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Public Charter Schools
Application for a Tuition Cost Rate

Checklist for Completion and Submission of Application

Download the Excel Application

e Click on the 2024-25 Public Charter Schools Tuition Cost Application link. The application
will be downloaded to your computer.

e C(lick enable editing or enable content. Save the application to your computer with the
name of the public charter school.

e The application must be filled out in the same order as the tabs that appear at the bottom
of the application form. See the guidance document titled 2024-25 Public Charter Schools
Tuition Cost _Guidance for details about how to complete each tab.

e The table below provides a color code guide for the cells that appear in the application.
Please note that only the cells colored in light green are fillable.

Cell Color Functionality Description
Locked cell, no data entry allowed. Data summarized and pulled from staff
No Color i . .
workbooks. For accessibility purposes, N/A appears in some of the white cells.
. Non-editable cell, no data entry allowed. Indicates subtotal or total
Light Orange
cells/amounts.
Fillabl Il, dat try all d. Enter dat ts rel t to the cat
el @ illa e‘ce , data entry allowed. Enter data/amounts relevant to the category
or cost item.
. Locked cells, no data entry allowed. For accessibility purposes, N/A appears in
Light Grey
each of these cells.

Requirements for Program Identification Form_Tab 1

e Certification signatures by the charter school administrator and the special education
director at the administrative unit of attendance are required. Signatures must be original.
The two-page form on tab 1 must be printed, signed with a hand-written signature, and
scanned as a PDF by both signature authorities and included with the application
submission.

Requirements for Staff Workbooks_Tabs 2, 3, and 4

e Enter only the last four digits of the social security number (SSN). The tuition cost
application is incomplete if the last four digits of the SSN are missing, or the SSN field is
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blank. Educator Licensing records are verified by staff SSNs.

e Staff CDE license information is required. Enter the CDE license information for each staff
employed in a job code requiring a CDE license. The CDE tuition cost administrator will
verify licensing records.

e FTE, base salary, and employee benefits amounts reported in the staff workbooks are
summarized by job code and displayed in the program costs forms.

Requirements for Calculation of a Tuition Cost Rate Form_Tab 9

e Enter the per pupil revenue (PPR) or universal pre-kindergarten (UPK) revenue received for
each student served in the special education program (row 9).

Application Submission to CDE’s Secure ESSU Data Management System (DMS)
e The administrative unit of attendance should upload in the original format the completed
Excel file for the tuition cost application forms to the ESSU Data Management System
(DMS), Fiscal Tab.

e NOTE: A PDF file of the two-page Program ID form on tab 1 that contains original hand-
written certification signatures by the charter school administrator and the special
education director at the administrative unit of attendance must be included with the
submission. Submit two PDF files if both signatures cannot be provided on the same page.

e Staff workbooks contain personally identifiable information (PIl) which must be protected.

e Email the tuition cost administrator, Lisa Schmit, at schmit |@cde.state.co.us once the
tuition cost application is uploaded to the DMS in Documents, Fiscal Tab. The DMS does
not have a notification feature. Failure to notify the CDE tuition cost administrator may
cause possible application processing delays.
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