



Dear New Charter School Leaders,

We hope all is well. We are sending you this week’s New Charter Schools Digest.  School DBNs have been assigned. Please see the list below for your school’s DBN. Also, please submit your school’s W-9 form if you have not already done so. Please remember that delaying the submission of your school’s W-9 form can delay your school’s per pupil payments. Please let us know if you have additional staff that should be added to the New Charter Schools Digest distribution list. Please note: Each edition of the New Charter School Digest will archived here. If you have questions, please reach out to the Director of Operations that serves your cohort (see list below). Have a wonderful weekend.

NEW CHARTER SCHOOLS DIGEST– 5/17/13

[New] DBN Assignments
[New – ACTION REQUIRED] DOE SchoolFood Service for New Charter Schools – Action Needed by June 7, 2013
[New – Action Required] ATS Training for New Charter Schools – Wednesday, June 12th 

[Reminder-ACTION REQUIRED] DYCD Documents - Action Needed by June 11, 2013
[Reminder-ACTION REQUIRED] Register for Financial Overview for New York City Charter Schools - May 28, 2013 1-4 PM
[Reminder] New School Trainings - Save the Dates
[Reminder] Submit W-9 form 
[Reminder] Register for Electronic Funds Transfer (EFT) by June 7
[Reminder] Charter Schools Accountability & Support Operations Contacts
[New] DBN Assignments

The following are the DBN assignments for your schools. Please note that all charter school DBNs begin with 84. 

	School DBN
	School Name

	84K680
	ACHIEVEMENT FIRST ASPIRE CHARTER SCHOOL

	84K689
	CITIZENS OF THE WORLD CHARTER SCHOOL 1

	84K692
	CITIZENS OF THE WORLD CHARTER SCHOOL 2

	84K724
	LEADERSHIP PREPARATORY CHARTER SCHOOL 4

	84K733
	MATH, ENGINEERING, AND SCIENCE ACADEMY CHARTER HIGH SCHOOL

	84K736
	NEW AMERICAN ACADEMY CHARTER SCHOOL

	84K738
	NEW VISIONS CHARTER HIGH SCHOOL FOR ADVANCED MATH 3

	84K739
	NEW VISIONS CHARTER HIGH SCHOOL FOR THE HUMANITIES 3

	84K741
	SUCCESS ACADEMY CHARTER SCHOOL BROOKLYN 7

	84K752
	SUCCESS ACADEMY CHARTER SCHOOL BROOKLYN 5

	84K756
	SUCCESS ACADEMY CHARTER SCHOOL BROOKLYN 6

	84K757
	UNITY PREP CHARTER SCHOOL

	84K759
	CANARSIE ASCEND CHARTER SCHOOL

	84M168
	EAST HARLEM SCHOLARS ACADEMY CHARTER SCHOOL II

	84M170
	SUCCESS ACADEMY CHARTER SCHOOL MANHATTAN 2

	84M174
	SUCCESS ACADEMY CHARTER SCHOOL MANHATTAN 1

	84Q298
	MIDDLE VILLAGE PREP CHARTER SCHOOL

	84X362
	ICAHN CHARTER SCHOOL 7

	84X364
	SOUTH BRONX CLASSICAL CHARTER SCHOOL II

	84X380
	SUCCESS ACADEMY CHARTER SCHOOL BRONX 3

	84X387     
	BRILLA COLLEGE PREP CHARTER SCHOOL

	84K758     
	BROOKLYN URBAN GARDEN CHARTER

	84M186
	HARLEM HEBREW LANGUAGE ACADEMY CHARTER SCHOOL


[New – ACTION REQUIRED] DOE SchoolFood Service for New Charter Schools

If your school is planning to use the DOE SchoolFood service for the 2013-2014 school year, please send Shawanda Charles (SCharles12@schools.nyc.gov) and Fatima Cruz (FCruz3@schools.nyc.gov) an official letter on your school letterhead requesting service. Please send this letter by June 7, 2013.
Please include the following in the letter:

· Official school name (name that will be used to register the school)

· BEDS Code

· DBN 

· Official physical address

· Total number of students registered

· Grade Level

· First and last day of the school year (please include the last day of the school year you are requesting SchoolFood service)

· Service time for breakfast and lunch, if known, if not an anticipated time

· Principal’s name and email address

· Telephone number where principal or operations director can be reached

· Number of meals applications (1041) needed and languages

· School calendar for the 2013-2014 school year 

[New – Action Required ATS Training for New Charter Schools – Wednesday, June 12th 

On June 12th, there will be two ATS training sessions for new charter schools. Session 1 will be held from 9am-12pm and session 2 will be held from 1pm-4pm.  Please have a member of your staff sign up for one of the sessions. Please use this link to register.
Date: June 12, 2013

Time: 9-12pm or 1-4pm

Location: 131 Livingston Street Room 208 (LAB), Brooklyn, NY 11201

In order to obtain access to ATS, complete this form and email to Tliu2@schools.nyc.gov. Please request at least one to two weeks prior to this session.

*Note, “District Boro School” is your DBN – ex. 84K000.

[New–Action Required] DYCD Documents- Action Needed by June 11, 2013
Attached, please find
· FY 2014 Budget worksheet

· FY 2014 Workscope - Please note the following:

1. Staffing Plan does not apply

2. A detailed narrative should be provided for at least one of the five program activities listed.

In addition, the following procurement documents should be submitted no later than Friday, June 11, 2013:

· One original Doing Business Data Form: http://www.nyc.gov/html/dycd/downloads/pdf/nda_rfp_dbd_form.pdf
· One original Certification Regarding Substantiated Cases of Client Abuse or Neglect: http://www.nyc.gov/html/dycd/downloads/pdf/discretionary_certification_of_client_abuse_or_neglect_form.pdf
· One original Letter of Authorization and Board Resolution:  Sample - http://www.nyc.gov/html/dycd/downloads/pdf/letter_of_authorization_board_resolution.pdf
· VENDEX:  www.nyc.gov/vendex
1. VENDEX Questionnaires are only required for vendors that have a contract dollar value equal to or greater than $100,000.00 and/or have aggregate business that is equal to or greater than $100,000.00

2. Vendor Questionnaire and Three Principal Questionnaires (notarized and original) must be submitted to the Mayor’s Office of Contract Services (Mayor’s Office of Contract Services, VENDEX Processing Unit, 253 Broadway, 9th Floor, New York 10007)
3. As soon as the VENDEX Questionnaires have been submitted to the Mayor’s office of Contract Services, the Submitted VENDEX memo needs to be faxed or emailed to Dana Cantelmi. http://www.nyc.gov/html/selltonyc/downloads/pdf/memorandum_2006.pdf
· In addition to these documents, vendors should ensure 

1. They enroll in the Vendor Payee Information Portal: https://a127-pip.nyc.gov/webapp/PRDPCW/SelfService For any questions about the PIP system, please contact PIP Helpdesk at 212- 857-1777.

2. Contract agreements and all procurement documents should be consistent with the PIP system

3. Three original agreements are submitted to DYCD

4. Insurance Certificates cover the term of the agreement (7/1/13-6/30/14)

· All vendors should submit both contract documents and procurement documents to:

Dana Cantelmi
NYC Department of Youth and Community Development
156 William Street, 2nd Floor
New York, NY 10038
T: (212) 442-5995
F: (212) 676-8129
dcoto@dycd.nyc.go
[New- ACTION REQUIRED] Register for Financial Overview for New York City Charter Schools – May 28, 2013 1-4 PM

Please register here for the Financial Overview for New York City Charter Schools Workshop, which will be held on May 28, 2013 from 1-4PM at the New York City Charter School Center.

Agenda:

I.                  Financial Overview for New York City Charter Schools

II.                 Introduction to the Invoice Portal (including a demonstration of how to submit invoices for the first two per pupil payments)

III.               DYCD Funding Overview

IV.               Question and Answer Session

Location:

New York City Charter School Center

111 Broadway, Suite 604
New York, NY, 10006

 

A photo ID is required to enter the building.

[Reminder] New School Trainings - Save the Dates

All Schools
As part of the new school onboarding process, the Charter Schools Accountability & Support (CSAS) Office offers several trainings from late spring to early fall. We will keep you posted as additional trainings are added. Our office will send reservation information closer to the start of each training. 

	WORKSHOP TITLE
	DATE/ MONTH
	DESCRIPTION
	Who should attend?

	Progress Reports Information Session
	September 24th 
	How are charter schools held accountable? Progress report, annual visit, renewal visit protocols and charter school goals. 
	School Leaders/School Data Specialists

	Automate The Schools (ATS) 
	Sessions: 
2 Sessions – June 12th 

-2 Sessions August 12th 


	Overview of student information applications and functions for the beginning of the year. Learn how to register students and update all necessary information. 
	School Staff Using ATS

	SESIS
	August 7th 
9 AM – 3 PM
	Learn how to use the Special Education Student Information System (SESIS).
	Special Education Staff

	DISTRICT BILLING
	May 28th 1-4 at the NYC Charter Center
	Invoice submission, billing &payment process, timing of payments including General Education funding, Special Education funding, IDEA, NYSTL; DYCD funding
	Operations/Finance Staff

	HEALTH & COMPLIANCE
	July 17th 
9:00 AM – 1 PM
	Immunization, AED/CPR, School based Nursing, School Based Health Centers, Children’s Health Insurance
	Operations Staff

	Vision Screening Training
	September 4th
AM Session: 10 – 12 PM

PM Session: 1 – 3 PM 
	General Vision Screening 
	Various

	CAMPUS ENGAGEMENT
	July 24th
9:30 – 10:30 AM
	Shared space committees, Building Councils 
	School Leadership

	SAFETY
	July 24th 
10:30 AM – 2 PM
	School Safety Plan, Evacuation, Safety Committees, Safety Agents, School Crossing Guards, Crisis Management, Gang awareness, ACS & Incident reporting
	School Leadership/Operations Staff

	TRANSPORTATION PART I
(Intro to OPT)
	June 19th 
9 AM – 2 PM
	Overview, Eligibility, Special Education, Investigations, Variances, Calendar, Training
	School Leadership

	TRANSPORTATION PART II and III 
	Part II: July 23rd 
9 AM – 2 PM

Part III: August 27th 

9 AM – 2 PM
	More detailed overview, hands on training on transportations functions in ATS
	Operation Staff/ School Staff Who Will Use ATS


[Reminder] Submit W-9 form 

Please submit your W-9 form immediately. If you have previously submitted the W-9 form, then there is no need to resubmit. For payment purposes, charter schools will need to register as “vendors” with the city to receive payments. To complete this process, we need a W-9 form for all new schools. Please complete the W-9 form attached. Scan the form and submit the form back to this email address (charterops@schools.nyc.gov) immediately. Please ensure that the name entered in Box 1 matches your legal business name as recorded on all other documents, as any discrepancies will slow the process. Please reach out to your Cohort’s Director of Operations with any questions.
[Reminder] Register for Electronic Funds Transfer (EFT) by June 7

The city offers all vendors Electronic Funds Transfer (EFT) as an option and we strongly recommend that schools participate. Currently, 99% of all charter schools participate. The Charter Schools Office will help to facilitate and expedite EFT enrollment for our new schools. Because of the processes at the DOF, we are projecting that in order to meet the July payment cycle timeline, you will need to submit your application for your school by June 7. Please see instructions below. 

Please send back the following in one PDF document to Howard Gross at GrossH@finance.nyc.gov, with a cc to charterops@schools.nyc.gov: 
·         EFT Enrollment Form (http://www.nyc.gov/html/dof/html/business/vendors_eft.shtml)
and 

·         One of the following:

·         Voided check for the account indicated on the application.  The check must have the vendor name imprinted (not written) on it; you cannot use starter checks w/o school name;

·         Encoded deposit ticket for the account indicated on the application. The deposit ticket must have the vendor name imprinted (not written) on it;

·         A letter from your financial institution verifying account ownership. The letter must include vendor name, account number and bank routing number;

·         Bank account statement for the account indicated on the application.

[Reminder] Charter Schools Accountability & Support Operations Contacts

Cohort 1: Contact Keisha Womack at KWomack3@schools.nyc.gov 
Citizens of the World Charter School 1

Citizens of the World Charter School 2

Harlem Hebrew Language Academy Charter School

Leadership Prep Charter School 4

New American Charter School

New Visions Charter HS for Advanced Math & Science 3

New Visions Charter HS for Humanities 3

Unity Prep Charter School

Cohort 2: Contact Kamilah O’Brien at KObrien62@schools.nyc.gov
ICAHN Charter School 7

South Bronx Classical II 

Success Academy Charter School –Bronx 3 

Success Academy Charter School -Brooklyn 5

Success Academy Charter School -Brooklyn 6

Success Academy Charter School-Brooklyn 7

Success Academy Charter School –Manhattan 1

Success Academy Charter School –Manhattan 2

Cohort 3: Contact Jorge Cruz at JCruz30@schools.nyc.gov 

Achievement First Aspire Charter School

Brilla College Prep Charter School

Brooklyn Urban Garden Charter School

Canarsie Ascend Charter School

East Harlem Scholars Academy Charter School II

Great Oaks Charter School

Math, Engineering & Science Academy Charter High School

Middle Village Prep Charter School

