html
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http://www.fasb.org/cs/BlobServer?blobkey=id&blobnocache=true&blobwhere=1175820923228&blobheader=application%2Fpdf&blobheadername2=Content-Length&blobheadername1=Content-Disposition&blobheadervalue2=458456&blobheadervalue1=filename%3Dfas117.pdf&blobcol=urldata&blobtable=MungoBlobs
http://www.p12.nysed.gov/psc/AuditGuide.html
https://stateaid.nysed.gov/charter
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schools have both the autonomy to which they are entitled and the public accountability for which 
they are responsible.1   

 
In designing its system of financial oversight of charter schools, the CSO was guided by the following 
basic tenets: 
 

 Public funds must be spent appropriately and with ample transparency 
 

 Achieving compliance with school finance requirements should not be onerous, but a 
natural outgrowth of a financially viable and effectively functioning school 

 

 Each school’s independence and autonomy are respected 
 
Feedback to a charter school’s Board of Trustees is provided both formally through letters and/or 
reports typically following annual or periodic school site visits (including renewal site visits) and 
informally either verbally or in writing throughout the charter period. Although information 
provided through formal and informal feedback is not generally intended to be prescriptive, the 
CSO expects a school’s Board of Trustees to thoroughly review identified issues, and, to the extent 
appropriate, use such feedback to guide the school’s leadership team to further develop the 
school’s program or other aspects of the school, including financial management policies and 
practices.   
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Quarterly 
Report of 

Income and 
Expense 

X X X X 

Audits  X X X 

Site Visits X X X

http://www.p12.nysed.gov/psc/documents/��è�ɰ���ƵMonitoringPlanSeptember2011.pdf


http://www.p12.nysed.gov/psc/startcharter.html
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http://www.p12.nysed.gov/psc/OversightPlan.html


 





http://www.p12.nysed.gov/psc/grants.html
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Other Funding Opportunities Available 

Regular Education Per-Pupil Funding  
 

As public schools, charter schools are funded by public tax dollars that pass through the student's 
school district of residence.  A portion of the per-pupil amount that a school district spends follows 
a student to the charter school.  

https://stateaid.nysed.gov/charter/
https://stateaid.nysed.gov/sams/sams_info.htm
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Component 2 utilizes the Total NYS (sum of all districts) AOE from three years prior, in this case 

2007-08.  2007-08 NYS AOE = $39,185,601,451  

 
STEP/COMPONENT 3 
Component 3 utilizes the Total NYS (sum of all districts) AOE from one year prior (previous FY), in 

this case 2009-10.  2009-10 NYS AOE = $43,841,327,625  

 
STEP/COMPONENT 4 
Component 4 takes the previous year’s Total NYS AOE (step/component 3) divided by the three 
years prior Total NYS AOE (step/component 2) to derive a percentage that will be used to 
determine the new per pupil rate.   

$43,841,327,625 / $39,185,601,451 = 111.8%  

 
STEP/COMPONENT 5 
Component 5 takes the percentage derived in step/component 4 and multiplies by step/component 
1 to determine the district per pupil rate, in this case 2010-11.  Using Albany, 111.8% x 12,587 = 

$14,072  

 
The table below shows how the per pupil amounts were calculated for Albany, NYC, Rochester and 
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State Aid attributable to a student with a disability attending a Charter School: 
https://stateaid.nysed.gov/charter/.     
 
A helpful website for Regular and Special Education Funding can be found at: 
https://stateaid.nysed.gov/charter/pdf_docs/charterqa_05.pdf 
 

 

No Child Left Behind (NCLB) 
 

The No Child Left Behind Act of 2001 (NCLB) was a reauthorization of the Elementary and Secondary 
Education Act (ESEA), the main federal law affecting education from kindergarten through high 
school. NCLB is based on four principles: accountability for results, more choices for parents, 
greater freedom for states and communities for more local control and flexibility, and an emphasis 
on using proven education methods based on scientific research. 
 
All charter schools are eligible to receive Title I and Title II funding through No Child Left Behind, 
and some may be eligible for Title III based on the number of non-English speaking students in the 
school.  The bulk of the Title I, II, and III funding is available to schools through formula allocations 
and is requested through a Consolidated Application submitted annually in August. 
 
Title I, Part A (Improving Basic Programs Operated by Local Education Agencies) provides financial 

https://stateaid.nysed.gov/charter/
https://stateaid.nysed.gov/charter/pdf_docs/charterqa_05.pdf
http://www.p12.nysed.gov/nclb/
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New York State Stimulus Fund Grants 
 
Periodically, SUNY’s Charter Schools Institute releases an RFP for New York State Stimulus Find 
grants.  These grants are generally provided to schools for expenses associated with 1) the 
acquisition, renovation or construction and financing of charter school facilities not located in free 
public space, or 2) technology.  Proposals from schools that have a demonstrated record of positive 
student outcomes or that demonstrate compelling need for the project receive priority. 
 

Other State and Federal Grants 
  
Both NYSED and the Charter Schools Institute post grant opportunities, including both Federal and 
State grants, on their websites.  The links to these postings are: 

 

http://www.p12.nysed.gov/funding/home.html
http://www.newyorkcharters.org/schoolsGrantOpps.htm






 

Fiscal Oversight Guide, NYSED Charter School Office  28 

received from payments from school districts, under section 2856 of the Education Law, or from 
grants or other revenue sources.  The procedures to be performed byi
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The Accountant’s Report 
 
The resulting Independent Accountant’s Report should be provided to the School’s Board no later 
than forty-five days (45) after the commencement of the engagement between the School and the 
independent accountant or accounting or audit firm.  At the same time, an electronic copy of the 

http://www.p12.nysed.gov/psc/documents/InitialStatement.ppt
http://www.p12.nysed.gov/psc/audits.html
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Annual Budget and Financial Reporting  

Purpose 
 
A school’s annual budget should be balanced and account for all program needs described in the 
approved charter application and charter contract.  The approved annual budget will serve as a tool 
for ensuring the financial soundness of the organization, Board oversight, planning, real time 
management of revenues, expenses, and cash, and analysis of spending patterns.  
 
The major assumptions of what each school’s budget is built upon include the following: projected 
enrollment, staffing, the level of wages and benefits, facility costs, and non-personnel costs needed 
to execute the educational program and meet identified student needs. The rest of the budget 
accounts for daily operating essentials (heat and light) and other program priorities.  A well run 
school has clearly defined budget development procedures, preferably in writing, that ensure input 
is received from all key stakeholders and results in a full consideration and timely approval by the 
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Quarter Two Interim Report October 1 – December 31 February 15 

Quarter Three Interim Report January 1 – March 31 May 15 

Quarter Four Interim Report April 1 – June 30 August 1 

 
*Reports should be submitted electronically to the CSO at charterschools@mail.nysed.gov). 
 
Additional YR 1 financial requirements can be found at: 
http://www.p12.nysed.gov/psc/OversightPlan.html by clicking on 2012-2013 Opening Procedure 
Checklist. 
 

mailto:charterschools@mail.nysed.gov
http://www.p12.nysed.gov/psc/OversightPlan.html
http://www.p12.nysed.gov/psc/documents/2012-2013��è�ɰ���Ƶopeningprocedures_000.xls
http://www.p12.nysed.gov/psc/documents/2012-2013��è�ɰ���Ƶopeningprocedures_000.xls
http://www.p12.nysed.gov/psc/CharterRevisionRequests.html
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 
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Draft “final” Budget is prepared by 
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Sample Cash Flow Table 
 

School 1 School 2 School 3

Current Cash (on hand) 10,000.00$                   175,000.00$                 800,000.00$               

Upcoming income (next 2 months)

Per Pupil 450,000.00$                 450,000.00$                 450,000.00$               

Total Income 450,000.00$                 450,000.00$                 450,000.00$               

Upcoming expenses (next 2 months)

Monthly Expenses (2 months) 60,000.00$                   60,000.00$                   60,000.00$                 

Payroll (4 cycles) 250,000.00$                 250,000.00$                 250,000.00$               

Total Expenses 310,000.00$                 310,000.00$                 310,000.00$               

Remaining cash balance 150,000.00$                 315,000.00$                 940,000.00$               
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Audits 

Purpose and Procedure 
 
It is crucial that charter schools spend both public funds and private donations appropriately and 
with ample transparency.  To ensure that this is done, charter schools are required to obtain an 
annual financial statement audit by an independent auditor and, if applicable, a Federal Single Audit 
in accordance with Government Auditing Standards and OMB A-133 (Note: Starting with the 2015-
2016 school year, OMB’s Uniform Guidance will supersede OMB A-133), per the New York Charter 
Schools Act of 1998.  In addition, each school is subject to discretionary audits by the New York 
State Office of the State Comptroller.  The CSO uses the results of school’s annual audits as part of 
its ongoing fiscal oversight.  The review procedures for each audit type are described below. 

Annual Financial Statements 
 
Charter schools are required to have an annual financial statement audit conducted by an 
independent auditor. The CSO has released a separate Charter School Audit Guide to provide 
additional guidelines to assist charter schools in New York State and their auditors through the 
annual audit process.  The guidelines are also intended to provide some uniformity in the reporting 
by charter schools and to assist the Board of Regents in meeting its responsibilities for ensuring 
accountability over public funds and for reporting annually to the Governor and Legislature on the 
status of charter schools.  Readers of this Guidebook should refer to the Audit Guide before 
proceeding through this section. 
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findings and deficiencies are closely scrutinized and CSO follow up on the status of remedial 
or corrective action often occurs 

 

 Material non-compliance. In such cases where this is found, the CSO will closely monitor 
schools to ensure prompt corrective action and follow up are occurring. Recurring 
significant deficiencies, material weaknesses, or material non-compliance may result in the 
determination that the school is not operating in a fiscally sound manner 

 

 The financial condition of a school at year end and financial trends over time (i.e., three to 
five years)  

 

 Appropriate disclosure of related party transactions and the adequacy of the transactions 
disclosed 

 

 Financial statement footnotes, which are reviewed for general information, capitalization 
policies, subsequent events, and lease and debt information 

Audit-related documents should be submitted electronically by November 1st and are uploade4(ic)-2rl as

http://p1232.nysed.gov/psc/2011-2012AnnualReportPage.html
http://p1232.nysed.gov/psc/2011-2012AnnualReportPage.html
http://www.whitehouse.gov/omb/circulars/a133_compliance_supplement_2010
http://www.whitehouse.gov/omb/circulars/a133_compliance_supplement_2010


http://www.whitehouse.gov/omb/circulars/a087/a87_2004.html
http://www.ed.gov/policy/fund/reg/edgarReg/edgar.html
http://www.whitehouse.gov/omb/circulars_a102/


 

https://stateaid.nysed.gov/charter


 

Fiscal Oversight Guide, NYSED Charter School Office  39 

Information related to the State Aid Intercept process which includes the ‘Charter School Request 
for State Aid Intercept’ and ‘State Aid Intercept Spreadsheet for Schools’ can be located by clicking 
the links below. 
 
http://www.p12.nysed.gov/psc/form.html 
http://www.p12.nysed.gov/psc/documents/2012CSRequestfoStateAidIntercept.doc 
http://www.p12.nysed.gov/psc/documents/2012StateAidSpreadsheetforSchools.xls

http://www.p12.nysed.gov/psc/form.html
http://www.p12.nysed.gov/psc/documents/2012CSRequestfoStateAidIntercept.doc
http://www/
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Fiscal Dashboard Report 

Purpose 
 
The purpose of the Fiscal Dashboard Report is to provide a simple, yet dynamic and easy to 
understand, tool to view financial data.  It is used to compile a visual overview of the fiscal health 
and trends of every Board of Regents authorized charter school that has completed one year of 
operation and, as a result, has submitted annual audited financial statements (e.g. statements of 
financial position, activities, cash flow and functional expense). 
 
Schools may have developed their own at-a-glance fiscal analysis documents over the years.  Even if 
so, this tool can serve as an added resource insofar as it provides access to a rich amount of 
comparative data. For schools that do not have fiscal analytical tools in place, the Fiscal Dashboard 
Report can be used as an instrument to view concise financial information on a yearly basis. By 
using the Dashboard Report, school leadership teams should have a better sense of the financial 
health of a school on an ongoing basis as a result of examination of Dashboard Report indicators.  
The Report can also identify and address financial discrepancies or warning signs as they may 
appear.   
 
Additionally, the Fiscal Dashboard Report provides the following benefits for schools: 
 

 It serves as a resource tool for schools and school boards. 
The Fiscal Dashboard includes commonly used financial ratios and per pupil analyses 
which schools and their Trustees can use to gauge fiscal trends, stability and viability. 
Financial ratios are a valuable and easy way to interpret statements of financial position 
and activities contained in audited financial statements. 

 

 It provides transparent financial information that the CSO will review at the time of 
charter renewal.  
NYSED is responsible for evaluating whether or not a school has maintained adequate 
financial resources to ensure stable operations and has monitored and successfully 
managed cash flow. The dashboard demonstrates to schools some of the information 
NYSED looks at in determining if fiscal renewal benchmarks have been met. 

 

 It is a means of comparison to similar schools. 
The Fiscal Dashboard Report provides a charter school with an instrument by which to 
compare financial performance with that of a peer school (e.g., schools with similar 
enrollment and grades served, etc.).  Caution should nevertheless be exercised in 
making school-by-school comparisons since schools serving different missions or 
student populations are likely to have substantially different educational cost bases or 
financial models. Comparisons with schools with similar enrollment, grade level, student 
populations, and instructional program characteristics are most valid. 

 



http://www.qualitycharters.org/
http://www.regents.nysed.gov/meetings/2012Meetings/November2012/1112p12a1.pdf
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Total margin measures the deficit or surplus a school yields out of its total revenues, 
in other words, whether or not the school is living within its available resources. 
Calculated as Net Income divided by Total Revenue. 
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Recommended Internal Control Practices for Charter Schools 

Introduction 
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I. Governance 
 
1. A charter school’s code of ethics addresses conflicts of interest that may arise on the part of 

the school corporation and its board members or employees and is intended to ensure 
compliance with General Municipal Law § 806. Conflicted transactions, other than 
exceptions expressly noted in General Municipal Law § 802 should be avoided. When there 
is any doubt about whether a transaction or activity might be potentially conflicted, such 
transaction or activity should be fully and completely disclosed by the individual or 
individuals engaged in the transaction or activity. 

 
2.  Corrective actions are taken for all findings reported in the annual independent audit report 

(material weaknesses and/or significant deficiencies in internal controls over financial reporting) 
and/or the management letter (usually deficiencies in internal control that are not material 

weaknesses and/or significant deficiencies) issued by an independent auditor, a Federal Single 
Audit, or by third-party consultant reports and ensures corrective actions are taken as 
directed. 

 
3. The board has established written policies and procedures for all facets of charter school 

operations. A summary of required charter school policies is attached. Internal controls and 
prescribed financial and operating policies and procedures are monitored and periodically 
assessed to determine if they are working effectively. 

 
4. The board engages in active oversight of the school’s financial situation by routinely 

receiving and discussing financial reports including but not limited to: budget 
implementation status reports, interim income statements and balance sheets, and 
analyses of actual cash flow to cash flow projections. 
 

5. Board members are cognizant of their duties of care, loyalty and obedience. The duty of 
care requires a board member to be familiar with the organization's finances and activities 
and to participate regularly in financial reporting and oversight. Duty of loyalty requires that 
any conflict of interest, real or possible, must a(it rter)5(e)8()4( )-2(5fc4t, r)4(e)8(al o)-6(r)5( )-2(p)4b7 
 0.0394 Tc[(5.)](it rter)5iBT

1 0 0 
 0.v4(d)4( )-2(ac) n
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typically defined as five years, but at minimum should be equivalent to the term of the 
school’s charter. 

 
8. The board ensures that it has the cumulative financial knowledge and expertise to oversee 

the financial operation of a school and is cognizant of any aspects of financial operations 
vulnerable to potential fraud.  

 
9. To the extent necessary, board members, school leadership, and business staff should 

ensure they understand their financial related duties and responsibilities and have the 
capacity to use and analyze financial reports. 

 
10. 

㄰⸀

 



 



 

Fiscal Oversight Guide, NYSED Charter School Office  51 

board and leadership are aware of the concept of “expendable net assets” (unrestricted net 
assets less net fixed assets plus debt obtained for long-term purposes) when assessing its 
financial position. 

 
26. The charter school analyzes the effects of long-term debt on its current and future budgets 

and financial viability. 

 

Financial Accounting and Reporting 
 
27. The charter school’s accounting system facilitates the preparation of periodic financial 

reports including year-end financial statements in accordance with generally accepted 
accounting principles. 

 
28. The charter school's accounting system is integrated with key business functions including 

accounts payable, budgeting, general ledger, inventory/depreciation, requisitions and 
purchase orders, accounts receivable, and payroll. 

 
29. All accounting transactions are supported by adequate documentation. Journal entries are 

supported by an explanation of the reason for the entry, the amount of each entry, and 
evidence of supervisory approval. 

 
30. All accounting records (journals and ledgers) are kept up-to-date and balanced monthly. 
 
31. Revenues, expenditures, payroll, general journal, and general ledger detail reports are 

printed at year-end and a copy is retained into perpetuity. 
 
32. The charter school has adequate separation of duties for cash receipts, deposits, cash 

disbursements, disbursement approval, recording transactions, and bank account 
reconciliations.  Adequate separation of duties requires separating four basic functions – 
authorization, custody, record keeping, and verification/reporting. 

33. The charter school prepares cash flow projections to monitor cash availability and to help 
determine borrowing needs and the timing and term(s) of investments. 

 

34. Each year after filing its Form 990 with the IRS, the charter school prepares a copy for public 
disclosure omitting the names and addresses of all contributors. The charter school makes 
available for "public inspection" a copy of IRS Form 990 and provides copies on request to 
all inquirers. Generally the IRS Form 990 copy is made available on the same day if the 
request is made in person or within thirty days in response to written requests made via 
regular mail, e-
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Auditing 
 
35. The school’s annual independently audited financial statements and the federal Single 

Audit, if applicable, are completed and submitted by prescribed due dates. 
 
36. Corrective action plans are prepared and implemented for all findings, deficiencies, and 

material conditions cited in audit reports and/or accompanying management letters.  
 

State and Federal Grants 
 
37. All State and federal grant reports are filed on time and are complete. 
 
38. The charter school has a system (computer or manually managed) to track required data for 

students with disabilities – i.e., enrollment, programming, costs, etc. 
 
39. The charter school maintains documentation to support data reported for public excess cost 

aid for its students. 
 
40. The charter school’s board and leadership ensure  the school applies for all state and federal 

grant funds that: a) it is entitled to receive, and b) it makes sense to pursue after assessing 
the administrative and other burdens associated with grant management.  In addition, the 
charter school has procedures in place so that there is adequate communication and sharing 
of information within the school concerning active grants, particularly grants with 
restrictions. 

 
41. The charter school applies a reasonable indirect cost allocation to all applicable grants or 

uses all grant funds for direct operating costs only. 
 
42. All charges to grants are supported by adequate documentation. 
 
43. Charter school financial, accounting, and business staff are familiar with federal and State 

compliance requirements such as the Circular A-133 Compliance Supplement, OMB Circular 
A-87, and any specific grant documents. 

 

III. Revenue and Cash Management 

Cash Receipts and Revenue 
 
44. The board has authorized all charter school bank accounts. 
 
45. Procedures are in place to periodically verify that only board-authorized accounts have been 

established. 
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87. All payments for consultant services are supported by signed and dated copies of contracts 
that provide the details, dates, and costs of the services to be provided. 

 

88. All invoices are perforated or stamped at the time a payment check is signed to prevent 
paying the same invoice twice. 

 

89. The charter school has procedures to follow up at regular intervals on outstanding purchase 
orders over 30 days old. 

 

Cash Disbursements 
 
90. The charter school has authorized at least two individuals to sign checks. 
 
91. The charter school requires two signatures on checks over a threshold amount. 
 
92. All checks are directly mailed to recipients upon being signed. All checks are mailed in 

envelopes with a protective security tint inside the envelope and are placed in a U.S. Postal 
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114. Duties are adequately separated so that the individual or individuals processing payroll 
transactions are different from the individual or individuals with responsibility for general 
ledger functions, payroll distribution, and reconciliation of the payroll bank account(s). 

 

115. All payroll changes are authorized and documented in writing. 
 

116. Procedures are in place to comply with IRS and NYS Department of Taxation and Finance 
regulations. 

 

117. The charter school has procedures in place to ensure that all individuals working for the 
charter school are properly classified as employees or as independent contractors, and that 
W-2s and 1099s are appropriately prepared, provided to all employees and contractors, and 
filed with appropriate state and federal government agencies.    

 

118. The charter school has procedures in place to ensure that current and prospective 
employees are fingerprinted. 

 

Travel and Conferences 
 
119. Travel to, and attendance at, conferences by school personnel is approved in advance by 

the board or by the executive officer to whom approval responsibility has been delegated.   
 
120. 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 for official charter school business must be in writing, 
itemized, supported with original receipts, and approved for payment. 

 
121. The charter school has policy limiting the reimbursement of travel and meal expenses to 

expenses that are actual, necessary, and reasonable. 
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125. The charter school has established a reasonable mileage reimbursement rate for employees 
who use their own vehicles for official school travel. 
 
 

 

V. Facilities, Equipment and Inventory Control 

Facilities Maintenance 
 
126. The charter school has in-house staff or contracted service providers to conduct necessary 

daily and preventive maintenance to school facilities, grounds, furniture, fixtures, and 
equipment. 

 
127. The school has a long-range plan for ensuring that its facilities remain in adequate repair 

and for replacing furniture, fixtures, equipment, technology, and other capital assets with 
limited or finite life spans. 

 
128. The school monitors energy use and has examined options to reduce energy use and 

expenses. 

 

Facilities Construction 
 
129. The charter school is aware of the capacity needed to effectively plan, manage, and 

complete scheduled school construction projects; the school has the in-house or contracted 
capacity necessary to manage and execute school construction projects; and the school has 
a plan and the capacity to ensure it obtains necessary third-party approvals and building 
permits for school construction projects. 

 
130. The charter school has cost control safeguards in place protecting the school against 

construction cost overruns, to include a clear process and requirements for approval of 
change orders, and a mechanism for monitoring actual project costs against budgeted 
project costs.  

 
131. Appropriate professionals, such as architects, bond counsel, financial advisors, and/or 

project managers, manage and execute facilities construction projects. 
 

Inventory Controls 
 

132. Fixed (i.e., capitalized) assets are recorded at cost or fair market value by the charter school 
at time of acquisition. 

 
133. The charter school has a capitalized assets depreciation policy that conforms to GAAP. 
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134. The charter school maintains complete, up-to-date inventory records to include the current 
value of all fixed / capitalized assets. 

 
135. An annual physical inspection is performed to verify that all school assets are present and 

accounted for in assigned areas, in usable condition, and accurately recorded on the 
school’s financial statements.   

 
136. The charter school has designated an individual or individuals with explicit responsibility for 

maintaining a system of fixed assets inventory control.  
 

137. All fixed (physical) assets are marked or tagged with ownership identification decals or 
labels. 

 
138. The charter school’s inventory control system ensures that complete and accurate records 

for all fixed (physical) assets are maintained at all times.  The school’s inventory control 
system includes an itemized description of each asset listing make, model, serial number, 
and asset class (machinery, equipment, etc.); purchase date and purchase value (or 
estimated value if the asset was a gift); accumulated depreciation and the amount of 
current year depreciation; and the funding or financing source(s) used to acquire the asset 
(i.e., general funds, federal funds, contributions or donations, bank loan, bond issuance, 
etc.).  
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144. The charter school procures transportation services from non-district providers through 
competitive bidding or by issuing RFPs (Request for Proposals). 

 
145. The charter school monitors the qualifications and performance of bus drivers (hired or 

contracted by the school, or by the school’s transportation provider), regularly inspects 
school-owned or contractor-provided buses, and maintains updated personnel files on bus 
drivers and updated records on the condition of the school’s owned or contracted bus fleet. 

 

Food Service 
 
146. The charter school follows established US Department of Agriculture (USDA) guidelines for 

notifying parents, obtaining parent releases, processing applications, and making eligibility 
determinations for free and reduced price meals and/or milk programs.   

 
147. The charter school maintains all documentation required by the USDA for free and reduced 

price meal and/or milk program applicants and recipients and accurately reports the total 
number of eligible applicants to the USDA and/or school district, including public release, 
parent letter, and a free and reduced price meal application. 

 
148. If the charter school provides breakfast and/or lunch to its students but is not part of the 

district’s food services program, the charter school files timely claims and therefore receives 
all reimbursements to which it is entitled from the district and/or USDA.  

 
149. If the charter school employs a food services management company to operate its breakfast 

and/or lunch programs, the contract with the company was bid out and awarded to the 
lowest responding bidder. 

 
150. The school has established procedures for: collecting money from students who pay for 

meals or milk; protecting the identities of children receiving free and reduced price meals; 
and accurately reporting the number of students who pay for meals or receive meals on a 
free or reduced price basis. 

 
151. The charter school charges sales tax for the sale of food and drink to adults. 
 
152. Cash receipts for breakfast and lunch programs and from vending machine sales are 

adequately controlled. 
 
153. Food purchases adhere to established procurement practices and the food inventory is 

safeguarded. 
 
154. Data on food sales data and trends are monitored and systematically compared to the cost 
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VII. Student Related Data 

Attendance 
 
156. The charter school has a comprehensive attendance policy and well-established procedures 

for taking attendance.  The procedures set forth specific steps and individual responsibilities 
for taking and recording attendance.  
 

157. The charter school maintains a record of each student’s presence, absence, tardiness, and 
early departure in an attendance register, in which the reason(s) for all student absences, 
tardiness, or early departures are also recorded. 
 

158. The charter school has implemented adequate controls over the input and access to 
attendance data.  
 

159. Student attendance and individual student records are periodically reconciled to attendance 
registers to ensure that individual student records are accurate and up-to-date.  

 

Reliability of Student Enrollment and Performance Data 
 
160. The charter school has assigned specific responsibility for maintaining the accuracy of 

current enrollment and dropout data and for accumulating and reporting individual student 
and cohort academic performance data on state assessments.   

 
161. Written policies and procedures have been developed and implemented to ensure accurate 

collection and reporting of enrollment, dropout, and individual student and cohort 
academic performance data.   

 
162. The charter school provides adequate guidance, instruction, and training to all persons 

responsible for gathering, analyzing, and reporting student academic performance data.    
 
163. Charter school leadership and/or staff review the accuracy of all student enrollment, 

dropout, academic performance data, and other data and information contained in the 
NYSED School Report Card and other reports issued by government agencies or by the 
school itself.  
 

164. The charter school has controls to ensure that confidential individual student data (i.e. 
BEDS, enrollment, attendance, internal and external assessment results, etc.) are secured at 
all times, data input is reliable, and data output is accurate. 

 
165. The charter school maintains copies of all reports submitted to NYSED  and for all source 

documentation for each of the data elements reported in STEP or other publicly 
disseminated data reports such as student lists, test results, etc. 
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Required Charter School Policies 
 

Policy Name Required By Guidance for Charter Schools 

Access to School 
Records 

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

 

Open Meetings Law





 

Fiscal Oversight Guide, NYSED Charter School Office  66 

Policy Name Required By Guidance for Charter Schools 

www.ed.gov/programs/titleiparta/pa
rentinvguid.doc 
 

plan.  Such plan must be developed 
with, and agreed to, by parents of 
Title I students attending the 
school. 

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

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

Wellness Public Law 108-265 §204 Required for Charter schools 
participating in federal child 
nutrition programs must comply 
with “wellness” statutes. 

 
 
 

http://www.ed.gov/programs/titleiparta/parentinvguid.doc
http://www.ed.gov/programs/titleiparta/parentinvguid.doc
http://www.fcc.gov/cgb/consumerfacts/cipa.html
http://www.fcc.gov/cgb/consumerfacts/cipa.html
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Reporting Deadlines Calendar 
For Schools Beginning their Second (or Later) Year of Operation 

 
Yearly Reporting Summary 

 

July August September 
  

1st      Annual Report 
1st      Billing Report  
1st      Progress Report 
30th   Renewal Application 
 

 

October November December 

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

 
1st      Audit Report - Fiscal 
15th    Quarterly Report - Fiscal 
 
 
 

 
1st      Billing Report 
1st       Material charter    
changes due 
30th    Application Form 

January February March 

 
 

 
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   Budget  
 

 
1st    Billing Report 
30th  Budget 
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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. 

 

 USDA Eligibility Guidance for School Meals Manual: 
www.fns.usda.gov/cnd/Guidance/eligibility_guidance.pdf  

 

 Office of Management and Budget Circular A-87, Cost Principles for State, Local, and Indian 
Tribal Governments:  http://www.whitehouse.gov/omb/circulars_a087_2004  

 

 Office of Management and Budget Circular A-133, Audits of States, Local Governments, and 
Non-Profit Organizations: 
http://www.whitehouse.gov/omb/circulars/a133_compliance_supplement_2010  

 

 Compliance Supplement, Part 6, issued by Office of Management and Budget (periodically 
revised and reissued):  www.whitehouse.gov/omb/  

 

 NYSED Forms; Includes Intercept forms, financial statements, forms and info for federal and 
state grants, budget forms 
http://www.p12.nysed.gov/psc/form.html 
 

 Site Visit Protocols (Updated April 2011): Information about how the CSO will conduct and 
report on site visits during the 2010-2011 school year at charter schools directly authorized by 
the Board of Regents. 
http://www.p12.nysed.gov/psc/OversightPlan.html 

http://www.p12.nysed.gov/psc/documents/fullsitevisitprotocolmarch2011.pdf 

http://www.p12.nysed.gov/psc/documents/fullsitevisitreporttemplatemarch2011.pdf 

http://www.p12.nysed.gov/psc/documents/checkinvisitmarch2011.pdf 

http://www.newyorkcharters.org/schoolsFiscalOperation.htm
http://www.oms.nysed.gov/cafe
http://www.fns.usda.gov/cnd/Guidance/eligibility_guidance.pdf
http://www.whitehouse.gov/omb/circulars_a087_2004
http://www.whitehouse.gov/omb/circulars/a133_compliance_supplement_2010
http://www.whitehouse.gov/omb/
http://www.p12.nysed.gov/psc/form.html
http://www.p12.nysed.gov/psc/OversightPlan.html
http://www.p12.nysed.gov/psc/documents/fullsitevisitprotocolmarch2011.pdf
http://www.p12.nysed.gov/psc/documents/fullsitevisitreporttemplatemarch2011.pdf
http://www.p12.nysed.gov/psc/documents/checkinvisitmarch2011.pdf
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