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Tip of the Week: Compare your previously submitted per pupil invoice with the per pupil invoice you are currently working on.
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[bookmark: _[Reminder_-_Action][Reminder - Action Required] Edit 2013-14 Charter School Directory Data
All Schools/ Deadline: April 5
Due to the large number of data requests for the 2013-14 Charter School Directory that were either not received or not properly uploaded to our Directory database, we ask that schools review the existing Directory data and make any needed corrections by Friday, April 5. 

Click here to access the 2013-14 Directory data spreadsheet, which is divided into three tabs: 
1. One Campus: for schools located on one campus in the 2012-13 school year 
1. More Than One Campus: for schools located on more than one campus in the 2012-13 school year
1. New Schools Starting in 2013-14: schools coming online in the 2013-14 school year

Please search for your school within the appropriate tab and make any necessary edits to the information submitted, or input information if your school’s data was not properly uploaded. Unless your school is starting in the 2013-14 school year, please input information pertaining to the 2012-13 school year, as indicated in the spreadsheet column headers. 

Other directions for various form fields are below: 

1. BOROUGH: Please enter/edit the school’s borough of location within NYC. (K = Brooklyn; M = Manhattan; X = Bronx; Q = Queens; R = Staten Island).               
1. CHARTER SCHOOL NAME: Please enter/edit the school’s authorized name. Do not enter/edit alternate school names or abbreviations.    
1. MISSION: Please enter/edit your school’s mission here. Mission language that extends the length of the school’s Directory page will be deleted from the end of the mission upward.             
1. SCHOOL LEADER: Please enter/edit the name of your school’s leader. If your school has more than one leader, please state the leaders’ different titles and/or grade spans here. (Example: “John Smith: K-5; Jane Smith; 6-8” or “Jane Smith: Executive Director; John Smith: Principal”).
1. SCHOOL PHONE NUMBER: If your school has more than one phone number, please either enter/edit the main number or state which grades apply to which number. (Example: “212-555-5555: Grades K-5; 212-444-4444: Grades 6-8”).
1. SCHOOL FAX NUMBER: If your school has more than one fax number, please either enter/edit the main number or state which grades apply to which number. (Example: “212-555-5555: Grades K-5; 212-444-4444: Grades 6-8”).          
1. DOE OR PRIVATE SPACE: Please enter/edit “DOE,” “Private,” or if both, please specify which grades are in DOE space and which are in private space (Example: “Grades K-5: DOE; Grades 6-8: Private”).
1. SCHOOL ADDRESS AND CROSS STREETS: Please enter/edit the streets between which the entrance to your school is located (Example: “Between ABC Avenue and DEF Street”).
1. CLOSEST TRANSPORTATION: Please enter/edit the subway and bus line(s) that are closest your school (Example: “Subway: A, B, C, D; Bus: M100, M101”).
1. LOTTERY PREFERENCES OTHER THAN CSD/SIBLING: Please enter/edit text here describing the school’s authorized lottery preferences, if any, beyond CSD students and siblings of students. Use as little text as possible. (Examples: “ELLs; At-risk Students; Low-income Students; Students in Foster Care”).   

If you have any questions regarding data submission, please contact Gabrielle Mosquera at gmosquera2@schools.nyc.gov.
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[bookmark: _[Reminder_-_Action_1][bookmark: _[New_-_Action][New - Action Required] NYC DOE SchoolFood
Schools in districts 1,2,15, 21, 22, 27 and 31 
You are being advised that the USDA has approved the request for students in charter, Archdiocese and Diocese schools in districts 21, 27 and 31 that are participating in NYC DOE SchoolFood program to continue to receive free lunch throughout April as an additional support following Hurricane Sandy. 

Effective April 1, 2013 participating schools in NYC DOE SchoolFood program in districts 1, 2, 15 and 22 will return to standard meal accountability procedures which includes collecting meal fees for reduced and paid lunches served.  Breakfast is available daily to all students at no charge.

The SchoolFood team will convey this message to their respective schools. SchoolFood would appreciate your assistance in sharing this update with your families. If you have any questions, please contact the SchoolFood Help Desk at 718-707-4400 or send email to foodcompliance@schools.nyc.gov.
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[bookmark: _[Reminder_-_Action_2][Reminder - Action Required] NYC Second Language Proficiency Exams: Exam Ordering and Guidelines
Middle schools / Deadline: April 4; Event: June 17 
If your school offers course work in Spanish, Latin, French, and/or Italian, you must administer the New York City Second Language Proficiency Examinations to applicable students at 9:15 a.m. on June 17. These tests measure learning outcomes at Checkpoint A of the State syllabi for Modern Languages for Communication and Latin for Communication. The deadline to order exams is April 4. For additional information, please see the NYSED Languages Other Than English (LOTE) Q&A.
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[bookmark: _[Action_Required]_Languages][Reminder - Action Required] Languages Other than English (LOTE) Exam Guidelines and Ordering Procedures 
High schools / Deadline: April 4; Event: June 17
The NYC Languages Other Than English (LOTE) examination must be administered at 9:15 a.m. on June 17. If your school offers Spanish, Italian, French, German, Hebrew, and/or Latin, you must complete this order form by April 4.

If your school is planning to offer the Low Incidence LOTE exam, or to send eleventh and twelfth grade students who are native speakers of these languages to the hub sites, you should review the LOTE Intranet page and complete this order form by April 4. In order to administer the Low Incidence LOTE at your school, you must have a licensed assistant principal of foreign languages (or a trained assistant principal and a licensed pedagogue) who can administer and rate the exam for each language in which the exam is being administered.  For additional information, please see the NYSED Languages Other Than English (LOTE) Q&A.
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[bookmark: _[Reminder-_Updated_Action_1][Reminder- Updated Action required] Use or Lose FY13 NYSTL Dollars – Deadline April 5, 2013
All Schools/ Deadline: April 5
Please log into FAMIS today and begin to plan your FY13 NYSTL spending. The deadline to place orders is April 5th. Instructions to place orders in FAMIS are located here. Please use this grant money before it expires!! If you have any questions, please contact Keisha Womack at kwomack3@schools.nyc.gov, if you have any questions.
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[bookmark: _[Updated_Reminder_-][Updated Reminder - Action Required] Per Pupil Funding – Invoice for Payment 6
All Schools/ Deadline: April 8
The online application to submit invoices for payment 6 will be opened from April 1-April 8. Additionally, schools will receive FY13 IDEA payments. The FY13 IDEA rate is $1,087 per student. Please make sure that you create your school’s invoice as soon as the portal opens.  Please remember that we do not pay per pupil funds for non-NYC residents. If you have students who reside outside of NYC, please contact their residential district’s local education department for funding. Please reach out to Keisha Womack at kwomack3@schools.nyc.gov  with any questions.
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[bookmark: _[Reminder-_Updated_Action][bookmark: _[Reminder_-_Resource]][Reminder - Resource] School Survey: Final Delivery of Materials and Changes to This Year’s Survey 
All schools / Deadline: April 12
In accordance with the schedule of survey arrivals, your school should have received all parent and student survey materials; all teacher survey materials will arrive at your school by the end of this week. 

Your school’s survey coordinator is receiving information about the arrival of survey materials and began receiving response rate updates last week. Preliminary School Survey response rates are also available on the school survey website and will be updated on a weekly basis until the survey closes on April 12.

This year’s survey contains a few changes from previous years, including several questions on the teacher survey about the Citywide Instructional Expectations and the implementation of the Common Core Learning Standards; note that these additional questions will not be scored for the purposes of your school’s survey report or Progress Report. 

For more information, see the School Survey webpage and this FAQ. For questions, email surveys@schools.nyc.gov. 
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[bookmark: _[Reminder_–_Action][Reminder – Action Required] June Regents Exam Ordering 
Middle and high schools / Deadline: April 15
If your school is administering June Regents, you may now order exam materials through the NYSED portal; the deadline to order is April 15. For instructions on requesting and storing exam materials, review this NYSED memo. 
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[bookmark: _[Reminder-Announcement]_SED_to][Reminder-Announcement] SED to Hold Audit Guide Training- May 22, 2013
                All Schools/ May 22, 2013
The State Education Department asks that you please hold May 22nd for training on the Audit Guide. This training will be held in New York City. Along with detailed sessions on the Audit Guide, a general interest session on Operation Systems will be offered for charter business managers. Details will follow. Please reach out to Susan DuFour at sdufour@mail.nysed.gov with any questions.
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[bookmark: _[Reminder-Action_Required]_Certifyi][Reminder-Action Required] Certifying Purchase Orders in FAMIS
All Schools
Please make sure that you are certifying your NYSTL purchases. Please see step-by-step instructions on how to certify a Purchase Order (PO) in the FAMIS Certification Guide. This should be done for EACH PO, once the items have been received. Certifying the PO facilitates payment to vendors. If payment is not made to the vendor through the FAMIS system, vendors will be referred directly to the school for alternate form of payment. Please contact Keisha Womack at kwomack3@schools.nyc.gov with any questions.
(back to top)
[bookmark: _[Reminder_-_Resource]_1][Reminder - Resource] Grades 3–8 NYS ELA and Math Administration Resources 
Elementary and middle schools 
The New York State grades 3–8 English Language Arts (ELA) and mathematics tests will be administered from April 16–18 and April 24–26, respectively. Please review the resources below and share with staff who will be involved in testing. 
1. 2013 School Administrator’s Manual 
1. Teacher’s Directions 
1. Updated Test Guides (see a summary of the clarifications in the test guides here)
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