APPENDIX 3

2011 CHARTER SCHOOL ANNUAL REPORT CHECKLIST
Please use the following checklist to ensure that you have followed the instructions regarding the content and format of your 2011 Annual Report and submitted the requested number of copies to the designated recipients.

	Checklist Items
	Yes

	 1.
Have you prepared the annual report on 8 1/2 X 11” white paper, at 12 point or 
larger computer font?  (Note:  smaller font is acceptable for large tables.)
	

	 2.
Have you included a cover page, the prescribed table of contents and the school 
description page?
	

	 3.
Have you included the complete proper names for the charter school, the number and the 
name of the report section in the header?
	

	 4.
Have you included the page number in the footer and numbered all pages sequentially 
including the appendices?
	

	 5.
Have you numbered the tables and figures in the annual report sequentially?
	

	 6.
Have you provided a title for each table/figure and identified the data in the table?
	

	 7.
Have you clearly labeled the rows and columns in each table?
	

	 8.
Have you provided a discussion of each table or figure?
	

	 9.
Have you responded completely to each of the instructions/directives (e.g., describe, list, 
discuss, summarize, present) under each of the headers and sub-headers for the nine 
sections of the annual report?  (Remember, interpret the instructions literally.)
	

	10.
Did you staple/bind each appendix separately and bundle the appendices (A-J) for the 
copies of the annual report into sets/bundles?
	


	11.
Did you submit three copies to the Office of Charter Schools no later than 4:15 p.m., Monday, August 1, 2011  (i.e., the original as one document and two copies appropriately separated)?
	

	12.
Did you submit one copy of the annual report to each District of Residence no later than 4:15 p.m., Monday, August 1, 2011?
	

	13.
Did you submit one copy of the annual report to the County Superintendent no later than 
4:15 p.m., Monday, August 1, 2011?
	

	14.
Did you submit an electronic copy of your annual report to njcharters@doe.state.nj.us via .pdf email attachment?
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