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Title I, Part D Neglected or Delinquent Program

Office of School Improvement and Community Services (NYC)

Desk Audit Protocol

2015
SUBMISSION INSTRUCTIONS
NYSED requires that all selected facilities complete the enclosed desk audit protocol and that you submit your responses and signed form electronically to nd@nysed.gov.  In the event, you are unable to send the required information electronically, please send a hard copy of the complete desk audit protocol to the attention of:

Paula Monarch-Palmieri, Associate

New York State Education Department

89 Washington Ave, Room 375 EBA

Albany, NY 12234
· Submit the required information based on the 2014-15 school year.
· If your facility has more than one location:
· Attach a listing of sub-sites to the Desk Audit Protocol Report of the main facility, include name of facility, address, contact person, and phone number at sub-site. 
· Complete and submit a Desk Audit Protocol Report form for each site.
· The submission of the Desk Audit Protocol Reports, to NYSED, should be inclusive of the main facility and all sub-sites.  If any sub-site reports are missing, the submission will not be considered complete.
· A Cover Page must be filled out completely for each facility.

· Questions 1-4, on page two, must be addressed for each facility and submitted to NYSED with the Cover Page, questions, supporting documentation and original signature of certification. 

If you have any questions, please feel free to contact Mary Russman or Paula Monarch-Palmieri at (518) 473-0295 or E-mail to mary.russman@.nysed.gov and paula.monarch-palmieri@.nysed.gov.

