
   

         
 
 

  
 

      
  

         
 
 

           
 

       

 
            

CSP Grant Subrecipient Instructions for Submitting Monthly Expenditure Reports 

The instructions for completing a monthly expenditure report are below. All CSP grant recipients must 
enter grant expenditures in the Charter Schools Project Tracking System (www.flcsp.org) no later than 
the first day of each month. Monthly reporting of expenditures is a compliance requirement. The 
Department retains authority to terminate, with written notice, a project that does not demonstrate 
progress toward opening and operating a high-quality charter school. 

1. Log in to FLCSP (www.flcsp.org) using the username and password. 

2. Select the expenditure report notification link. 

3. On the Manage Budgets and Report page, under Current Budget, select New Report. 
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4. To report an expenditure, locate the item and select the Report Expenditure button. 

For items assigned a 600 object code, select Report Expenditure & Inventory. 
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On the following page, enter the quantity purchased, expended amount per item, status and 
location. A system generated tag number will be assigned. To assign a custom tag number, 
deselect Need System Generated Tag Number and enter the custom tag number. 

5. When all expenditures have been entered, select Submit for Review. Do not select Mark as 
Final, unless the grant phase has ended and the final expenditure report is being submitted. 
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