Appendix D

For Exhibit Q: Budget Template Guidelines:
Start-up and Five-year Operating Budget and First Year Cash Flow

2009 Edition

Dear Charter School Applicant:

Beginning in 2008, the Office of Charter Schools (OCS) has introduced a new budget template to simplify and reduce the amount of information typically required by new Charter School applicants. It is our hope that the following guidelines will help you through this endeavor as you work on figuring out the pieces of your proposed organizational structure and programs, and how that translates into revenues and expenses.

If you are proposing to use a DOE facility you must submit two budgets: 1) a DOE Facility Budget assuming your request for DOE space is granted; AND 2) a Private Facility contingency budget that assumes the school is not located in a DOE facility. Please clearly label each budget at the top of every worksheet page.
If you are proposing to use private facility, please submit only one budget. 
The budget template consists of 6 tabs in Microsoft Excel worksheet format. They are listed below in order of appearance in the workbook along with their purpose.
· Budget Summary  


Budget Attachment 1
Purpose: This summarizes all expenses & the source of funding for Year 1 for quick overview.
· Start-Up Budget 


Budget Attachment 2
Purpose: This shows the anticipated start-up costs before the school will be in full operation.

· Revenue 



Budget Attachment 3
Purpose: This shows the breakdown of district, state, and federal revenue sources as well as leftover funds from start-up or grants that the school might have received.
· Line Item (PS & OTPS)    

Budget Attachment 4

Purpose: This shows a clear breakdown of Personnel Services (PS) and the Other Than Personnel Services (OTPS).

· Cash Flow Analysis 


Budget Attachment 5
Purpose: This shows the school’s anticipated cash flow in first year of operation.

· Grants 



Budget Attachment 6
Purpose: This summarizes all grants that the school has received, applied for, or expects to receive in near future.

Guidelines to Completing Each Worksheet
· Budget Summary (Budget Attachment 1)
Start out by filling the Charter School name, Budget Contact person at your school, their telephone number, and the email address. Do not rewrite or write anything in any cells as they are connected to other sheets and will calculate automatically by built-in formulas. 
· Start-up Budget (Budget Attachment 2)
Start out by filling all anticipated revenues and expenses for only the start-up period. Make sure to include all assumptions in the far right column and do not type anything in shaded boxes. They calculate automatically once other information is entered. 

· Revenue (Budget Attachment 3)
Start filling in empty boxes and make sure to fill “0” as appropriate rather than leaving any cell blank. Other fields will automatically fill once the information is entered. The summary of revenues from this work sheet will automatically transmit to Attachment 1 once you finish filling out all the information. Make sure to state your assumptions (as appropriate) on this sheet. 
· Line Item (Budget Attachment 4)
IMPORTANT: If you choose to add any lines on this worksheet, make sure to add the same lines on other sheets that this worksheet is attached to.

This section is divided into two portions: PS & OTPS budget. Start from the PS budget portion and add job titles as it fits your school’s organizational structure.  Be sure that titles align with the proposed organization chart.  No assumptions are required for the PS section of this budget. However, applicants should be prepared to answer staffing questions if invited to attend the panel interview. Skip the Total Enrollment line and the boxes.

In the FTE column, put 1.0 for a full-time person and if there is any person working part time, please indicate as such. For instance, if an administrative assistant works 30% of the time, it should be shown as 0.3 under the FTE column. In addition, if you plan to hire 6 teachers, please put 6.0 in the FTE column next to teachers. Unless you plan to pay different salaries to different teachers, there is no need to add 6 rows for 6 teachers. 

Under salary, please put the salary you intend to pay a single person for that position. The Total will calculate automatically. 

Repeat same steps for FY12 PS section of the budget. Fringe benefits will calculate automatically for all years as you fill out the required salary portions. 

For FY 13, 14 & 15 you can put the dollar amounts but do not need to show the details that are required for FY11 & FY12.

Skip to OTPS section of this attachment. 

Again, we recommend staying within the recommended categories whenever possible. 

Start by filling in the dollar amounts in each line and state your assumptions for this section on the far right hand side. Below the Total PS & OTPS line, please fill out the figure that the school might allocate as reserve fund (if any). In the rent line, fill out the size (in sq. ft.) and the rent of the proposed location (do not fill anything in $/sq. ft.). The next line asks for facilities loan payments with principle and interest. Fill out the annual rate at which the loan (if any) was financed and the term (in months) of the loan. 
· Cash Flow Analysis (Budget Attachment 5)
This sheet will automatically fill as you enter figures on the revenue and line items sheet discussed in detail above. The total in the far right column should match the totals for each category from the revenue and line item sheets. 
· Grants (Budget Attachment 6)

Fill out all the grant sources, amount the school anticipates or has applied for, date of the request, expected date of decision and the amount awarded to date. Once finished, the total amount from this worksheet will automatically show up in revenue section. 

Final Checks – Go through each worksheet again to make sure that all the lines that you might have added, changed or deleted are also reflected in other sheets. Remember, all worksheets are connected to each other so making changes in one can trigger changes in most if not all of them.

If you have any questions/concerns while working on this template, feel free to call the Office of Charter Schools at (212)-374-6904. For ongoing support on this subject please contact the New York City Center for Charter School Excellence at (212)-437-8300.
Good Luck!     
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