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The following action steps should be followed whenever a PSA is authorized or reauthorized under the law:

· One original letter (requesting state aid funding) to the Superintendent of Public Instruction (SPI) from the authorizer, the contract and a completely filled out required Consolidated Public School Academy (All Types) Contract Checklist are received by and logged into the SPI Office for new and reauthorized PSAs. 

· The above information is forwarded to the PSAU for necessary action (new and reauthorized).

· PSAU verifies the contract documents with the required Consolidated Public School Academy Contract Checklist.

·  If omissions or errors are found, the PSAU notifies the authorizer for corrective action.

· When contract documents are complete and correct, a letter from the SPI to the authorizer (copied to the academy board president) is prepared for signature. 
· In the event an authorizer chooses not to take the corrective action recommended by the PSAU, they must state their refusal in written correspondence to the PSAU. Upon receipt of this correspondence, the PSAU processes the contract as described in this section.
· A letter to the Director of State Aid and School Finance from the Supervisor of the PSAU is prepared (new only).  

EEM Maintenance Form is completed for the contract file and the PSA record is created in the EEM by PSAU staff.  
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