
















































































































































PROPOSED SCHEDULE 

Proposed Schedule  PreK 

         Time                   Activity     Duration 

8:00- 8:15 Morning meeting     15 minutes 

8:15- 9:00 Morning Centers:  free choice     45 minutes 

9:00-  9:45 Literacy Workshop     45 minutes 

9:45- 10:00 Brain Break Time     15 minutes 

10:00- 10:45 Math Workshop      45 minutes 

10:45- 11:45 Enrichment 

(Creative arts, Music, Physical motor) 

     60 minutes 

11:45- 12:15 Lunch      30 minutes 

12:15-  1:15 Integrated project time(science inquiry or 

social studies) 

     60 minutes 

1:15- 1:30 Brain break time      15  minutes 

1:30 – 2:15 Afternoon Centers      45 minutes 

2:15- 3:00  Sensory Play activities      45 minutes 

3:00- 3:45  Social skill development time      45 minutes 

3:45- 4:00 Dismissal routines      15 minutes 

 Instructional Day for students    480 minutes 

       ( 8 hrs.) 

 

Proposed Schedule Grades K-4 

Time Activity Duration 

8:00 – 8:15 Morning Meeting 15 minutes 

8:15 – 9:45 Literacy Workshop 90 minutes 

9:45- 10:30 Enrichment 

(Visual Arts, Music, Computer, P.E/Health) 

45 minutes 

10:30-12:00 Math Workshop 90 minutes 

12:00—12:30 Lunch 30 minutes 

12:30-12:50 Recess 20 minutes 

12:50-2:05 Science Interdisciplinary Block 75 minutes 

2:05-2:45 Acceleration 40 minutes 

2:45: 4:00 Humanities Interdisciplinary Block 75 minutes 

 Instructional day for students  480 minutes 



(8hrs) 

 

 

Proposed Schedule Grades 5-8 

Time Activity Duration 

8:00 – 9:30 Humanities (Literacy and Social Studies) Block 90 minutes 

9:30 -10:45 Enrichment 

(Visual Arts, Music, Computer, PE/Health) 

75 minutes 

10:45-12:00 Acceleration 75 minutes 

12:00-12:30 Advisory 30 minutes 

12:30-1:00 Lunch 30 minutes 

1:00-2:30 Math Workshop 90  minutes 

2:30- 4:00 Science interdisciplinary block 90 minutes 

 Instructional day for students 480 minutes 

(8 hrs.) 

 



 

 It is our intent to offer a before and after school program for the families of Monarch 

Academy on a sliding scale.  Fees will be calculated according to prevailing guidelines. 

 

Before School Programming 

Time Activity Duration 

7:00- 7:30 Arrival/Preparation Activities: 

   Busy Hands station 

   Brain station 

  School day prep station 

  Current event station 

30 minutes 

7:30-7:45 Sensorcises 15 minutes 

7:45-8:00 Breakfast 15 minutes 

 

 

After School Programming  

 

Time Activity Duration 

4:00- 4:30 Project Adventure activities 30 minutes 

4:30 -4:45 Snack 15 minutes 

4:45- 5:15 Homework 30 minutes 

5:15- 6:00 Structured Enrichment 

( literacy and math based) 

45 minutes 

 

 



Principal 

Dean of Academics Dean of Student & 
Family Life 

Classroom 
Teachers 

 
Admin School 

Secretary 
 

Special Education 
Teachers 

Cultural Arts Teachers 

Related Services Staff 

IEP Coordinator 

TA After School 
Staff 

Guidance 
Counselor 

Parents & 
Volunteers 

Monarch Academy – DC Campus 
Board of Directors 

The Children’s Guild (operating  
company) President & CEO 

PTA 



Monarch Academy -  
DC Campus 

 
 

Accounting Procedures 



  

Monarch Academy Public Charter School 
Accounting Procedures 

Table of Contents 
 
 
Internal Control ........................................................................................................1 
Financial Management and Accounting Practices ...................................................1 

Budget ..........................................................................................................1 
Cash..............................................................................................................1 

Deposits............................................................................................2 
Petty Cash ........................................................................................2 
Disbursements ..................................................................................2 

Cash Advances to Employees for Business Purchases ........2 
Credit Card Usage and Vendor Accounts ............................3 
Travel and Expense Reimbursement ...................................4 
Mileage ................................................................................4 
Rental Cars ...........................................................................4 
Lodging ................................................................................4 
Meals ....................................................................................5 
Conference Registration Fees ..............................................5 
Telephone and Postage Expenses  .......................................6 
Expenses for Passports, Visas, and Travelers Checks .........6 
Air-Fare Policy ....................................................................6 

Contracts / Payment to Individuals for Services ..............................6 
Payroll ..............................................................................................6 
Bank Reconciliation .........................................................................7 

Fixed Assets .................................................................................................7 
Capitalization ...................................................................................7 
Depreciation .....................................................................................7 
Disposition .......................................................................................7 

Inventory Management ................................................................................8 
Fixed Assets (Including Equipment) ...............................................8 
Materials ..........................................................................................8 

Taxes ............................................................................................................9 
Loans ............................................................................................................9 
Insurance ......................................................................................................9 
Legal and Internal Revenue Service Matters ...............................................9 

Process to Track Financial Transactions ..................................................................9 
Reporting......................................................................................................9 
Payroll ..........................................................................................................9 
Disbursements ............................................................................................10 
Journal Entries ...........................................................................................10 
Bank Reconciliation ...................................................................................10 



February, 2011  Page 1 of 10  

Monarch Academy Public Charter School 
Accounting Procedures 

 
 
All financial transactions must be documented to properly account for all receipts and expenditures, and 
to fulfill the Monarch Academy’s fiduciary responsibilities to funding agencies.  The Monarch Academy 
Board of Directors sets policies insuring that the organization’s assets are protected and properly 
accounted for.  These policies and procedures apply to all Monarch Academy employees and extend to 
employees of the school operator where they are acting on the Monarch Academy’s behalf. 
 
The Monarch Academy will adhere to policies and practices dictated by generally accepted accounting 
principals (GAAP accounting), State or District of Columbia Educational Law, State or District of 
Columbia Regulations, and standards required by the State Financial Reporting Manual. 
 

I. Internal Control 
Monarch Academy has responsibility to design and implement a system of internal 
control that safeguards its assets, checks the accuracy and reliability of its accounting 
data, promotes operational efficiency, and encourages adherence to the prescribed 
managerial policies. 
 
The Board of Directors delegates the authority for developing internal control procedures 
to the management team of Monarch Academy.  The Board retains the authority to 
engage an auditing firm to perform an annual financial audit of the organization and to 
produce audited financial statements.  The Board retains the authority to authorize other 
audits to review activities not included within the scope of a financial audit. 

 
 

II. FINANCIAL MANAGEMENT AND ACCOUNTING PRACTICES 
 

A. Budget 
The budget is prepared annually.  The first draft is prepared by the school management 
team in cooperation with the school operator and is based on historical data, a 
conservative estimate of enrollment, and planned activities for the new year, including 
growth plans.  The completed budget is submitted to the Board of Directors for approval. 

 
B. Cash 
For the purpose of this accounting procedure, cash is defined as currency, coin, credit 
cards, and checks received for any program or purpose at Monarch Academy, regardless 
of the source of funding or the collected monies’ intended use.  
 
The duties of receipt, recording, and disbursement of cash are segregated for internal 
control purposes. 
 
Any Monarch Academy department or activity needing to collect cash for any reason 
must receive approval from the Administrative School Secretary before collecting any 
money.  The Administrative School Secretary will assure that appropriate controls are in 
place, including the segregation of access to cash from the responsibility of 
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recordkeeping. 
 

1. Deposits 
Monarch Academy deposits all revenue and other cash receipts in bank deposit 
accounts by the end of the day of receipt.  No school personnel or activity of the 
school is to open a bank account without prior written approval from the 
Chairman of the Board of Directors. 

 
2. Petty Cash 
The Monarch Academy maintains an imprest petty cash fund.  Cash may only be 
disbursed according to Petty Cash Disbursement procedures and is not to be 
disbursed in any other fashion. 
 
The purpose of petty cash is to permit the use of cash for occasional purchases of 
insignificant amounts when payment by check is impractical.  The fund is secured 
in the Administrative School Secretary’s (or his or her designee’s) office in a 
locked box.  The person receiving the cash and the person disbursing the cash 
must sign a petty cash voucher in ink.  The person receiving the cash must 
provide written authorization for reimbursement from the supervisor responsible 
for the area to which the expenditure will be charged, along with original receipts 
documenting the expenditure. 
 
In an emergency, petty cash may be advanced, on written approval from the 
supervisor responsible for the area to which the expenditure will be charged.  The 
person receiving the cash must return original receipts and any change to the 
Administrative School Secretary’s (or his or her designee’s) office within three 
business days of the advance. 
 
The petty cash fund will be reconciled and replenished at least monthly.  The 
Administrative School Secretary must reconcile petty cash and submit it to the 
Principal, who will authorize reimbursement. 

 
3. Disbursements 
Vendors providing goods and services to Monarch Academy must issue an 
invoice.  The Administrative School Secretary (or his or her designee) is 
responsible for assuring that the invoice is charged against the proper line item 
and funding source, and that the invoice is valid. 
 
All invoices and other requests for check disbursements must be original, not 
photocopies or faxes, to avoid duplicate payment, and must include original 
documentation verifying the legitimacy of the request, acknowledgement of 
receipt of the goods or services, and appropriate authorization by the supervisor 
responsible for the area to which the expenditure will be charged. 

 
a) Cash advances to employees for business purchases 
Petty cash and cash advances are the least favorable option for paying 
business expenses.  Vendor invoices are the most preferred, followed by 



Monarch Academy 
Accounting Procedures 

February, 2011  Page 3 of 10  

store accounts, employee reimbursement, and company credit cards, all 
with advance appropriate authorization. 
 
Monarch Academy may issue cash advances on occasion to facilitate 
making purchases that are not easily paid for using the other methods.  

 
b) Credit card usage and vendor accounts 
The primary use of credit cards is to purchase goods or services from 
vendors who will not accept a company check or agree to bill Monarch 
Academy.   
 
Vendor accounts facilitate purchasing and billing and may include 
discounts and other benefits.  The Monarch Academy management team 
should pursue setting up vendor accounts when it identifies vendors whom 
Monarch Academy expects to use more than once a year. 
 
Both the Principal and the Administrative School Secretary must authorize 
all credit card and vendor accounts. 

 
Monarch Academy credit and store credit cards are to be secured in a 
locked drawer or safe in the Administrative School Secretary’s office.  
Staff requests to purchase on credit must be accompanied by a completed 
expenditure request specifying the purpose of the purchase and the 
estimated dollar amount.  The completed request must include appropriate 
authorization. 
 
The staff member must sign the credit card log before receiving the card 
and again when it is returned.  Original receipt(s) for purchase(s) must be 
returned with the card.  If the receipt is not returned, the purchaser will be 
required to pay for the item(s) personally. 
 
Monarch Academy employees who are assigned a credit card which they 
will keep in their possession are required to sign an acknowledgment prior 
to receipt of the card.  This acknowledgement indicates that the card will 
be used solely for purchases for Monarch Academy. 
 
Gasoline, home improvement store, and grocery store receipts are to be 
turned in as expenses are incurred. 
 
Employees who maintain all-purpose credit cards (e.g., American Express, 
Visa) are required to complete an expense report for each month any item 
is charged to that account and to return the signed expense report, 
approved by her/his supervisor, together with all receipts and the credit 
card statement, to the Administrative School Secretary (or his or her 
designee) within seven (7) days of the statement's receipt by that 
employee.  A receipt is required for every charge. 
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c) Travel and Expense Reimbursement 
It is Monarch Academy’s policy to reimburse staff for travel and related 
expenses incurred while on school business, with advance approval.  
Employees will not be reimbursed for transportation, lodging, meal 
expenses, or any other expenses incurred by a spouse, child, or other 
person not essential to the business mission who accompanies the 
employee on an official business trip 

 
(1) Mileage 
Mileage incurred when using the employee’s personal vehicle 
while on travel status is reimbursable at the designated rate.  This 
rate also applies when traveling to and from the airport or train 
station or when otherwise incurred while conducting official 
business.  If not using a personal vehicle, employees shall use the 
mode of public transportation that results in the lowest logical cost 
and will be reimbursed the actual cost of the transportation. 

 
(2) Rental Cars 
Rental cars for employees will be provided while on travel status 
only when other means of transportation are unavailable, more 
costly, or impractical.  The lowest cost vehicle necessary to 
achieve the traveler's mission shall be reserved.  Upon approval, all 
car rental reservations shall be made with the goal of achieving the 
lowest cost possible to Monarch Academy.  

 
In addition to the cost of the rental, the employee shall be 
reimbursed for necessary and reasonable expenses incurred for the 
following items: 

(a) Gasoline, oil, and emergency repairs  
(b) Parking  
(c) Toll charges 

 
(3) Lodging 
Employees shall make all lodging reservations through the school 
operator’s Director of Organizational Learning.  Lodging will be 
made for the dates necessary for the business trip only.  Scheduling 
of additional nights for personal travel must be made separately by 
the employee and reserved with a separate means of payment. 

 
Reservations will be made at the least expensive available rate for 
reasonable accommodations based on single occupancy. 
 
(4) Meals 
Meal allowances for employees while in travel status are 
reimbursable at the standard rate.  When an employee is in travel 
status involving absence from home overnight, all meals are 
reimbursable. Reimbursement may not be made for the cost of 
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alcoholic beverages or specialty drinks. 
 

The cost of breakfast is reimbursable when an employee in travel 
status has to leave home on official business 1 hour or more before 
the beginning time of the employee's place of business.  The cost 
of dinner is reimbursable when an employee in travel status cannot 
get home within 2 hours after the employee's normal ending time.  
In both cases, the hours are in addition to the normal commuting 
time.   
 
In cases when an employee meets both of the conditions above and 
is in travel status for the entire day, but not overnight, the 
employee's lunch also is reimbursable.  

 
Except as provided above, an employee may not be reimbursed for 
the cost of lunch.  

 
If the registration fee for a conference, convention, seminar, or 
training meeting includes the cost of meals, Monarch Academy 
will pay the full registration fee which includes meals.  For this 
meeting, the employee may not request reimbursement for 
additional meals.  

 
Meal reimbursement above the standard limit is allowable for 
employees conducting business in high cost areas designated by 
the school operator’s Director of Organizational Learning.  
Employees shall be reimbursed for actual amounts based on 
receipts, not to exceed the high-cost-area limit per day for business 
conducted in the following cities or states: 

(a) New York City (30 mile radius) 
(b) California 
(c) Boston, MA (30 mile radius) 

 
(5) Conference Registration Fees 
When a registration fee is charged, participating employees shall 
register through the school operator’s Director of Organizational 
Learning or be reimbursed upon submission of a receipt.  Staff will 
be responsible for any and all late registration fees as well as other 
charges, including those for lodging or travel reservations, incurred 
as a direct result of a late submission of the Training Participation 
Request Form. 

 
(6) Telephone and Postage Expenses  
Telephone and postage expenses incurred in the performance of 
official duties are will be reimbursed by Monarch Academy – DC 
Campus.  
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(7) Expenses for Passports, Visas, and Travelers Checks 
If incurred as a result of the performance of the employee’s duties, 
fees for passports, visas, and traveler's checks are reimbursable 
upon submission of a receipt.  

 
(8) Air-Fare Policy  
Employees shall make all airline reservations through the school 
operator’s Director of Organizational Learning.  Travel plans will 
be made to utilize the lowest logical fares based on acceptable 
times, locations, conditions, and travel regulation.  The least 
expensive routing is to be used.  

 
Delays-in-route (not more than 2 hours) that result in materially 
lower costs are to be used.  Travelers may accept/request longer 
delays at their option.  

 
Promotional plans are not to be used when this results in obtaining 
less favorable fare rates.  

 
If the employee makes a special request when booking airline 
flights, any additional expenses incurred must be paid for by the 
employee at the time of the booking. 

 
4. Contracts / payment to individuals for services 
All payments to individuals for services are processed as payroll except for self-
employed contractors.  All payments to Monarch Academy employees for 
services to Monarch Academy (including other than their usual duties) must be 
paid through the payroll system. 

 
Payments to self-employed contractors may be issued only after receiving a 
completed W-9 Form.  The Administrative School Secretary (or his or her 
designee) is to make sure that such forms are on file before releasing payment. 

 
5. Payroll 
The Administrative School Secretary (or his or her designee) maintains personnel 
records.  When an employee is hired, the Administrative School Secretary (or his 
or her designee) provides the new hire with appropriate payroll forms.  These 
forms include, but are not limited to: 

a) Federal Form W-4 Employee’s Withholding Allowance Certificate 
b) Federal Form I-9 Employment Eligibility Verification 
c) District of Columbia withholding form 

 
Payment towards benefits such as health and disability insurance may be deducted 
from the participating employee’s wages.  Written authorization from the 
employee is mandatory for any amount to be withheld from his or her pay other 
than Federal Income Tax, FICA, Medicare, and District of Columbia Income Tax. 
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Time sheets are used to calculate payroll for each pay period.  Each employee is 
responsible for the completeness and accuracy of his or her time sheet.  Claiming 
payment for time not worked constitutes fraud and will result in disciplinary 
action up to and including termination of employment. 
 
Employees must sign in and out each day.  The Administrative School Secretary 
(or his or her designee) compares completed time sheets to the sign-in data to 
assure employees are paid accurately. 
 
Monarch Academy payroll is processed by the school operator. 

 
6. Bank Reconciliation 
A school operator employee approved by the Principal will reconcile all bank 
accounts to the financial records monthly, documenting the reconciliation in 
writing. 

 
C. Fixed Assets 

1. Capitalization 
All assets costing over $1,000 per unit and having a useful life of more than one 
year will be capitalized and will be recorded in the fixed asset system at cost.  
Any asset that does not meet these criteria, such as small tools and equipment, or 
repairs and maintenance, will be expensed. 
 
The cost basis of furniture and equipment assets will include all charges relating 
to the purchase, including the purchase price, freight charges, and installation if 
applicable. 
 
Leasehold improvements are to be capitalized if they relate to the renovation of 
existing space.  Expenditures incurred in connection with maintaining existing 
space in good working order will be expensed as a repair or routine maintenance. 

 
2. Depreciation 
Depreciation is calculated on a straight-line basis over the estimated useful lives 
of the respective assets.  Leasehold improvements are amortized over the 
remaining term of the lease or the estimated useful life, whichever shorter. 

 
3. Disposition 
Capital assets may be sold or traded in for new equipment.  An asset disposition 
form including description, serial number, and reason for disposition request must 
be approved by the Principal, after which the organization may advertise the 
property for sale.  Once the sale is complete, the asset disposal form will be 
submitted to the school operator, who will delete the item from the asset records 
and see that any gain or loss on the disposition is recorded. 
 
Nonfunctioning or obsolete property with no value will be reported to the 
Administrative School Secretary on the asset disposition form with a description, 
serial number, and condition.  The Administrative School Secretary will inspect 
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all nonfunctioning or obsolete property before it is removed from the department 
and discarded.  The asset will then be removed from the asset records by the 
school operator staff. 
 
Any asset that is missing or has been stolen will be reported in writing to the 
Principal immediately, with a copy to the Administrative School Secretary.  The 
description, serial number, and all other information regarding the lost item and 
its disappearance will be included in the report. 
 
The Administrative School Secretary will determine the proper course of action 
and will notify the school’s insurance carrier and any outside authorities as 
appropriate, and will follow through the school operator to with removing the 
item from asset records if it is not recovered. 

 
D. Inventory Management 

1. Fixed Assets (including equipment) 
Uniquely numbered inventory tags are affixed to each piece of equipment when 
Monarch Academy receives it by the Administrative School Secretary (or his or 
her designee). 
 
The school operator will maintain a detailed listing of each capital asset item 
along with depreciation records that include the inventory tag number, 
description, date of acquisition, vendor, cost basis, the source of funds used to 
purchase the asset, assigned department, depreciation method, asset life, and 
accumulated depreciation and net book value. 
 
The Administrative School Secretary (or his or her designee) is accountable for all 
equipment purchased with Monarch Academy funds and/or placed at Monarch 
Academy.   
 
Physical inventories are taken annually to verify the existence and location of 
each item of equipment, and these inventories are compared to the detailed fixed 
assets listing annually.  This inventory also identifies surplus or otherwise 
available equipment, which must be considered before purchasing equipment with 
sponsored funds.  At this time, the adequacy of insurance coverage in force will 
be assessed. 

 
2. Materials 
All materials are expensed at the time of purchase.  However, detailed records of 
books and other materials are maintained as required by COMAR.  These records 
include the source of funds used to purchase said materials.  Periodic physical 
inventories are taken to verify the accuracy of the detailed records. 

 
E. Taxes 
Monarch Academy has applied for tax-exempt status under section 501(c)(3) of the 
Internal Revenue Code.  The organization will also apply for exemption from District of 
Columbia Sales and Use Tax. 



Monarch Academy 
Accounting Procedures 

February, 2011  Page 9 of 10  

 
F. Loans 
All borrowing must be approved by the Board of Trustees.  Neither the principal, nor the 
Administrative School Secretary has the authority to borrow funds in the name of 
Monarch Academy, nor does any other employee. 

 
Monarch Academy does not make or guarantee loans to employees, Trustees or officers 
of the Corporation. 

 
G. Insurance 
The MADCC Treasurer will review all insurance coverage in force prior to renewal to 
determine if coverage is adequate.  Limits, types of coverage, and deductibles will be 
considered.  The Board Chairman will approve any changes. 
 
Insurance coverage required includes general liability, umbrella coverage, business and 
personal property, computer equipment, workers compensation (as required by law), 
personal injury liability, directors and officers liability, educators legal liability, fidelity 
bond. 

 
H. Legal and Internal Revenue Service matters 
It is the policy of the organization that all legal and internal revenue service matters and 
correspondence, whether verbal or written, shall be directed to the MADCC Treasurer 
immediately. 

 
 

III. PROCESS TO TRACK FINANCIAL TRANSACTIONS 
 

A. Reporting 
Financial reports comparing budgeted revenue and expenses to actual activity utilizing 
Budget and Actual Report format are prepared monthly and presented with explanation of 
significant variances to the Monarch Academy management team and to the Finance 
Committee of the Board of Directors at least quarterly and submitted to the Charter 
School Board as required. 

 
Financial records are audited annually by an independent certified public accountant and 
a complete set of audited financial statements is produced. 

 
B. Payroll 
Payroll is processed by the school operator.  Payroll expense will be recorded per the 
payroll journal received from the payroll system reports into the Monarch Academy 
general ledger. 

 
C. Disbursements 
Vendors providing goods and services to Monarch Academy must issue an invoice.  The 
Administrative School Secretary (or his or her designee) is responsible for assuring that 
the invoice is charged against the proper line item and funding source, and that the 
invoice is valid.  Disbursements are posted to the automated general ledger system as part 
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of the accounts payable process.  The accounts payable and general ledger systems are 
electronically integrated. 

 
D. Journal entries 
Journal entries are prepared by the Administrative School Secretary (or his or her 
designee), or the appropriate staff members of the school operator.  All journal entries 
include sufficient documentation and explanation and are signed by the preparer’s 
supervisor, indicating approval of the entry.  Journal entries are posted by the appropriate 
members of the school operator’s staff. 

 
E. Bank Reconciliation 
A qualified school operator employee approved by the Principal will reconcile all bank 
accounts to the financial records monthly, documenting the reconciliation in writing. 

 

























Procedure to Conduct Enrollment Lottery 

 

 In the event that an enrollment lottery is necessary, all parents will be notified of the 

date, time, and place of the drawing, and will be invited and encouraged to attend.  Each 

applicant will have an index card with his/her name and grade.  The cards for each grade 

level will be placed in a container and randomly drawn one card at a time by the principal 

until all cards are drawn.  As each card is drawn, it will be assigned a lottery number. As 

cards are pulled, they are assigned a number beginning at 1.  For example, students with 

lottery numbers 1-60 (at kindergarten) will be able to enroll.  The 61st student is the first 

student on the waiting list.  All cards will be drawn and assigned a lottery number and 

parents will be informed of the outcome. Parents who are not present at the lottery will be 

informed by us mail within 5 school days of the outcome of the lottery.  The outcome of the 

lottery and the official waitlist will be provided to the DC Charter School Authority upon 

request.  Wait lists will be maintained in the school office. 

 

If registrants who are selected for admission decide not to enroll at Monarch 

Academy - DC Campus the parents of the next child on the Wait List for that grade will be 

notified immediately. Monarch Academy will follow guidelines for new student enrollment, 

transfer of student records established by OSSE.   The parent has one of two options in how 

they would like to participate in the lottery.  Option "A": The family will be issued one card 

with all siblings names listed. During the lottery, if the family card is drawn all siblings listed 

will be placed in the appropriate grade(s), space permitting. If a grade is already full, the 

sibling will be placed on that grade’s Sibling Waiting List. Names on the Sibling Waiting List 

will take preference over names on the General Waiting List. The Sibling Preference Policy 

is dependent on available space and does not guarantee enrollment for each sibling. Option 

"B": Each sibling will have his/her own card. No sibling preference will be provided until 

the following school year. The waiting lists will be valid through the last day of school for 

students, with an annual lottery held each spring to develop new lists. A sibling is defined as 

a biological or legally adopted brother or sister, as well as step-brothers or step-sisters 

residing full-time in the same household. In order for siblings to be  considered for 

enrollment under the Sibling Preference Policy, the parent or guardian must complete and 

submit an application for each child they wish to enroll in the Monarch Academy and select 



either Option A or Option B for the lottery process. If separate applications are not received 

for each sibling, then they do not qualify for enrollment under the Sibling Preference Policy. 

If one child is already enrolled at the Monarch Academy and has siblings that become 

eligible to attend, the parent or guardian must complete and submit an application for each 

additional eligible child. Once the application(s) has been verified, siblings of current 

Monarch students will be placed in the appropriate grade, space permitting. If the grade is 

full, the sibling will be placed on that grade’s Sibling Waiting List. 
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Monarch Academy - DC Campus (MADCC) 
Job Description – Dean of Academics 

 
 
Role Description:   
The role of the dean of academics is to establish a culture consistent with the tenets of 
Transformation Education (TranZed) as a means of assuring the existence of a milieu 
that produces students who are prepared for high school by being able to think critically, 
problem solve creatively, be self disciplined, to learn how to learn and who understands 
that the goal of life is to serve a cause larger than one’s self.  This position serves as 
the chief academic officer for the school.  The dean of academics assists the principal in 
planning, development and implementation of all aspects of the TranZed school 
program.  S/he works alongside the principal and participates in all aspects of the 
TranZed school design including curriculum development, staff development, evaluation 
and program documentation and other administrative responsibilities as required by the 
school district. 
 
This position reports to the MADCC principal. 
 
 
Qualifications: 
 
A master’s degree with emphasis on supervision, educational administration, 
elementary or secondary school curriculum or a closely related field.  It is essential to 
have a minimum of five years of classroom teaching experience and successful 
completion of observation and analysis of teaching I and II.  Other combinations of 
applicable education, training, and experience which provide the knowledge, abilities 
and skills necessary to perform effectively in the position may be considered. 
 
The successful candidate will possess an understanding of and an appreciation for 
Expeditionary Learning.  It is required that this position meet OSSE’s certification 
requirements for Administrator I or elementary principal and supervisor. 
 
 
Job Responsibilities: 
 
 

1. Academic Performance 
a. Assist teachers with implementing project based learning. 
b. Participates in the development of compelling topics and learning targets 

that are aligned with the core curriculum. 
c. Support organizational structures and intervention levels for tiered 

instruction 
d. Lead curriculum development projects. 
e. Design internal writing benchmarks for assessing students writing. 
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f. Monitor instruction by daily learning walks and observations. 
g. Coach and model for staff the student assessment protocols. 
h. Model direct instruction techniques which are brain based. 
i. Assist in data analysis of MAP results, DC-CAS results and Presentations 

of Learning. 
j. Supervises teachers and teacher assistants and provides feedback for 

professional growth and instructional delivery. 
k. Assist principal with data collection of student achievement and monitors 

accountability plan. 
 

2. Staff Development 
a. Assist individual teachers and teacher teams in developing high quality 

learning projects (in depth, project-based investigations aligned with 
standards) as the primary way of organizing curriculum. 

b. Motivate teachers to continue to develop their content knowledge and 
instructional repertoire through modeling effective instructional practices in 
staff meetings, professional development sessions and crew meetings. 

c. Design an effective professional learning community. 
d. Organize staff development schedule and monitor effectiveness of 

professional development activities. 
 

3. School Culture 
a. The physical environment is linked to the desired learning experience.  
b. The physical environment meets the brain’s need for contrast, challenge 

and variety. 
c. The physical environment fosters integrated thinking, critical thinking, 

creative problem solving, connectedness to lifelong learning, portrays 
application to everyday living and emphasizes respect for nature and the 
importance of caring for the physical environment. 

d. The academic environment promotes and supports learning expeditions. 
e. The academic environment promotes and supports active pedagogy. 
f. The learning environment emphasizes character development of students 

and staff. 
g. The learning environment fosters a commitment to continuous quality 

improvement. 
h. The learning environment supports the development and expression of the 

arts. 
i. The learning environment is safe for students and staff. 
j. The learning environment promotes wellness and physical fitness of 

students and staff. 
k. The learning environment promotes a positive work ethic amongst 

students and staff. 
l. The learning environment reflects the values and beliefs of Transformation 

Education as expressed on its culture card. 
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4. Additional Duties 

a. Act as principal designee in the principal’s absence. 
b. Serves as parent/community liaison; point of contact for parent calls, and  

is responsible for resolving issues or referring parent to appropriate staff. 
c. Assists with student support center issues in the absence of the dean of 

students. 
d. Participates in suspension/appeal hearings as appropriate. 
e. Assist the principal in marketing the school to the community and meeting 

enrollment projections. 
f. Prepares written reports and correspondence. 
g. All other duties as assigned by the principal. 

. 
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Monarch Academy - DC Campus (MADCC) 
Job Description – Dean of Student & Family Life 

 
 
Role Description:   
The role of the dean of student and family life is to establish a culture consistent with the 
tenets of Transformation Education (TranZed) as a means of assuring the existence of 
a milieu that produces students who are prepared for high school by being able to think 
critically, problem solve creatively, be self disciplined, to learn how to learn and who 
understands that the goal of life is to serve a cause larger than one’s self.  The overall 
responsibility of the dean of student and family life is for the maintenance of a 
aforementioned  culture, emphasizing the values of caring contribution and 
commitment, and teaching the academic, work, and relationship skills necessary for a 
successful life.   
 
This responsibility is carried out through overseeing the teaching  of self discipline, 
engaging students in collaborative problem solving, supporting teachers with their 
morning meetings and advisory meetings in middle school, helping to link support 
services in the community to students, developing partnerships in the community that 
support students outside of school hours, working closely with the Parent Teacher 
Association, overseeing before and after school programming and activities, overseeing 
the peer mentoring and mediation programs, serving as liaison between the school and 
the student’s family and assisting the principal in his/her recruitment activities to grow 
and sustain enrollment at MADCC. 
 
This position reports to the MADCC principal. 
 
 
Qualifications: 
 
Minimum qualifications for the position are a masters degree in education, guidance and 
counseling, social work or a related field, five years of work experience at the masters 
level and appropriate certification for their profession. 
 
 
Job Responsibilities: 
 
 

1. School Culture 
a. The physical environment is linked to the desired learning experience.  
b. The physical environment meets the brain’s need for contrast, challenge 

and variety. 
c. The physical environment fosters integrated thinking, critical thinking, 

creative problem solving, connectedness to lifelong learning, portrays 
application to everyday living and emphasizes respect for nature and the 
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importance of caring for the physical environment. 
d. The academic environment promotes and supports learning expeditions. 
e. The academic environment promotes and supports active pedagogy. 
f. The learning environment emphasizes character development of students 

and staff. 
g. The learning environment fosters a commitment to continuous quality 

improvement. 
h. The learning environment supports the development and expression of the 

arts. 
i. The learning environment is safe for students and staff. 
j. The learning environment promotes wellness and physical fitness of 

students and staff. 
k. The learning environment promotes a positive work ethic amongst 

students and staff. 
l. The learning environment reflects the values and beliefs of Transformation 

Education as expressed on its culture card. 
 

 
2. Student Support Services 

a. Identifies appropriate student behavior motivation strategies and develops 
individual behavior plans. 

b. Serves as parent/community liaison, point of contact for parent calls, and 
is responsible for resolving issues or referring parents to appropriate staff. 

c. Participates in suspension/appeal hearings as appropriate. 
d. Monitors student behavior data through accountability systems and takes 

proactive steps to manage behavior harmful to the student or the learning 
environment. 

e. Oversee the peer mediation program. 
f. Coordinate, design and implement parental involvement activities tied to 

the Transformation Education approach. 
g. Manage the Student Support Center, health and wellness programs, 

extracurricular activities, and volunteers. 
h. Coordinates transportation systems and food services. 
i. Plan and manages school wide and grade level community meetings. 
j. Assists with the development of service learning and community 

partnerships. 
 

3. Additional Duties 
a. Assist the principal in marketing the school to the community and meeting   

enrollment projections. 
b. Participate fully and actively in community service activities with students. 

                c.   Prepares written reports and correspondence. 
                d.   Assumes the responsibility for operation of the school in the principal’s    
                      absence. 
                e.   Carries out all other additional duties assigned by the principal. 



Monarch Academy - DC Campus (MADCC) 
Job Description - Principal 

 
 
Role Description:   
The role of the principal is to establish a culture consistent with the tenets of 
Transformation Education (TranZed) as a means of assuring the existence of a milieu 
that produces students who are prepared for high school by being able to think critically, 
problem solve creatively, be self disciplined, to learn how to learn and who understands 
that the goal of life is to serve a cause larger than one’s self. The principal also serves 
as the school’s chief academic officer and instructional leader.  The principal serves at 
the pleasure of the MADCC’s board and reports to the President & CEO/designee of the 
operating company through which the Board contracts with to oversee the work of the 
principal. All school employees report to the principal and the principal serves as the 
liaison between the school employees and the President & CEO/designee of the 
operating company.  The principal is responsible for assuring the enrollment of the 
school meets budget objectives.  This position also receives ongoing training, 
consultation and supervision from the school operator’s executive director of education.  
 
Qualifications: 
 
A Master's Degree from an accredited college or university, certification that meets the 
regulatory requirements of OSSE and five (5) years of teaching experience.  It is 
essential that the principal possess a philosophy that is consistent with the 
Transformation Education and Project Based Learning approaches and the talent to 
manage and develop the staff. 
 
Job Responsibilities: 
 

1. School Management 
a.   Establishes a school culture that is consistent with the tenets of 

Transformation Education. 
b. Serves as the liaison between the school employees and the operating 

company’s President & CEO. 
c. Works in cooperation with the MADCC board of directors and keeps them 

informed of the school’s operation. 
d. Develops, oversees, and manages the school’s budget in accordance with 

the guidelines established by the MADCC board of directors. 
e. Responsible for hiring, disciplining, evaluating and terminating all 

employees. 
f. Directly supervises the Dean of Student and Family Life, the Dean of 

Academics, the related service staff, the cultural art teachers, and the 
special education staff.  

g. Promotes and markets the school to the community to ensure full 
enrollment. 

h. Meets weekly with the CEO/designee of the school operator to assure 



work in compliance with TranZed model, and the charter is being followed 
and that the management contract is carried out in an effective and 
efficient manner. 

 
2.    Instructional Leadership 

a. Designs, implements and administers student programs and school 
services, appropriate to the needs of those enrolled and consistent with 
the values and teaching styles of the TranZed school model. 

b. Develops systems of scheduling to accommodate the TranZed school 
model.  

c. Employs a range of effective instructional practices (active pedagogy) to 
require active student participation and thinking and give students the 
support they need to complete high quality work and meet standards.  

d. Conduct daily walk-through to monitor classroom management, lesson 
plans to ensure that instruction is paced well, encourages all students to 
think, engages all students in productive work; and gather instructional 
data on: the deployment of the UDL principles, active pedagogy practices, 
integrated instruction, the use of brain based strategies and use of the 
physical environment to maintain a TranZed culture and to create a 
context for learning.   

e. Monitor assessment criteria to ensure it is aligned with curriculum 
standards and connected to Passage Portfolios and Presentations of 
Learning. 

f.    Articulate learning targets aligned with state and/or district standards, 
collect data about student progress toward those targets and use that data 
to shape instruction, give students descriptive feedback and appropriately 
assign grades.  

g. Hold students accountable to school wide behavioral expectations 
designed by the staff in alignment with the PBIS system and the behavior 
motivation program.  

h. Consistently implement school-wide student accountability systems and 
other agreements made with the staff and school leadership.  

i. Participate fully in student led conferences.  
j. Ensure students and families are provided a clear and instructive 

information about student progress.  
 

3. School Culture 
a. The physical environment is linked to the desired learning experience.  
b. The physical environment meets the brain’s need for contrast, challenge 

and variety. 
c. The physical environment fosters integrated thinking, critical thinking, 

creative problem solving, connectedness to lifelong learning, portrays 
application to everyday living and emphasizes respect for nature and the 
importance of caring for the physical environment. 

d. The academic environment promotes and supports learning expeditions. 
e. The academic environment promotes and supports active pedagogy. 



f. The learning environment emphasizes character development of students 
and staff. 

g. The learning environment fosters a commitment to continuous quality 
improvement. 

h. The learning environment supports the development and expression of the 
arts. 

i. The learning environment is safe for students and staff. 
j. The learning environment promotes wellness and physical fitness of 

students and staff. 
k. The learning environment promotes a positive work ethic amongst 

students and staff. 
l. The learning environment reflects the values and beliefs of Transformation 

Education as expressed on its culture card. 
 
 

4.   Systems integration 
a.   Create systems to support integrated curriculum  
b.   Assure that current educational innovations and technology are being 

implemented i.e.  success maker, integrated curriculum, portfolios etc.  
c.   Coordinate and oversee the implementation of the mental health support  

services. 
d.   Oversight of the use and appearance of the Kiosks 
e.   Assure data collection systems are in place for PBIS and that the staff is 

using the data to improve existing practices. 
f. Develop a School Improvement Plan that integrates the core practices of 

TranZed with district learning goals and objectives. 
 

5. Regulatory Compliance and Audit 
a.  Oversight of all compliance issues related to educational activities.  
b. Working knowledge of OSSE’s regulations and federal law relating to 94-

142 and I.D.E.A. 
c.   Assure all testing and assessment is completed in a timely  and compliant 

manner. 
d.   Provide trainings to staff as needed. 
e.  Review and revise as needed MADCC student and parent handbooks, 

policies and practices.  
f.  Quality Improvement reports are accurate and submitted to the school 

operator’s Vice President of Organizational Learning and the board of 
directors. 

g.   Report cards and IEP’s are randomly reviewed on a quarterly basis. 
h. Program environment reflects the MADCC.’s designated approach of 

Transformation Education. 



 
6.       Additional Duties 

a. All other duties assigned by the school operator’s President & 
CEO/designee. 

b. Participate in all required staff development related to Transformation 
Education and instructional approaches selected by the school operator 
as benefiting the academic rigor of the school. 

c. Participate in all staff development required by the Charter contract. 
 

 
 
 
 
 

























MISSION ACCOMPLISHMENT PLAN 

1 
 

Academic 
Performance 

Goals 

Performance 
Indicators 

Assessment Tools Baseline Data Annual Target Five-Year Target Strategies for 
Attainment 

 
 

Students will 
demonstrate 
mastery of 
the basic skills 
and content 
knowledge 
necessary for 
success in 
high school.  
 

 

By the end of 
2012 - 2013, 75% 
of the students at 
Monarch 
Academy in each 
NCLB student 
subgroup by the 
end of grade 2 will 
read at or above 
the 4th stanine on 
the reading total 
scores as 
measured by 
nationally normed 
assessment 
By the end of 
20013-2014 
school year, all 
students in each 
NCLB student 
group will 
perform at the 
proficient or 
advanced level of 
achievement on 
the District  
Assessments.  

As part of 
Monarch 
Academy’s 
achievement plan, 
students will be 
assessed three 
times a year using 
the (MAPS) 
growth reports to 
determine 
benchmarks for 
reading, language, 
math and science.  
Tier II and Tier III 
Intervention 
services will be 
created to 
enhance student 
mastery of 
learning 
DIBELS and 
student portfolios 
will be part of the 
comprehensive 
assessment 
package.   

Baseline data 
from previous DC- 
CAS results will be 
used to determine 
student strengths 
and weaknesses. 
Fall MAPS 
assessment 
provides 
additional 
baseline data for 
PreK- 8 
Teacher and 
student involved 
assessment tools. 
DIBELS for Prek-K 

95% of eligible 
students 
participating in 
DC-CAS 
Students in each 
grade and each 
disaggregated 
subgroup meet 
AYP goal of 
proficient or 
above in reading 
and in writing. In 
the first year, the 
target will be 
50% of each 
grade level 

60% of 3rd 
graders 
who have 
attended 
the school for at 
least 2 years will 
achieve 
proficiency 
on DC-CAS 
Reading/Math. 
70% of students 
who have 
attended 
the school for at 
least 2 years will 
be at grade level 
on school reading 
assessments. 
Each subgroup 
make significant 
gains toward its 
AYP goal. 

Students will be 
engaged in 60- 90 
minutes of 
literacy and math 
inquiry workshop 
instruction.   
Interdisciplinary 
project themes 
Students will use 
print rich 
materials and 
demonstrate 
research inquiry 
skills  for the 
compelling topics. 
 
Students will use 
manipulatives, 
technology, 
and problem-
solving 
techniques to 
explore a wide 
range of 
mathematical 
concepts, within a 
variety of 
learning styles. 
Students will 
participate in 
‘real-life’ 
mathematical 
situations. 



MISSION ACCOMPLISHMENT PLAN 
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Students will 
demonstrate the 
ability to apply 
knowledge and 
skills when 
solving 
complex real 
world problems 
 

Indicators:   By the 
end of 2013-2014, 
50% of all 
Monarch 
Academy students 
in each NCLB 
student subgroup 
in grades 3-8 will 
perform at the 
Advanced level on  
Reading and Math 
District 
Assessments 
 

As part of the 
achievement plan, 
each student will 
develop passage 
portfolios at grade 
3, 5, 8 which 
demonstrate that 
the student has 
met or exceeded 
grade level 
learning targets in 
each core area 

Teacher designed 
rubrics- 
measuring quality 
products from  
each of projects 
Learning Target 
tracking tools 
demonstrate 
student prior 
knowledge and 
progress towards 
mastery.   

Students will 
engage in inquiry 
of the compelling 
topics and 
develop high 
quality products. 
 
Students will 
engage in this 
research through 
both individual 
and small group 
work. 

Students who 
have been 
enrolled for at 
least two years,  
will demonstrate 
high quality 
presentations of 
learning. 
 
Students in grades 
3 will create 
passage portfolio 
that demonstrate 
100% mastery of 
concepts toward 
promotion 

Student engage in 
researching a 
compelling topic 
of a community 
problem.  
Students  will 
work with experts 
and participate in 
field work to 
gather data about 
the topic. 
Students will 
demonstrate their 
mastery of 
concepts through 
the culminating 
product. 

 
Students will 
demonstrate the 
ability to 
effectively utilize 
technology, 
teamwork 
and leadership 
skills to reach 
individual and 
group goals 
 

By the end of 
2015-16, 100% of 
all eighth grade 
students will be 
technology 
literate as 
outlined by the 
Technology 
Literacy Standards 
for students 

Checklist of 
technology 
literacy skills 
completed for 
each child 
 
Service learning 
requirements. 

Class breakdown 
report of 
technology skills  
Student 
evaluation of 
work habits as 
outlined in 
Monarch 
Academy core 
values of caring, 
contribution and 
commitment. will 
also be used to 
measure progress 
toward individual 
and group goals 
 
 
 

Students will 
participate in two 
project based 
units per first year 
Students will use 
technology tools 
including SMART 
boards, document 
cameras, 
netbooks for field 
work activities.   

Students enrolled 
at least two years 
will have created  
high quality 
products which 
incorporate at 
least one or more 
technology tools  

Students will use a 
variety of 
technology tools,  
during their field 
work 
 
Students will 
participate in 
service learning as 
part of their 
integrated 
project. 
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Students will 
demonstrate 
regular school 
attendance.  
 

By the end of 
2012-2013,  90% 
of Monarch’ 
students will 
demonstrate 
regular  
school attendance 
as evidenced by 
AYP reporting 
standards 
 
 
 
 
 
 
 
 

Attendance 
tracking system 
 
Truancy rate data 
 
Monthly 
attendance data 

Survey tools from 
check and connect 
system 
Review of 
attendance 
records 
 
Check and  
Connect record 
keeping. 

Students will 
demonstrate 
regular 
attendance  with 
10  or less 
absences per 
year. 

90% of Monarch 
students will 
maintain regular 
attendance with 
10 or less 
absences per 
year. 

Students will be 
engaged as active 
learners in the 
learning process, 
participate in 
extra curricular 
activities to 
connect with the 
school 
community.  
Students will 
participate in 
service learning 
projects aligned 
with the 
integrated 
themes. 

Monarch 
Academy will 
demonstrate 
sound fiscal 
management by 
meeting or 
exceeding its 
budget                     
projections 

The board will 
keep financial 
records in a 
timely fashion. 
School 
enrollment 
will be high, and 
the school will 
have a wait list. 
independent audit 
will indicate 
sound financial 
practices and no 
significant 
findings. 

Monthly financial 
statements and 
meeting with 
principal 
Quarterly reports 
to Board. 
 
Board meeting 
records. 
Annual audit 
records. 
Enrollment data 
and projected 
data. 
Waitlist record 

Financial 
records from 
audit in 
2012-2013 
Monthly 
balance 
sheets showing 
positive balance. 

Quarterly reports 
on finances to 
the Board will be 
up-to-date. 
Annual audit will 
have no findings 
and will indicate 
positive fiscal 
outlook. 
Student 
enrollment will 
be within 10% or 
less of target. 

All quarterly 
reports on 
finances to the 
Board will be up-
to date for every 
year. 
All annual audits 
will have no 
findings and will 
indicate positive 
fiscal outlook. 
Student 
enrollment 
will be within 5% 
or 
less of target 
every 
year. 

The principal of 
school will work 
with the school 
operator to 
ensure 
sound fiscal 
practices are in 
place before 
school opens. 
Conservative 
financial 
estimations are 
utilized. 
Training for all 
staff involved 
in financial record 
keeping. 



MISSION ACCOMPLISHMENT PLAN 
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    Monarch 
Academy will 
recruit and retain 
the staff 
necessary to 
demonstrate 
100% compliance 
with NCLB 
requirement of 
“highly qualified 

100%  of 
Monarch’s 
teaching staff will 
be “highly 
qualified prior to 
opening. 

Highly qualified 
data 
Transcript review 
by HR department 
prior to selection 

Highly qualified 
licensure 
requirements. 

Monarch 
interview team 
will recruit and 
select content 
teachers who are 
highly qualified. 

 All Teachers will 
maintain highly 
qualified status 
for all content 
areas 

School operator 
HR department 
will participate in 
job fairs, 
recruiting trips to 
college campuses, 
and develop 
marking strategies 
to recruit teachers 
meeting DC 
licensure 
requirements. 

  Monarch 
Academy will 
demonstrate 
100% compliance 
with the charter 
school agreement 
and OSSE 
regulations and 
accountability 
expectations. 

By end of first 
year,  Monarch 
will implement 
three tracking 
systems for 
monitoring 
residency, 
ensuring special 
education 
services, and 
determining  
attendance rates. 

Internal 
compliance audits 
conducted by 
school operator 
twice a year. 
Monthly review of 
special education 
service hours. 
School leadership 
review of 
attendance date 
quarterly.   
On site reviews 

Student residency 
audit prior to 
school opening. 
Compilation of  
related service 
hours. 
Initial family 
contact 
during admissions 
mtgs. or home 
visits. 

At end of first 
year,  Monarch 
will be 100% in 
compliance with 
student residency 
requirements. 
Students receiving 
special education 
will not be in  
need of any 
compensatory 
services  
 

All students at 
Monarch will be 
maintain the DC 
residency  
requirements. 
 All Special 
education 
students will 
receive their 
required IEP 
services. 

School leadership 
team will monitor 
residency 
paperwork within 
the first thirty 
days of school.  
School leadership 
will monitor 
related services 
bimonthly. 
School leadership 
will monitor 
attendance data 
monthly. 
School operator in 
conjunction with 
principal will 
develop any 
corrective action 
plan for 
deficiencies in 
compliance areas. 

 



CAPITAL BUDGET - Year One
Monarch Academy DC Campus

Direct Student Capital Assets
Library Furnature and Fixtures 7,500               
81 NetBooks 28,438             
15 SmartBoards (board, projector, installation) 60,000             
Classroom Furnishings- students 81,250             
Classroom Furnishings- teachers 12,500             

Totals Direct Student Capital Assets 189,688           *

Renovations/Leasehold Improvements

We have budgeted $20 per sq ft to cover all of the building costs asspciated 
with the Charter School. These funds may be paid as rent, as debt service on 
borrings used to pay for building purchase and improvements or as rent and 
debt service on debt used to pay for leasehold improvements. The Children's 

Guild will work with all available resources to find the best building solution. Our 
experience creating other shcool environments tells us that if we choose to 

convert a non- school building into a school the costs on average break out as 
follows.

per sq ft.
Labor and Supervision 1.63                 
Clean-Up 0.14                 
Waste Removal 0.34                 
Tools and Equip 0.12                 
Demolition 1.51                 
Paving 0.06                 
Concrete 0.73                 
Ramps 0.67                 
Masonry 0.51                 
Lintels 0.01                 
Woodwork 0.04                 
Roof 1.02                 
Internal Doors 1.98                 
External Doors 0.04                 
Drywall & Ceilings 11.51               
Paint 1.81                 
Flooring 2.10                 
Bathroom work 1.16                 
Specialties 0.35                 
Millwork 0.66                 
Sprinklers 2.10                 
HVAC 14.66               
Plumbing 5.26                 
Electric 7.98                 
Steel Work 0.57                 
Caramic Tile 0.25                 
Construction Fee 4.60                 

Total Renovations/Leasehold Improvements 62                    

Office Furnishings and Equipment

furnature and equipment fir Principal, deans and clerical staff 8,500               
Telephone installation (system donated) 8,000               

Total Office Furnishings and Equipment 16,500             *

* included in cluded in  Two-Year Operating Budget Worksheet Year One

TOTALS 

Direct Student Capital Assets 189,688           
 
Renovations/Leasehold Improvements 62                    
 
Office Furnishings and Equipment 16,500             
 
 

Totals All Sites 206,250           

 TO
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Sources of Funding Amount Specific Source

  Start-Up Grant Do not anticipate that opening school 
will depend on start up grant

  Fundraising Do not anticipate that opening school 
will depend on fundraising

  Lines of Credit $274,325.00
The Children's Guild Line of Credit- 
$1,000,000 capacity, 6% interest rate 
see document

  Loans None
  Other
Total Funding $274,325.00
Expenditures Amount Assumptions                                                     

Legal Fees 10,000 Create Corporation, file for 501c3 
status

Accounting and Consultation 
Fees 5,000

Consultant to help set up chart of 
accounts and new entity in not for 
profit accountinf software

Fundraising Fees Do not anticipate that opening school 
will depend on fundraising

Marketing (including postage, 
printing) 60,000 Contract with PR Firm

Recruitment-Students 5,000 special advertising and events
Recruitment-Staff 5,000 help wanted advertising
Curriculum Development Children's Guild in kind donation
Staff/Board Development 88,900 Staff Training- EL and UDO contracts

Staff Stipends 93,425 Principal (6 months) w fringes + 
secretarial support

Equipment and Supplies 2,000 Office and Computer supplies
Information Technology 3,000 Laptops, printers for Principal and recruiter

Rent Children's Guild in kind donation

Capital

Assume Incubator site will not require 
capital work. Use of furnature for 
Principal and secretary in kind 
donation from Children's Guild

Utilities Children's Guild in kind donation
Telephone/Fax Children's Guild in kind donation
Travel 2,000 Local Travel
Other 

Pre-Operational Public Charter Schools Operating Budget 



Total Expenditures $274,325.00



Monthly Cash Flow Projection

DESCRIPTION Pre- Month 1 Month 2 Month 3 Month 4 Month 5 Month 6 Month 7 Month 8 Month 9 Month 10 Month 11 Month 12 Total
Opening July August Sept Oct Nov Dec Jan Feb March April May June

1. Cash on Hand (start of month) $0 ($0) 751,377$   558,042$   205,968$       911,591$       486,983$   130,709$       836,332$   480,058$   55,450$         761,073$   387,248$   

2. Cash receipts
Per Pupil Charter Payments 1,139,232$    1,139,232$    1,139,232$    1,139,232$    4,556,928$    
Federal Entitlements
Grants and Donations 21,630$     21,630$         21,630$         21,630$     21,630$         21,630$     21,630$     21,630$         21,630$     21,630$     216,304$       
Activities Fees
Other Income (line of Credit borrowing) 274,325$     3,817$       3,817$           3,817$           3,817$       3,817$           3,817$       3,817$       3,817$           3,817$       3,817$       38,171$         

3. Total Receipts 274,325$     1,139,232$    -$               25,448$     1,164,680$    25,448$         25,448$     1,164,680$    25,448$     25,448$     1,164,680$    25,448$     25,448$     4,811,403$    
4. Total Cash Available 274,325$     1,139,232$    751,377$   583,490$   1,370,648$    937,039$       512,431$   1,295,389$    861,779$   505,505$   1,220,129$    786,520$   412,696$   4,811,403$    

5. Expenses
Personnel Salaries and Benefits

Principal/Executive Salary 55,760$       24,887$         24,887$     24,887$     24,887$         24,887$         24,887$     24,887$         24,887$     24,887$     24,887$         24,887$     24,887$     298,643$       
Teachers Salaries 123,739$   123,739$       123,739$       123,739$   123,739$       123,739$   123,739$   123,739$       123,739$   123,739$   1,237,392$    
Teacher Aides/Assistance Salaries 27,846$     27,846$         27,846$         27,846$     27,846$         27,846$     27,846$     27,846$         27,846$     27,846$     278,460$       

Other Education Professionals Salaries 5,156$       5,156$           5,156$           5,156$       5,156$           5,156$       5,156$       5,156$           5,156$       5,156$       51,558$         
Clerical Salaries 20,818$       6,939$           6,939$       6,939$       6,939$           6,939$           6,939$       6,939$           6,939$       6,939$       6,939$           6,939$       6,939$       83,268$         
Custodial Salaries 4,320$       4,320$           4,320$           4,320$       4,320$           4,320$       4,320$       4,320$           4,320$       4,320$       43,200$         
Other Staff Salaries 13,077$     13,077$         13,077$         13,077$     13,077$         13,077$     13,077$     13,077$         13,077$     13,077$     130,773$       
Employee Benefits 16,847$       7,002$           7,002$       42,435$     42,435$         42,435$         42,435$     42,435$         42,435$     42,435$     42,435$         42,435$     42,436$     438,355$       
Staff Development Costs 88,900$       68,333$         68,333$         68,333$     205,000$       

Direct Student Costs
Textbooks 12,188$         12,188$     24,375$         
Student Supplies and Materials 16,250$         16,250$     32,500$         
Library and Media Center Materials 7,500$           7,500$       15,000$         
Computers and Materials 3,000$      16,769$         16,769$     33,538$         
Other Instructional Equipment 5,000$           5,000$       5,000$       5,000$           5,000$           5,000$       5,000$           5,000$       5,000$       5,000$           5,000$       5,000$       60,000$         
Classroom Furnishings and Supplies 7,813$           7,813$       7,813$       7,813$           7,813$           7,813$       7,813$           7,813$       7,813$       7,813$           7,813$       7,813$       93,750$         
Student Assessment Materials 4,875$       4,875$           
Contracted Instructional/Student 
Services 8,249$       8,249$           8,249$           8,249$       8,249$           8,249$       8,249$       8,249$           8,249$       8,249$       82,493$         
Miscellaneous Student Costs 6,500$       6,500$           6,500$           6,500$       6,500$           6,500$       6,500$       6,500$           6,500$       6,500$       65,000$         

DESCRIPTION Pre- Month 1 Month 2 Month 3 Month 4 Month 5 Month 6 Month 7 Month 8 Month 9 Month 10 Month 11 Month 12 Total
Opening July August Sept Oct Nov Dec Jan Feb March April May June

Office Expenses
Office Supplies and Materials 2,000$         667$              667$          667$          667$              667$              667$          667$              667$          667$          667$              667$          667$          8,000$           
Office Equipment Rental and 
Maintenance 708$              708$          708$          708$              708$              708$          708$              708$          708$          708$              708$          708$          8,500$           
Telephone/Telecommunications 8,000$           1,091$       1,091$       1,091$           1,091$           1,091$       1,091$           1,091$       1,091$       1,091$           1,091$       1,091$       20,000$         

Legal, Accounting and Payroll Services 15,000$       7,500$           13,423$     20,923$         
Printing and Copying 5,250$           477$          477$          477$              477$              477$          477$              477$          477$          477$              477$          477$          10,500$         
Postage and Shipping 625$              625$          625$          625$              625$              625$          625$              625$          625$          625$              625$          625$          7,500$           
Other 1,242$           1,242$       1,242$       1,242$           1,242$           1,242$       1,242$           1,242$       1,242$       1,242$           1,242$       1,242$       14,900$         

Occupancy Expenses
Rent 100,000$       45,455$     45,455$     45,455$         45,455$         45,455$     45,455$         45,455$     45,455$     45,455$         45,455$     45,455$     600,000$       
Mortgage Interest Payments -$                  
Maintenance and Repairs 1,873$           1,873$       1,873$       1,873$           1,873$           1,873$       1,873$           1,873$       1,873$       1,873$           1,873$       1,873$       22,480$         
Utilities 6,300$           6,300$       6,300$       10,500$         10,500$         10,500$     10,500$         10,500$     10,500$     10,500$         6,300$       6,300$       105,000$       
Janitorial Supplies 2,083$           2,083$       2,083$       2,083$           2,083$           2,083$       2,083$           2,083$       2,083$       2,083$           2,083$       2,083$       25,000$         
Equipment Rental and Maintenance 967$              967$          967$          967$              967$              967$          967$              967$          967$          967$              967$          967$          11,602$         
Contracted Building Services 4,000$       4,000$           4,000$           4,000$       4,000$           4,000$       4,000$       4,000$           4,000$       4,000$       40,000$         

General Expenses
Insurance 1,250$           1,250$       1,250$       1,250$           1,250$           1,250$       1,250$           1,250$       1,250$       1,250$           1,250$       1,250$       15,000$         
Interest Expense 1,375$           1,375$       1,375$       1,375$           1,375$           1,375$       1,375$           1,375$       1,375$       1,375$           1,375$       1,375$       16,500$         
Transportation 20,000$     8,000$       8,000$           8,000$           8,000$       8,000$           8,000$       8,000$       8,000$           8,000$       8,000$       100,000$       
Food Service 25,448$     25,448$         25,448$         25,448$     25,448$         25,448$     25,448$     25,448$         25,448$     25,448$     254,475$       
Administration Fee 77,335$         77,335$         77,335$         77,335$         309,339$       
Other General Expense 72,000$    21,750$     21,750$     43,500$         

6. Total Expenses 274,325$     387,855$       193,335$   377,522$   459,057$       450,055$       381,722$   459,057$       381,722$   450,055$   459,057$       399,272$   412,695$   4,811,403$    



Monthly Cash Flow Projection

7. Fund Balance (end of month) (0)$               751,377$       558,042$   205,968$   911,591$       486,983$       130,709$   836,332$       480,058$   55,450$     761,073$       387,248$   0$              0$                  



Two-Year Operating Budget Worksheet: Year TWO

Column A Column B Column C Column D

REVENUES

501(c)3           
School Applicant

Education 
Management 
Organization

Total Revenues 
by Funding 

Source

Expenditures as a 
Percent of Total 
Public Funding

1 Per Pupil Charter Payments 7,181,983 7,181,983
2 Per Pupil Facilities Allowance 1,992,000 1,992,000
3 Federal Entitlements
4 Other Government Funding/Grants

      Free and Reduced Lunch Program 455,183 455,183
5 Total Public Funding 9,629,166 9,629,166
6 Private Grants and Donations
7 Activity Fees
8 Loans
9 Other Income (please describe in footnote) 80,326 80,326

10 Total Non-Public Funding 80,326 80,326
11 EMO Management Fee (= line 73, col. G) 574,559 574,559
12
13
14 TOTAL REVENUES $9,709,493 $574,559 $10,203,725

EXPENSES

501(c)3           
School Applicant

Education 
Management 
Organization

Combined Total
Expenditures as a 
Percent of Total 
Public Funding

Personnel Salaries and Benefits
15 Principal/Executive Salary 491,148 491,148 5.10%
16 Teachers Salaries 2,549,040 2,549,040 26.47%
17 Teacher Aides/Assistance Salaries 507,780 507,780 5.27%
18 Other Education Professionals Salaries 106,210 106,210 1.10%
19 Business/Operations Salaries 265,859 265,859 2.76%
20 Clerical Salaries 128,649 128,649 1.34%
21 Custodial Salaries 88,992 88,992 0.92%
22 Other Staff Salaries 269,403 269,403 2.80%
23 Employee Benefits 851,800 60,244 912,044 9.47%
24 Contracted Staff 
25 Staff Development Costs 250,000 250,000 2.60%
26
27 Subtotal: Personnel Costs $5,243,022 $326,103 $5,569,125 57.84%
28
29 Direct Student Costs
30 Textbooks 25,425 25,425 0.26%
31 Student Supplies and Materials 132,800 132,800 1.38%
32 Library and Media Center Materials 30,000 30,000 0.31%
33 Computers and Materials 215,334 215,334 2.24%
34 Other Instructional Equipment 60,000 60,000 0.62%
35 Classroom Furnishings and Supplies 97,250 97,250 1.01%
36 Student Assessment Materials 9,960 9,960 0.10%
37 Contracted Student Services 169,936 169,936 1.76%
38 Miscellaneous Student Costs 132,800 132,800 1.38%
39
40 Subtotal: Direct Student Costs $873,505 $0 $873,505 9.07%
41
42 Occupancy Expenses
43 Rent 1,300,000 135,200 1,435,200 14.90%
44 Mortgage Principal Payments 137,163 137,163 1.42%
45 Mortgage Interest Payments
46 Building Maintenance and Repairs 44,960 5,371 50,331 0.52%
47 Renovation/Leasehold Improvements 100,000 100,000 1.04%
48 Utilities 234,000 50,050 284,050 2.95%
49 Janitorial Supplies 50,000 5,258 55,258 0.57%
50 Equipment Rental and Maintenance 31,313 31,313 0.33%
51 Contracted Building Services 80,000 12,360 92,360 0.96%
52
53 Subtotal: Occupancy Expenses $1,977,436 $208,240 $2,185,676 22.70%
54
55 Office Expenses

DESCRIPTION BUDGETED AMOUNTS



Two-Year Operating Budget Worksheet: Year TWO

56 Office Supplies and Materials 8,240 1,550 9,790 0.10%
57 Office Furnishings and Equipment 5,253 5,253 0.05%
58 Office Equipment Rental and Maintenance
59 Telephone/Telecommunications 12,360 12,360 0.13%
60 Legal, Accounting and Payroll Services 21,551 13,807 35,358 0.37%
61 Printing and Copying 10,815 9,797 20,612 0.21%
62 Postage and Shipping 7,725 1,241 8,966 0.09%
63 Other 15,347 15,347 0.16%
64
65 Subtotal: Office Expenses $81,291 $26,396 $107,687 1.12%
66
67 General Expenses
68 Insurance 16,500 8,512 25,012 0.26%
69 Interest Expense 12,345 12,345 0.13%
70 Transportation 300,000 300,000 3.12%
71 Food Service 535,509 535,509 5.56%
72 Administration Fee (to PCSB) 45,870 45,870 0.48%
73 EMO Management Fee 574,559 574,559 5.97%
74 Other General Expense 49,455 5,309 54,764 0.57%
75
76 Subtotal: General Expenses $1,534,238 $13,821 $1,548,059 16.08%
77
78 TOTAL EXPENSES $9,709,492 $574,559 $10,284,052 106.80%
79
80 EXCESS (OR DEFICIENCY)

81 Excess (or deficit) retained by school $0
82 Excess (or deficit) retained by EMO ($0)

ASSUMPTIONS
Student Enrollment 710
Facility Size (square footage) 65000
Average Teacher Salary 53,105
Student/Teacher Ratio 14
Other Major Assumptions 12% ESOL and 12% SpEd

NOTES:



Estimated 5 year Projectons

Monarch Academy- DC Campus'
5 year Projection
DESCRIPTION Year 1 Year 2 Year 3 Year 4 Year 5
REVENUES

Per Pupil Charter Payments 4,556,928 9,173,983 9,231,568 9,303,473 9,430,793
Federal Entitlements
Income from Grants and Donations 216,304 455,183 455,236 468,547 479,196
Activity Fees
Other Income 38,171 80,326 80,336 82,685 84,564

TOTAL REVENUES 4,811,403 9,709,492 9,767,140 9,854,705 9,994,553

EXPENSES
Personnel Salaries and Benefits 2,766,654 5,243,022 5,404,185 5,450,807 5,487,908
Direct Student Costs 411,530 873,505 742,987 756,703 799,927
Occupancy 804,082 1,977,436 1,997,759 2,006,719 2,032,805
Office Expenses 90,323 81,291 78,319 79,613 93,541
General Expenses 738,814 1,534,238 1,543,890 1,560,863 1,580,372

TOTAL EXPENSES 4,811,403 9,709,492 9,767,140 9,854,705 9,994,553

EXCESS (DEFICIENCY) 0 0 0 0 0
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	B.3.Financial Procedures Charter School FEB 2011
	I. Internal Control
	Monarch Academy has responsibility to design and implement a system of internal control that safeguards its assets, checks the accuracy and reliability of its accounting data, promotes operational efficiency, and encourages adherence to the prescribed managerial policies.
	The Board of Directors delegates the authority for developing internal control procedures to the management team of Monarch Academy.  The Board retains the authority to engage an auditing firm to perform an annual financial audit of the organization and to produce audited financial statements.  The Board retains the authority to authorize other audits to review activities not included within the scope of a financial audit.
	II. FINANCIAL MANAGEMENT AND ACCOUNTING PRACTICES
	A. Budget

	The budget is prepared annually.  The first draft is prepared by the school management team in cooperation with the school operator and is based on historical data, a conservative estimate of enrollment, and planned activities for the new year, including growth plans.  The completed budget is submitted to the Board of Directors for approval.
	B. Cash

	For the purpose of this accounting procedure, cash is defined as currency, coin, credit cards, and checks received for any program or purpose at Monarch Academy, regardless of the source of funding or the collected monies’ intended use. 
	The duties of receipt, recording, and disbursement of cash are segregated for internal control purposes.
	Any Monarch Academy department or activity needing to collect cash for any reason must receive approval from the Administrative School Secretary before collecting any money.  The Administrative School Secretary will assure that appropriate controls are in place, including the segregation of access to cash from the responsibility of recordkeeping.
	1. Deposits

	Monarch Academy deposits all revenue and other cash receipts in bank deposit accounts by the end of the day of receipt.  No school personnel or activity of the school is to open a bank account without prior written approval from the Chairman of the Board of Directors.
	2. Petty Cash

	The Monarch Academy maintains an imprest petty cash fund.  Cash may only be disbursed according to Petty Cash Disbursement procedures and is not to be disbursed in any other fashion.
	The purpose of petty cash is to permit the use of cash for occasional purchases of insignificant amounts when payment by check is impractical.  The fund is secured in the Administrative School Secretary’s (or his or her designee’s) office in a locked box.  The person receiving the cash and the person disbursing the cash must sign a petty cash voucher in ink.  The person receiving the cash must provide written authorization for reimbursement from the supervisor responsible for the area to which the expenditure will be charged, along with original receipts documenting the expenditure.
	In an emergency, petty cash may be advanced, on written approval from the supervisor responsible for the area to which the expenditure will be charged.  The person receiving the cash must return original receipts and any change to the Administrative School Secretary’s (or his or her designee’s) office within three business days of the advance.
	The petty cash fund will be reconciled and replenished at least monthly.  The Administrative School Secretary must reconcile petty cash and submit it to the Principal, who will authorize reimbursement.
	3. Disbursements

	Vendors providing goods and services to Monarch Academy must issue an invoice.  The Administrative School Secretary (or his or her designee) is responsible for assuring that the invoice is charged against the proper line item and funding source, and that the invoice is valid.
	All invoices and other requests for check disbursements must be original, not photocopies or faxes, to avoid duplicate payment, and must include original documentation verifying the legitimacy of the request, acknowledgement of receipt of the goods or services, and appropriate authorization by the supervisor responsible for the area to which the expenditure will be charged.
	a) Cash advances to employees for business purchases

	Petty cash and cash advances are the least favorable option for paying business expenses.  Vendor invoices are the most preferred, followed by store accounts, employee reimbursement, and company credit cards, all with advance appropriate authorization.
	Monarch Academy may issue cash advances on occasion to facilitate making purchases that are not easily paid for using the other methods. 
	b) Credit card usage and vendor accounts

	The primary use of credit cards is to purchase goods or services from vendors who will not accept a company check or agree to bill Monarch Academy.  
	Vendor accounts facilitate purchasing and billing and may include discounts and other benefits.  The Monarch Academy management team should pursue setting up vendor accounts when it identifies vendors whom Monarch Academy expects to use more than once a year.
	Both the Principal and the Administrative School Secretary must authorize all credit card and vendor accounts.
	Monarch Academy credit and store credit cards are to be secured in a locked drawer or safe in the Administrative School Secretary’s office.  Staff requests to purchase on credit must be accompanied by a completed expenditure request specifying the purpose of the purchase and the estimated dollar amount.  The completed request must include appropriate authorization.
	The staff member must sign the credit card log before receiving the card and again when it is returned.  Original receipt(s) for purchase(s) must be returned with the card.  If the receipt is not returned, the purchaser will be required to pay for the item(s) personally.
	Monarch Academy employees who are assigned a credit card which they will keep in their possession are required to sign an acknowledgment prior to receipt of the card.  This acknowledgement indicates that the card will be used solely for purchases for Monarch Academy.
	Gasoline, home improvement store, and grocery store receipts are to be turned in as expenses are incurred.
	Employees who maintain all-purpose credit cards (e.g., American Express, Visa) are required to complete an expense report for each month any item is charged to that account and to return the signed expense report, approved by her/his supervisor, together with all receipts and the credit card statement, to the Administrative School Secretary (or his or her designee) within seven (7) days of the statement's receipt by that employee.  A receipt is required for every charge.
	c) Travel and Expense Reimbursement

	It is Monarch Academy’s policy to reimburse staff for travel and related expenses incurred while on school business, with advance approval.  Employees will not be reimbursed for transportation, lodging, meal expenses, or any other expenses incurred by a spouse, child, or other person not essential to the business mission who accompanies the employee on an official business trip
	(1) Mileage

	Mileage incurred when using the employee’s personal vehicle while on travel status is reimbursable at the designated rate.  This rate also applies when traveling to and from the airport or train station or when otherwise incurred while conducting official business.  If not using a personal vehicle, employees shall use the mode of public transportation that results in the lowest logical cost and will be reimbursed the actual cost of the transportation.
	(2) Rental Cars

	Rental cars for employees will be provided while on travel status only when other means of transportation are unavailable, more costly, or impractical.  The lowest cost vehicle necessary to achieve the traveler's mission shall be reserved.  Upon approval, all car rental reservations shall be made with the goal of achieving the lowest cost possible to Monarch Academy. 
	In addition to the cost of the rental, the employee shall be reimbursed for necessary and reasonable expenses incurred for the following items:
	(a) Gasoline, oil, and emergency repairs 
	(b) Parking 
	(c) Toll charges
	(3) Lodging


	Employees shall make all lodging reservations through the school operator’s Director of Organizational Learning.  Lodging will be made for the dates necessary for the business trip only.  Scheduling of additional nights for personal travel must be made separately by the employee and reserved with a separate means of payment.
	Reservations will be made at the least expensive available rate for reasonable accommodations based on single occupancy.
	(4) Meals

	Meal allowances for employees while in travel status are reimbursable at the standard rate.  When an employee is in travel status involving absence from home overnight, all meals are reimbursable. Reimbursement may not be made for the cost of alcoholic beverages or specialty drinks.
	The cost of breakfast is reimbursable when an employee in travel status has to leave home on official business 1 hour or more before the beginning time of the employee's place of business.  The cost of dinner is reimbursable when an employee in travel status cannot get home within 2 hours after the employee's normal ending time.  In both cases, the hours are in addition to the normal commuting time.  
	In cases when an employee meets both of the conditions above and is in travel status for the entire day, but not overnight, the employee's lunch also is reimbursable. 
	Except as provided above, an employee may not be reimbursed for the cost of lunch. 
	If the registration fee for a conference, convention, seminar, or training meeting includes the cost of meals, Monarch Academy will pay the full registration fee which includes meals.  For this meeting, the employee may not request reimbursement for additional meals. 
	Meal reimbursement above the standard limit is allowable for employees conducting business in high cost areas designated by the school operator’s Director of Organizational Learning.  Employees shall be reimbursed for actual amounts based on receipts, not to exceed the high-cost-area limit per day for business conducted in the following cities or states:
	(a) New York City (30 mile radius)
	(b) California
	(c) Boston, MA (30 mile radius)
	(5) Conference Registration Fees


	When a registration fee is charged, participating employees shall register through the school operator’s Director of Organizational Learning or be reimbursed upon submission of a receipt.  Staff will be responsible for any and all late registration fees as well as other charges, including those for lodging or travel reservations, incurred as a direct result of a late submission of the Training Participation Request Form.
	(6) Telephone and Postage Expenses 

	Telephone and postage expenses incurred in the performance of official duties are will be reimbursed by Monarch Academy – DC Campus. 
	(7) Expenses for Passports, Visas, and Travelers Checks

	If incurred as a result of the performance of the employee’s duties, fees for passports, visas, and traveler's checks are reimbursable upon submission of a receipt. 
	(8) Air-Fare Policy 

	Employees shall make all airline reservations through the school operator’s Director of Organizational Learning.  Travel plans will be made to utilize the lowest logical fares based on acceptable times, locations, conditions, and travel regulation.  The least expensive routing is to be used. 
	Delays-in-route (not more than 2 hours) that result in materially lower costs are to be used.  Travelers may accept/request longer delays at their option. 
	Promotional plans are not to be used when this results in obtaining less favorable fare rates. 
	If the employee makes a special request when booking airline flights, any additional expenses incurred must be paid for by the employee at the time of the booking.
	4. Contracts / payment to individuals for services

	All payments to individuals for services are processed as payroll except for self-employed contractors.  All payments to Monarch Academy employees for services to Monarch Academy (including other than their usual duties) must be paid through the payroll system.
	Payments to self-employed contractors may be issued only after receiving a completed W-9 Form.  The Administrative School Secretary (or his or her designee) is to make sure that such forms are on file before releasing payment.
	5. Payroll

	The Administrative School Secretary (or his or her designee) maintains personnel records.  When an employee is hired, the Administrative School Secretary (or his or her designee) provides the new hire with appropriate payroll forms.  These forms include, but are not limited to:
	a) Federal Form W-4 Employee’s Withholding Allowance Certificate
	b) Federal Form I-9 Employment Eligibility Verification
	c) District of Columbia withholding form

	Payment towards benefits such as health and disability insurance may be deducted from the participating employee’s wages.  Written authorization from the employee is mandatory for any amount to be withheld from his or her pay other than Federal Income Tax, FICA, Medicare, and District of Columbia Income Tax.
	Time sheets are used to calculate payroll for each pay period.  Each employee is responsible for the completeness and accuracy of his or her time sheet.  Claiming payment for time not worked constitutes fraud and will result in disciplinary action up to and including termination of employment.
	Employees must sign in and out each day.  The Administrative School Secretary (or his or her designee) compares completed time sheets to the sign-in data to assure employees are paid accurately.
	Monarch Academy payroll is processed by the school operator.
	6. Bank Reconciliation

	A school operator employee approved by the Principal will reconcile all bank accounts to the financial records monthly, documenting the reconciliation in writing.
	C. Fixed Assets
	1. Capitalization


	All assets costing over $1,000 per unit and having a useful life of more than one year will be capitalized and will be recorded in the fixed asset system at cost.  Any asset that does not meet these criteria, such as small tools and equipment, or repairs and maintenance, will be expensed.
	The cost basis of furniture and equipment assets will include all charges relating to the purchase, including the purchase price, freight charges, and installation if applicable.
	Leasehold improvements are to be capitalized if they relate to the renovation of existing space.  Expenditures incurred in connection with maintaining existing space in good working order will be expensed as a repair or routine maintenance.
	2. Depreciation

	Depreciation is calculated on a straight-line basis over the estimated useful lives of the respective assets.  Leasehold improvements are amortized over the remaining term of the lease or the estimated useful life, whichever shorter.
	3. Disposition

	Capital assets may be sold or traded in for new equipment.  An asset disposition form including description, serial number, and reason for disposition request must be approved by the Principal, after which the organization may advertise the property for sale.  Once the sale is complete, the asset disposal form will be submitted to the school operator, who will delete the item from the asset records and see that any gain or loss on the disposition is recorded.
	Nonfunctioning or obsolete property with no value will be reported to the Administrative School Secretary on the asset disposition form with a description, serial number, and condition.  The Administrative School Secretary will inspect all nonfunctioning or obsolete property before it is removed from the department and discarded.  The asset will then be removed from the asset records by the school operator staff.
	Any asset that is missing or has been stolen will be reported in writing to the Principal immediately, with a copy to the Administrative School Secretary.  The description, serial number, and all other information regarding the lost item and its disappearance will be included in the report.
	The Administrative School Secretary will determine the proper course of action and will notify the school’s insurance carrier and any outside authorities as appropriate, and will follow through the school operator to with removing the item from asset records if it is not recovered.
	D. Inventory Management
	1. Fixed Assets (including equipment)


	Uniquely numbered inventory tags are affixed to each piece of equipment when Monarch Academy receives it by the Administrative School Secretary (or his or her designee).
	The school operator will maintain a detailed listing of each capital asset item along with depreciation records that include the inventory tag number, description, date of acquisition, vendor, cost basis, the source of funds used to purchase the asset, assigned department, depreciation method, asset life, and accumulated depreciation and net book value.
	The Administrative School Secretary (or his or her designee) is accountable for all equipment purchased with Monarch Academy funds and/or placed at Monarch Academy.  
	Physical inventories are taken annually to verify the existence and location of each item of equipment, and these inventories are compared to the detailed fixed assets listing annually.  This inventory also identifies surplus or otherwise available equipment, which must be considered before purchasing equipment with sponsored funds.  At this time, the adequacy of insurance coverage in force will be assessed.
	2. Materials

	All materials are expensed at the time of purchase.  However, detailed records of books and other materials are maintained as required by COMAR.  These records include the source of funds used to purchase said materials.  Periodic physical inventories are taken to verify the accuracy of the detailed records.
	E. Taxes

	Monarch Academy has applied for tax-exempt status under section 501(c)(3) of the Internal Revenue Code.  The organization will also apply for exemption from District of Columbia Sales and Use Tax.
	F. Loans

	All borrowing must be approved by the Board of Trustees.  Neither the principal, nor the Administrative School Secretary has the authority to borrow funds in the name of Monarch Academy, nor does any other employee.
	Monarch Academy does not make or guarantee loans to employees, Trustees or officers of the Corporation.
	G. Insurance

	The MADCC Treasurer will review all insurance coverage in force prior to renewal to determine if coverage is adequate.  Limits, types of coverage, and deductibles will be considered.  The Board Chairman will approve any changes.
	Insurance coverage required includes general liability, umbrella coverage, business and personal property, computer equipment, workers compensation (as required by law), personal injury liability, directors and officers liability, educators legal liability, fidelity bond.
	H. Legal and Internal Revenue Service matters

	It is the policy of the organization that all legal and internal revenue service matters and correspondence, whether verbal or written, shall be directed to the MADCC Treasurer immediately.
	III. PROCESS TO TRACK FINANCIAL TRANSACTIONS
	A. Reporting

	Financial reports comparing budgeted revenue and expenses to actual activity utilizing Budget and Actual Report format are prepared monthly and presented with explanation of significant variances to the Monarch Academy management team and to the Finance Committee of the Board of Directors at least quarterly and submitted to the Charter School Board as required.
	Financial records are audited annually by an independent certified public accountant and a complete set of audited financial statements is produced.
	B. Payroll

	Payroll is processed by the school operator.  Payroll expense will be recorded per the payroll journal received from the payroll system reports into the Monarch Academy general ledger.
	C. Disbursements

	Vendors providing goods and services to Monarch Academy must issue an invoice.  The Administrative School Secretary (or his or her designee) is responsible for assuring that the invoice is charged against the proper line item and funding source, and that the invoice is valid.  Disbursements are posted to the automated general ledger system as part of the accounts payable process.  The accounts payable and general ledger systems are electronically integrated.
	D. Journal entries

	Journal entries are prepared by the Administrative School Secretary (or his or her designee), or the appropriate staff members of the school operator.  All journal entries include sufficient documentation and explanation and are signed by the preparer’s supervisor, indicating approval of the entry.  Journal entries are posted by the appropriate members of the school operator’s staff.
	E. Bank Reconciliation

	A qualified school operator employee approved by the Principal will reconcile all bank accounts to the financial records monthly, documenting the reconciliation in writing.
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