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Introduction 
OPSC Online is the Office of Public School Construction’s (OPSC) paperless online application 
system where applicants can electronically submit all School Facility Program (SFP) eligibility, 
funding, and expenditure report documents. 

 
Key Functionality includes: 

• Paperless submittals of SFP Forms 
• Electronic Signatures 
• Document Uploads 
• Authorized User Designation 
• Online Drafts 
• Online Grant Calculator 

 
Accessing OPSC Online: 
OPSC Online is optimized for Google Chrome. However, Microsoft Edge and Firefox can be 
used when accessing this platform. OPSC Online can be found under Online Application Tools 

for School Construction Projects on OPSC’s services page or by clicking on the link below: 

https://www.webapps.dgs.ca.gov/OPSC/OPSCOnline/userm/login?originalurl=%2Fdashboard 
 

OPSC Online Login Page: 
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Login Information 
OPSC login information is based on each user’s unique email address. All School District 
Representatives and District Superintendents on record with OPSC (as of December 10, 2018) 
automatically have a user account in OPSC Online. If you do not have an account, send a 
request by emailing OPSCOnlineSupport@dgs.ca.gov. 

 

School District Representatives authorized to submit applications to OPSC on behalf of their 
school district must attach a copy of a school board resolution to the email request. School 
District Superintendents require no additional paperwork. 

 
All other users must submit a request directly to the Superintendent or Authorized School 
District Representative for access. If you need assistance, please contact OPSC. 

 
Dashboard 
Upon login the user is directed to the Dashboard. The Dashboard displays all applications 
created by authorized users of the district. All district specific projects can be reviewed by 
District Representatives/District Superintendents. School District Delegates are able to view any 
school districts they have been authorized to act on behalf of. 

The Dashboard allows users to create new SFP funding applications and Preschool/TK/FDK 
funding applications by clicking on Create New Funding Application or Create New 

Preschool/TK/FDK Funding Application, check on the status of an application, view drafted 
applications not yet submitted, and sort applications by clicking on any column header. Users 
can search by entering in the full application number (including “/” and “-” where applicable) in 
the search section and clicking Search All. * Users can also export all results from their 
dashboard to a Microsoft Excel spreadsheet by clicking on the Export to Excel button in the 
bottom right corner. 

*Note: OPSC Online currently details for applications submitted and processed after July 5, 2016. 
Applications received or processed prior to this date will have minimal historical data. 

Dashboard Screen: 
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On the top right corner of the Dashboard there are seven main buttons: Dashboard, District, 

Users, Enrollment Projection, Grants, Resources, and Project Reporting. 
Dashboard Screen: 

 

 

 
 

 

 Redirects users to the Dashboard screen from any page. 

  Allows users to review District Eligibility for modernization and new construction. 

Provides the District with the ability to manage District Representatives and Delegates 
with the power to create and delete users. 

 
Calculates an estimate for the potential funding a District may receive for its application. 
Limitations apply. 

Access to the Form SAB 50-01, 50-02, 50-03 Combined Excel Worksheet and Site 
Development Worksheet. 

Allows users the ability to project enrollment using different scenarios to help determine 
the most viable option. 

Allows users to search for a specific project or Fund Release Report using more specified 
criteria. 

 
 

Additionally, by clicking on the Welcome button users can update their own profile information. 
 

4



 

User Management 
The User Management page allows District Superintendents/Representatives to grant 
authorization to new users*. Doing so allows users to complete applications and submit 
documents on the Districts behalf; however, only the authorized District 
Representative/Superintendent can submit the application. 

 
District Representatives/Superintendents can access the User Management screen by clicking 
and/or hovering the Users button from any screen, and then clicking the User Dashboard 
option 

 
User Management Screen: 
 

 

 
Along with the option to activate and deactivate users accounts at any time, District 
Representatives/Superintendents can create a new user, by clicking on Add User. You will first 
be prompted to enter in the email of the User you intend to add to see if they already exist in 
the system. Once the email is accurately entered, click the search icon to see if any results 
appear. 
 
Add User Screen: 

 

 
 
If the search does not return results, you will be prompted to enter in the rest of the delegate’s 
information. Once the required information is entered, click the Save & Continue button at the 
bottom right to go to the Add User Access section. 
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Once the user account is created in OPSC online, the delegated user will check their email for a 
confirmation email. Upon confirmation, the user will be prompted to create a password for their 
account. The email used to create the users account will be their username. 

 
*Note: Currently, if a user is already assigned to a school district, the Superintendent or District 
Representative will need to contact OPSC staff to add access for the user to their school 
districts. 
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Once in the Add User Access section, the District’s Authorized Representative/Superintendent 
can grant access by clicking on Add Access. 

 
Create User Screen: 

 
 

 
Once selected, access can be granted by choosing a District and Role from the drop downs 
and clicking save. An expiration on the user’s access can also be put in place, disabling the 
user from accessing any of the District’s information on OPSC Online after the expiration date. 

 
Add/Edit Access Screen: 
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A Delegate’s access will be limited to the Type of Role assigned to their user account. 
 

The table below shows the level of access and authorization abilities of different role types that 
will be assigned by either the Superintendent or District Representative(s) on file: 

 
Type of Role Authorization 

 
Architect 

Can create draft applications and review/certify 
cost estimates meet 60% construction 

commensurate requirement. 

Delegate (Consultant) Granted all access except the ability to submit 
applications or to review cost estimates. 

Superintendent/Representative Granted all access and are the only users that 
can submit applications. 

 
Once an account has been created, a user can update their information at any time by clicking 
on or hovering over their name located at the top right-hand side of their screen and clicking on 
Profile. Once on the Manage Your Profile page, click on Edit Profile. 

 
Users can change their password by clicking on Change Password. 

 
Manage Your Profile Page: 
 

 

 

A new password will need to be entered in and confirmed when changing or creating your 
password. Passwords require at least one special character, one number, and an uppercase 
and lowercase letter. Click on reset to confirm your password change. 
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Change Password Screen: 

 
 

District Superintendents/District Representatives can update another user’s information by 
clicking on User, selecting the user’s name they wish to update and clicking on the Edit Profile 

option. 
 

The option to edit and delete a Delegate’s access will also be available under Manage Profile through the 
User Dashboard. 

 
Manage Profile Screen: 
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Section 1. New Construction Eligibility 

10



New Construction Eligibility 
New Construction Eligibility Establishment 
Before a district can submit a funding application for the School Facilities Program’s (SFP) New 
Construction Program, the district must submit an application to determine new construction 
eligibility. New construction eligibility is normally determined on either a district-wide basis, or 
sometimes based off of High School Attendance Areas (HSAA). Authorized users will have the 
capability to create, review, and submit eligibility establishments/updates and will have access 
to review existing ledgers showing the history of the district’s eligibility activity. This will allow 
users to see the historical eligibility and remaining eligibility details for their district. Eligibility 
forms include the Enrollment Certification/Projection (Form SAB 50-01), Existing School 
Building Capacity (Form 50-02), and Eligibility Determination (Form SAB 50-03). 
 
To access Eligibility, click on “District” and select a District Name. 
 
District Screen: 
 

 

 

Once a District has been selected, users can review eligibility establishments/updates which 
have been drafted or submitted. 
 
By clicking on “New Eligibility Application” users are directed to the Eligibility Wizard page, 
where users can create new applications for eligibility establishments and updates. 
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District Eligibility Applications Screen: 
 

 

 

The Eligibility Wizard guides users through the application to fill out information for 
establishment (Est) or adjustment (Adj) users wish to complete. The user will need to select the 
district, the type of application, the Attendance Area involved (if applicable), and the enrollment 
year being used. An Application Nickname is required prior to clicking "Continue”. 
 
Form SAB 50-01 Eligibility Wizard:  

 

 
 
Please note that for New Construction eligibility establishments, the user will provide the data 
for the Forms SAB 50-01, 50-02, and 50-03. 
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Form SAB 50-01 Enrollment Certification Projection 
Once the Form SAB 50-01 Enrollment Eligibility wizard loads, the user will select whether the 
application is for a Fifth-Year or a Tenth-Year projection by selecting the applicable option as 
the type of Enrollment Projection. Next, the user will select the type of HSAA Residency 
Reporting, if applicable. If so, the user will select between Attendance and Residency. Lastly, 
the user will select the type of weighting. There are three types of weighting options: Standard, 
Alternate, and Modified (please note that Alternate and Modified weighting options are only 
available for Fifth-Year Projections). 
 
Form SAB 50-01 Eligibility Wizard:  

 

 
 
The user will input the K-12 Pupil Data in Part A per the Form SAB 50-01 instructions.  
 

Form SAB 50-01 Eligibility Wizard:  
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Once the pupil data in Part A is filled out, the user will be able to check the grand total by school 
year of the K-12 Pupil Data in Part A by reviewing the Total row located under grade 12. 
 

Form SAB 50-01 Eligibility Wizard:  

 

 
 
Please note that some districts do not house every grade level. In those instances, the user will 
key a zero into the rows for the corresponding grade level, as the system requires a number be 
entered into all fields. 
 
Once the data in Section A is complete, the user will continue to Part B: Pupils Attending 
Schools Chartered by Another District and complete that section per the Form SAB 50-01 
instructions. 
 
Form SAB 50-01 Eligibility Wizard: 

  

 
  

14



If the user does not have data to incorporate for Part B, the user will input a zero into the 
corresponding cells.  
 
Once Part B is confirmed, the user will continue to Part C: Continuation High School Pupils 
(District Only). In this Part, the user will enter the 9-12 Continuation High School Pupil data per 
the Form SAB 50-01 instructions. 
 

Form SAB 50-01 Eligibility Wizard: 

 

 
 
In some instances, districts do not have data for Continuation High School Pupils to input. In this 
situation, the user will input a zero into the corresponding fields, as the system requires a 
number to be entered into all fields.  
 
Once Part C is completed, the user will continue to Part D: Special Day Class Pupils (District or 
County Superintendent of Schools). 
 
In Part D, the user will have two columns to input which Special Day Class pupils are for 
Elementary and which are for Secondary. The Elementary and Secondary columns are 
separated into two rows for Non-Severe and Severe Special Day Class Pupils. 
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Form SAB 50-01 Eligibility Wizard: 

 

 
 
Once Part D is completed, the user will continue to Part E: Special Day Class Pupils (County 
Superintendent of Schools Only), if applicable.  
 
In Part E, there will be one row of cells to complete by enrollment year. If Part E is not 
applicable, the user will input a zero into the corresponding fields. 
 
 

Form SAB 50-01 Eligibility Wizard: 

 

 
 
Once Part E is completed, the user will continue to Part F: Birth Data (District can agree up to 
one option max).  
 
In Part F: Birth Data, the user will input the birth data, by county or ZIP Code, if applicable, per 
the Form SAB 50-01 instructions. There is the ability for the system to estimate the current and 
previous two years of birth rate data if necessary. This can be done by checking the applicable 
“Estimated” boxes. 
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Form SAB 50-01 Eligibility Wizard: 

 

 
 
Next, if applicable, the user will input the number of new Dwelling Units in Part G: Number of 
New Dwelling Units and the District Student Yield Factor in Part H: District Student Yield Factor. 
Please refer to the Form SAB 50-01 instructions for more information regarding these two 
sections. Once completed, the user will proceed to Part I: Projected Enrollment. 
 

Form SAB 50-01 Eligibility Wizard: 
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In Part I, the user will input the projected K-6, 7-8, and 9-12 enrollment calculated via the OPSC 
Online Enrollment Projection Calculator. Part I also has a second section for the projected 
Special Day Class Pupil Only – Enrollment/Residency. In this section, the user will also input the 
SDC enrollment projected via the OPSC Online Enrollment Projection Calculator for the 
columns labeled Elementary and Secondary, which are broken down into two rows, Non-Severe 
and Severe. 
 
Form SAB 50-01 Eligibility Wizard: 

 

 

 
Once Part I is completed, the user can save the entered information and procced to the Form 
SAB 50-02 wizard by clicking the green “Continue” icon. 
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Form SAB 50-02 School Building Capacity 
In the Existing School Building Capacity (Form SAB 50-02), there are three parts to complete. 
The three sections to complete are Part 1: Class Inventory, Part 2: Available Classrooms, and 
Part 3: Determination of Existing School Building Capacity. Please note that in this form there 
are greyed out boxes that will automatically populate; the user will only need to key in the fields 
that have white backgrounds. 
 
For Part 1: Class Inventory, there are seven total lines the user must fill out. Each line has a 
description of what information is to be entered into the pertaining line. For additional 
information on completing this section, please refer to the Form SAB 50-02 instructions. 
 
Form SAB 50-02 Eligibility Wizard: 

 

 

Once the user has completed Lines 1 through 7, Line 8 will automatically populate the total 
numbers per each column.  
 

Form SAB 50-02 Eligibility Wizard: 
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Once the user confirms that the totals are accurate in Line 8, continue to Part 2: Available 
Classrooms. In Part 2, there are two sections labeled Option A and Option B. Please note that 
for Option A, the totals will automatically populate according to what was entered in Part 1. 
 

Form SAB 50-02 Eligibility Wizard: 

 

 
 
In Option B, Lines a, b, and c will automatically populate. The user will only need to key Line d 
(if applicable) or enter a zero if the number is a negative. For more information on how to 
complete this section, please refer to the Form SAB 50-02 instructions. 
 

Form SAB 50-02 Eligibility Wizard: 

 

 
 
Once confirmed that the total in Line e is accurate, the user can continue to Part 3. 
Determination of Existing School Building Capacity. Please note: Part 3, Line 1 Classroom 
Capacity will automatically populate.  Then the user will select either “Yes” or “No” to the 
question of if the District qualifies for a waiver/exemption from the Substantial Enrollment 
Requirement (SER) adjustment. 
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Form SAB 50-02 Eligibility Wizard: 

 

 
 
If the user selects “Yes" another box will populate that asks to “Enter the CDE Waiver and 
Review Committee Approval Date.” The user will input the corresponding date in the provided 
box. 
 
Form SAB 50-02 Eligibility Wizard: 

 

 
 
Continue to Line 2 SER Adjustment. The user will input the Substantial Enrollment Requirement 
(SER) Adjustment data. If the District qualifies for the waiver, the user can enter all zeroes into 
Line 2. For information on how to calculate the SER Adjustment, please refer to the Form SAB 
50-02 instructions. 
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Form SAB 50-02 Eligibility Wizard: 

 

 
 
In Line Three, the total of Lines 1 and 2 will automatically populate. The user will have the 
option to select the preferred New Construction Eligibility option that best suits the District. The 
user will be able to accomplish this by clicking on the drop-down menu and selecting between 
“Option A” and “Option B”.  
 
Form SAB 50-02 Eligibility Wizard: 

 

 
 
Once the preferred option is selected, the user can save the entered information and proceed 
by selecting the green “continue” icon. The user will procced to the Eligibility Determination 
(Form SAB 50-03). 
  

22



Form SAB 50-03 Eligibility Determination 
 
The last form necessary to complete a New Construction Establishment is the Eligibility 
Determination (Form SAB 50-03). The Form SAB 50-03 has three lines that automatically 
populate from the submitted SAB 50-01 and SAB 50-02 forms. The three lines are the Projected 
Enrollment, Existing School Building Capacity, and New Construction Baseline Eligibility.  
 
Form SAB 50-03 Eligibility Wizard: 

 

 

 
Once all lines are complete, the user can proceed by clicking the green “Continue” icon at the 
bottom right hand of the wizard. The user will proceed to the Certification screen. wizard.  
 
The District Superintendent/Representative will complete the certification page once all 
information has been verified. The District Superintendent/Representative will input the date that 
the District’s governing board adopted a resolution or other appropriate documentation 
supporting this application under Section 12.5, Part 10, Division 1, commencing with Section 
17070.10, et seq., of the Education Code into the corresponding date box. 
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Form SAB 50-03 Eligibility Wizard - Certification Page 

 

 

 
After the user has read and agreed to the above terms and certification information, the user will 
select “Yes” to the “I verify, I have read and agree to the above terms and certification 
information” box. 
 

Form SAB 50-03 Eligibility Wizard - Certification Page 

 

 

 
Next the District Superintendent/Representative will input their name, email address, phone 
number, and date the form was completed into the applicable fields.  
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Form SAB 50-03 Eligibility Wizard - Certification Page 

 

 
 
 
Users will be unable to continue to the submittal page unless all sections have been completed 
and show a green check mark. An orange exclamation point next to a section name indicates an 
incomplete page. To return to a page, click on the section name or use the “Previous” tab until 
the desired page is found. If all sections are complete, the user can proceed by clicking the 
green “Continue” icon at the bottom right hand of the wizard. The user will proceed to the 
submittal page. 
 
Form SAB 50-03 Eligibility Wizard - Certification Page 

 

 

 
On the Submittal page, the user will click on the blue “Upload file(s)” button, located on the right-
hand side of the wizard, to upload all required documents. 
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Form SAB 50-03 Eligibility Wizard - Submittal Page: 
 

 

 
When the blue "Upload file(s)” button is selected, an upload files box will appear, and the user 
will have the option to either drag and drop the file into the Browse files box or select the 
“Browse files” button to search file explorer for a document.  
 

Form SAB 50-03 Eligibility Wizard - Submittal Page: 

 

 

 
Once the file has been selected, the file will be located under the “Browse files” button. Next to 
the file, the user will have a description box to fill out and a Document Type to select from the 
scroll down menu. In the scroll down menu, select what type of document is being uploaded so 
it can be categorized. Please note that if the user does not see the type of document type you 
uploaded in the menu, the user can select “Other” for the document. 
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Form SAB 50-03 Eligibility Wizard - Submittal Page: 

 

 
 
Once the required documents have been selected and the description and document type 
entered, the user will select the green “Upload Files” button to proceed. The user will see the file 
being uploaded to OPSC Online and a message will populate under the file that says, 
“Successfully Uploaded.” Additionally, a grey “Done” button will appear on the bottom right of 
the Upload Files box. The user can click "Done” to finish the upload process. 
 

Form SAB 50-03 Eligibility Wizard - Submittal Page: 

 

 
 
Successfully uploaded documents appear under the Uploaded Files section on the right-hand 
side of the page.  
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After the user has submitted all applicable documents, the user will check the first box on the 
submittal page certifying that all required documents have been uploaded. Additionally, the user 
will be required to check another box that certifies that the District Representative has reviewed 
the application, the information reported on the forms is true and correct, and that the user is an 
authorized representative of the District as authorized by the governing board of the District. 
 

Form SAB 50-03 Eligibility Wizard - Certification Page: 
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Once all the information has been verified and reviewed and the two required boxes have been 
checked, the “Submit Paperless Application” button can be selected. Once the user is ready to 
submit the application, the District Superintendent/Representative will click “Submit Paperless 
Application”. The user will receive a message that their application was submitted successfully.  
 
Form SAB 50-03 Eligibility Wizard - Certification Page: 
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Submitting New Construction Eligibility 
Updates 
How to submit a New Construction Eligibility Adjustment 
Once the District has established their new construction eligibility baseline, users can continue 
submitting new construction eligibility adjustments to keep the district’s eligibility current. The 
user will include the Form SAB 50-01 with the most current enrollment information for the 
appropriate enrollment year and any supporting documents. 
 
To access Eligibility, click on “District” and select a District Name. 
 
District Screen: 
 

 

Once a district has been selected, users can review eligibility establishments/updates which 
have been drafted or submitted. 
 
By clicking on “New Eligibility Application”, users are directed to the Eligibility Wizard page, 
where users can create new applications for eligibility establishments and updates. 
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District Eligibility Applications Screen: 
 

 

The Eligibility Wizard guides users through the application to fill out information for the 
establishment (Est) or adjustment (Adj) users wish to submit. Users will need to select the 
district, the type of application, the Attendance Area involved (if applicable), and the enrollment 
year being used. An Application Nickname is required prior to clicking "Continue”. 
 
Form SAB 50-01 Eligibility Wizard – Establish or Adjust District Eligibility:  
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Form SAB 50-01 Enrollment Certification Projection 
 
Once the Form SAB 50-01 Enrollment Eligibility wizard loads, the user will select whether the 
application is for a Fifth-Year or a Tenth-Year projection by selecting the applicable option as 
the type of Enrollment Projection. Next, the user will select the type of HSAA Residency 
Reporting, if applicable. If so, the user will select between Attendance and Residency. Lastly, 
the user will select the type of weighting. There are three types of weighting options: Standard, 
Alternate, and Modified (please note that Alternate and Modified weighting options are only 
available for Fifth-Year Projections). 
 
Form SAB 50-01 Eligibility Wizard: 

 

 
Then the user will input the K-12 Pupil Data in Part A per the Form SAB 50-01 instructions.  
 

Form SAB 50-01 Eligibility Wizard: 

 
 
Once the pupil data in Part A is filled out, the user will be able to check the grand total 
by school year of the K-12 Pupil Data in Part A by reviewing the Total row located 
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under grade 12. 
 

Form SAB 50-01 Eligibility Wizard: 

 
 
Please note that some districts do not house every grade level. In those instances, the user will 
key a zero into the rows for the corresponding grade level, as the system requires that a number 
be entered into all fields. 
 
Once the data in Part A is complete, the user will continue to Part B: Pupils Attending Schools 
Chartered by Another District and complete that section per the Form SAB 50-01 instructions. 
 
Form SAB 50-01 Eligibility Wizard: 

 
 
 
 
 
 
 
If the user does not have data to incorporate for Part B, the user will input a zero into the 
corresponding cells.  
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Once Part B is confirmed, continue to Part C: Continuation High School Pupils (District Only). In 
this Part, the user will enter the 9-12 Continuation High School Pupil data per the Form SAB 50-
01 instructions. 
 

Form SAB 50-01 Eligibility Wizard: 

 
 
In some instances, districts do not have data for Continuation High School Pupils to input. In this 
situation, users will input a zero into the corresponding fields, as the system requires a number 
to be entered into all fields. Once Part C is completed, continue to Part D: Special Day Class 
Pupils (District or County Superintendent of Schools). 
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In Part D, the user will have two columns to input which are for Elementary and Secondary. The 
Elementary and Secondary columns are separated into two rows for Non-Severe and Severe 
Special Day Class Pupils. 
 
Form SAB 50-01 Eligibility Wizard: 

 
 
Once Part D is completed, the user will continue to Part E: Special Day Class Pupils (County 
Superintendent of Schools Only), if applicable.  
 
In Part E, there will be one row of cells to complete by enrollment year. If Part E is not 
applicable, the user will input a zero into the corresponding fields. 
 
Form SAB 50-01 Eligibility Wizard: 

 
 
Once Part E is completed, the user will continue to Part F: Birth Data (District can agree up to 
one option max).  
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In Part F: Birth Data, the user will input the birth data, by county or ZIP Code, if applicable, per 
the Form SAB 50-01 instructions. There is the ability for the system to estimate the current and 
previous two years of birth rate data if necessary. This can be done by checking the applicable 
“Estimated” boxes. 
 
Form SAB 50-01 Eligibility Wizard: 

 
 
If applicable, the user will input the number of new Dwelling Units in Part G: Number of New 
Dwelling Units and the District Student Yield Factor in Part H: District Student Yield Factor. 
Please refer to the Form SAB 50-01 instructions for more information regarding these two 
sections. Once completed, the user will proceed to Part I: Projected Enrollment. 
 

Form SAB 50-01 Eligibility Wizard: 

 
 
 
 
In Part I, input the projected K-6, 7-8, and 9-12 enrollment calculated via the OPSC Online 
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Enrollment Projection Calculator. Part I also has a second section for the projected Special Day 
Class Pupil enrollment. In this section, the user will also input the SDC enrollment projected via 
the OPSC Online Enrollment Projection Calculator for the columns labeled Elementary and 
Secondary, which are further broken down into Non-Severe and Severe rows. 
 

Form SAB 50-01 Eligibility Wizard: 

 

 
Once Part I is completed, the user can save the entered information and procced to the 
certification screen by clicking the green “Continue” icon. 
 
In the certification wizard the user will have a “Yes” box to select indicating that they have 
verified and have read and agreed to the terms and conditions. Next the user will fill out the 
information for the District Representative/Superintendent. The information includes the name, 
email address, phone number and date the form was submitted electronically. Once everything 
has been completed the user can save the information entered and proceed by clicking the 
green “Continue” icon. 
 

Form SAB 50-01 Eligibility Wizard - Certification Page: 
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In the submittal wizard the user can upload the Form SAB 50-01 and any supporting 
documentation. Once everything is verified, the required documents are uploaded, and both 
boxes have been checked, the District Superintendent/Representative will proceed by clicking 
the green “Submit Paperless Application” button. 
 

Form SAB 50-01 Eligibility Wizard - Certification Page: 

 
 
The user will be taken to a page that confirms the successful submittal of the application. The 
user will proceed back to the District section by clicking on the District link located in the top left 
corner. 
 

Form SAB 50-01 Eligibility Wizard – Submit Page: 
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How to Supersede a Form SAB 50-01 
When the District needs to submit a revised Enrollment Certification Projection (Form SAB 50-
01), users can supersede previous versions submitted into OPSC Online by following the steps 
provided below.  
 
To access Eligibility, click on District and select a District Name.  
 
District Screen: 
 

 
 
Once a District has been selected, the user can review eligibility updates which have 
been drafted or submitted. 
 
Under District Eligibility Applications, select the application that the user would like to 
supersede. 
District Eligibility Applications Screen: 
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Once in the Eligibility wizard, under the Options box the user will click on the “Duplicate As 
Draft” link. 
Form SAB 50-01 Eligibility Wizard  
 

 
 
 
The user will automatically be returned to the District Eligibility section wizard and a draft 
application will be created to make the necessary revisions. The user will click on the draft 
application to proceed. 
 
Form SAB 50-01 Eligibility Wizard  

 

 
 

Once the necessary revisions are completed, the user can proceed by clicking on the green 
“Continue” icon. This will take you to the certification section. wizard. 
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Form SAB 50-01 Eligibility Wizard  

 

 

In the certification section wizard, the user will have a “Yes” box to select indicating that they 
verify and have read and agree to terms and conditions. Next the user will fill out the information 
for the District Representative/Superintendent. The information includes the name, email 
address, phone number and date the application is being submitted electronically. Once 
everything has been completed the user can save the information entered and proceed by 
clicking the green “Continue” icon. 
 

Form SAB 50-01 Eligibility Wizard – Certification Page:  
 

 

 

41



In the submittal section wizard, the user can upload the revised Form SAB 50-01 and any 
supporting documentation. Once everything is verified, the required documents are uploaded, 
and both boxes have been checked, the Superintendent/District Representative will proceed by 
clicking the green “Submit Paperless Application” button. 
 

Form SAB 50-01 Eligibility Wizard – Certification Page:  

 

 
 
The user will be taken to a page that confirms the successful submittal of the application. The 
user will proceed back to the District section wizard by clicking on the District link located in the 
top left corner. 
 

Form SAB 50-01 Eligibility Wizard: 
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New Construction Eligibility Baseline 
How to check the New Construction Eligibility Baseline 

To access the Eligibility baseline, click on District and select a District Name. 

District Screen: 

The Eligibility screen allows users to view the District’s new construction baselines under the 
View Baselines menu on the right-hand side. In the View Baselines menu, the user will select 
between District-wide or the High School Attendance Area as applicable.  

District Eligibility Applications Screen: 
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Once the corresponding baseline has been selected, the View baseline menu will change to 
include a button for new construction. The user will proceed by clicking the “New 
Construction” button. 

District Eligibility Applications Screen: 

In the new construction baseline, there are two types of baseline adjustment categories: “NC 
Baseline Adjustment” and “Pending Baseline Adjustment(s).” To check the District’s current new 
construction eligibility, the user can refer to what is shown on the SAB Approved Baseline. 

District New Construction Eligibility Screen: 
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Please note, if there are any pending baseline adjustments, the Estimated Baseline will show 
what the SAB Approved baseline will look like once the pending adjustments are approved. 
 

District New Construction Eligibility Screen: 
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Section 2. Fund Release 
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Introduction 
OPSC Online is the Office of Public School Construction’s (OPSC) paperless online application 
system where applicants can electronically submit all School Facility Program (SFP) eligibility, 
funding, and expenditure report documents. 

 
Key Functionality includes: 

• Paperless submittals of SFP Forms 
• Electronic Signatures 
• Document Uploads 
• Authorized User Designation 
• Online Drafts 
• Online Grant Calculator 

 
Accessing OPSC Online: 
OPSC Online is optimized for Google Chrome. However, Microsoft Edge, Internet Explorer and 
Firefox can be used when accessing this platform. At this time, Safari is an unsupported 
browser. OPSC Online can be found under Online Application Tools for School Construction 

Projects on OPSC’s services page or by clicking on the link below: 

https://www.webapps.dgs.ca.gov/OPSC/OPSCOnline/userm/login?originalurl=%2Fdashboard 
 

OPSC Online Login Page: 
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Login Information 
OPSC login information is based on each user’s unique email address. All School District 
Representatives and District Superintendents on record with OPSC (as of December 10, 2018) 
automatically have a user account in OPSC Online. If you do not have an account, send a 
request by emailing OPSCOnlineSupport@dgs.ca.gov. 

 

School District Representatives authorized to submit applications to OPSC on behalf of their 
school district must attach a copy of a school board resolution to the email request. School 
District Superintendents require no additional paperwork. 

 
All other users must submit a request directly to the Superintendent or Authorized School 
District Representative for access. If you need assistance, please contact OPSC. 

 

Dashboard 
Upon login, the user is directed to the Dashboard. The Dashboard displays all applications 
created by authorized users of the district. All district specific projects can be reviewed by 
District Representatives/District Superintendents. School District Delegates are able to view any 
school districts they have been authorized to act on behalf of. 

The Dashboard allows users to create New Funding applications by clicking on “Create New 
Funding Application”, check on the status of an application, view drafted applications not yet 
submitted, and sort applications by clicking on any column header. Users can search by 
entering in the application number in the search section and clicking “Search All”. * 

*Note: OPSC Online currently contains applications submitted and processed after July 5, 2016. 
Historical data for older projects will be included in a later release. 

Dashboard Screen: 
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On the top right corner of the Dashboard there are five main buttons: Dashboard, District, 

Users, Grants, and Resources. 
Dashboard Screen: 

 

 

 

 Redirects users to the Dashboard screen from any page. 

  Allows users to review District Eligibility for modernization and new construction. 

Provides the District with the ability to manage District Representatives and Delegates 
with the power to create and delete users. 

 
Calculates an estimate for the potential funding a District may receive for its application. 
Limitations apply. 

Access to the Form SAB 50-01, 50-02, 50-03 Combined Excel Worksheet, and Site 
Development Worksheet. 

 
Additionally, by clicking on the “Welcome” button users can update their own profile information. 
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User Management 
The User Management page allows District Superintendents/Representatives to grant 
authorization to new users*. Doing so allows users to complete applications and submit 
documents on the District’s behalf; however, only the authorized District 
Representative/Superintendent can submit the application. 

 
District Representatives/Superintendents can access the User Management screen by clicking 
on the “Users” button from any screen. 

 
User Management Screen: 

 

 
Along with the option to activate and deactivate users accounts at any time, District 
Representatives/Superintendents can create a new user by clicking on “Create User” and filling 
in the delegate’s information. 

 
Once the user account is created in OPSC online, the delegated user will check their email for a 
confirmation email. Upon confirmation, the user will be prompted to create a password for their 
account. The email used to create the users account will be their username. 

 
*Note: Currently, if a user is already assigned to a school district, the Superintendent or District 
Representative will need to contact OPSC staff to add access for the user to their school 
districts. 
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The District’s Authorized Representative/Superintendent can grant access by clicking on “Add 
User Access”. 

 
Create User Screen: 

 

 
Once selected, access can be granted by choosing a District and Role in the drop downs and 
clicking "Save”. An expiration on the user’s access can also be put in place, disabling the user 
from accessing any of the District’s information on OPSC Online after the expiration date. 

 
Add Access Screen: 

 

51



 

A Delegate’s access will be limited to the type of role assigned to their user account. 
 

The table below shows the level of access and authorization abilities of different role types that 
will be assigned by either the Superintendent or District Representative(s) on file: 

 
Type of Role Authorization 

 
Architect 

Can create draft applications and review/certify 
cost estimates meet 60% construction 

commensurate requirement. 

Delegate (Consultant) Granted all access except the ability to submit 
applications or to review cost estimates. 

Superintendent/Representative Granted all access and are the only users that 
can submit applications. 

 
Once an account has been created, a user can update their information at any time by clicking 
on their name located on the top right hand side of their screen and clicking on “Profile”. Once 
on the Manage Your Profile page, click on “Edit Profile”. 

 
Users can change their password by clicking on “Change Password”. 

 
Manage Your Profile Page: 

 

 

A new password will need to be entered in and confirmed when changing or creating your 
password. Passwords require at least one special character, one number, and an uppercase 
and lowercase letter. Click on "Reset” to confirm your password change. 
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Change Password Screen: 

 

 
District Superintendents/District Representatives can update another user’s information by 
clicking on User, selecting the user’s name they wish to update, and clicking on the “Edit 
Profile” option. 

 
The option to edit and delete a Delegate’s access will also be available under Manage Profile. 

 
Manage Profile Screen: 
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Form SAB 50-01, 50-02, and 50-03 Eligibility Submittals 
Before a district can submit a funding application for the SFP new construction and/or 
modernization programs, the district must submit an application to determine eligibility for 
funding. New Construction eligibility is normally determined on either a district-wide basis, or 
sometimes based off a High School Attendance Area (HSAA). For modernization, each school 
site has its own site-specific eligibility. 

Authorized users will have the capability to create, review, and submit eligibility 
establishments/updates and have access to review existing ledgers showing the history of each 
district or site’s past eligibility activity. This will allow users to see the historical eligibility and 
remaining eligibility details for their District. Eligibility forms include the Form SAB 50-01, 50-02, 
and 50-03. 

 
The purpose of having Districts submit eligibility forms online is to capture the data and 
enrollment so that future functionality prepopulates enrollment for prior years. OPSC online 
does not calculate the enrollment projections, it is designed to capture the eligibility form data. 
The District should use OPSC’s online SAB 50-01 Enrollment Projection Calculator to run new 
construction eligibility scenarios, keying in the results and desired methodology into OPSC 
Online. The calculator can be found here: https://www.dgsapps.dgs.ca.gov/opsc/ab1014/. 

 

To access Eligibility, click on “District” and select a District Name. 
 

District Screen: 
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Once a District has been selected, users can review eligibility establishments/updates which 
have been drafted or submitted. 

 
By clicking on “New Eligibility Application”, users are directed to the Eligibility Wizard page, 
where users can create new applications for eligibility establishments and updates. 

 
Eligibility Screen: 

 

 

The Eligibility Wizard requires users to fill out information on the establishment or adjustment 
users wish to complete. Users will need to select the District, the type of application, the 
Attendance Area involved (if applicable), and the enrollment year being used. An Application 
Nickname is required prior to clicking "Continue”. 

 
Eligibility Wizard: 
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Users wishing to establish New Construction eligibility will select “Establish New Construction 
Eligibility”. Then, select the type of application and whether the application is for a High School 
Attendance Area, or if it is district-wide. You will also need to enter the enrollment year. New 
Construction eligibility establishment applications will include Forms SAB 50-01, 50-02, and 50- 
03. 

Users submitting New Construction eligibility adjustment updates will only include the Form 
SAB 50-01 with the most current enrollment information on it. 

 
Establishments and adjustments for Modernization eligibility only utilize the Form SAB 50-03. 

 
Eligibility Wizard: 

 

 
The District can obtain a hard copy of any of the three forms along with general information and 
instructions by clicking “Preview Eligibility” Forms on the right side of the application. 

 
Eligibility Forms: 
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The District Superintendent/Representative will complete the certification page once all 
information has been verified. Users will be unable to move forward unless all sections have 
been completed and show a check mark. An exclamation point next to a section name indicates 
an incomplete page. To return to a page, click on the section name or use the “Previous” tab 

until the desired page is found. 
 

Certification Page: 
 

 
Once all the information has been verified and reviewed, the District 
Superintendent/Representative will click “Submit Paperless Application”. 

 
Submittal Page: 
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Only District Representatives/Superintendents can submit applications. Authorized users will 
only have the ability to draft applications on the District’s behalf. Applications not submitted 
become marked as drafts and can be found under the Eligibility area in the District’s dashboard. 

 
The Eligibility screen also allows users to view their District’s new construction and 
modernization baselines under the View Baselines menu. 

 
Eligibility Screen: 

 

 
Once a High School Attendance Area is selected, the user can then click New Construction to 
view District wide or HSSA baselines. Modernization baselines can be viewed by searching or 
clicking on the site name. 

 
Baseline Screen: 
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Districts will be able to view the current eligibility and all adjustments completed with State 
Allocation Board (SAB) approval. Pending adjustments not yet approved will appear under the 
Pending Baselines Adjustment(s) header located near the bottom of the page, the status of the 
adjustment will allow districts to see what stage application adjustments are at during OPSC’s 
review. The user can also see what the estimated baseline will be once pending adjustments 
are approved. 

 
Eligibility Baseline Screen: 
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Form SAB 50-04, 50-09 and 50-10 Funding Application Submittal 
The Application for Funding (Form SAB 50-04) is submitted by school districts and County 
Offices of Education (COE) once they meet all of the program eligibility requirements, and they 
are ready to seek funding for an eligible project. 

 
Authorized users will be able to submit supporting documentations needed for review and save 
draft versions which can be returned to at a later time. 

 
Create New Funding Application 
To submit a new funding application, click on “Create New Funding Application” on the 
Dashboard page. 

 
Funding Application Screen: 
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Once selected, a dialog box opens asking the user if the new funding application is for a project 
that has already received advanced funding for Site Acquisition & Design. If the District has 
received the advance funding, the user should select “Yes”, and move forward as directed. 

 
Application Screen: 

 

 

If no advance funding has been received, select “No”, enter in the required information, and click 
“Continue” to proceed with completing your funding application. 

Application Screen: 
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Once the authorized user has inputted the necessary information for their funding application, 
the user should then request the District’s Licensed Architect and Licensed Design Consultant 
to go into the drafted funding application and make the necessary certifications required. 

 
Licensed Architect Consultant Certification: 

 

 

 
Licensed Design Consultant Certification: 
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Similarly, the District Representative/Superintendent should review the entire application and 
should verify the information reported is true and correct prior to completing the certification 
page. 

 
District Representative Certification Screen: 

 

 

Representatives/Superintendents can then click “Submit Paperless Application” to complete the 
submittal of their funding application. 

 
Submittal Screen: 
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Select “Upload Remaining Files” to attach any supporting documents needed to complete the 
District’s application. Documents are required within 7 business days of your application 
submittal date. Users can locate required forms by clicking on “Review Required Documents”.  

 
Applications submitted to OPSC will be reviewed in the date order received. Authorized Users 
can go to their Dashboard to view the status of their District’s funding application. 

 
Completed Submission Screen: 
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Financial Hardship 

When a Local Educational Agency (LEA) submits an Application for Funding, they have the option to 
check a box on the application to request funding for a Financial Hardship (FH). The purpose of a 
Financial Hardship review is first to determine if an LEA is eligible for Financial Hardship, and second, to 
determine how much LEA funds are available for the LEA matching share, if any. If the LEA does not have 
enough funds for their matching share of a project, the LEA receives Financial Hardship in an amount to 
make the LEA share whole (LEA’s required share minus available funds). 
For example, if the project total cost is $1 million and the LEA matching share is $500,000, but the LEA 
only has $200,000 available for their matching share, the LEA would receive $300,000 in Financial 
Hardship funding ($500,000 - $200,000 = $300,000). 

When an LEA requests Financial Hardship on an Application for Funding, the Office of Public School 
Construction (OPSC) will request a package of documents from the LEA so that a review for Financial 
Hardship can be completed concurrently with the review of the Application for Funding. Any authorized 
user representing the school district may complete the Financial Hardship package and upload documents 
in OPSC Online; however, only the Authorized Superintendent, and District Representatives may submit a 
Financial Hardship package through OPSC Online. 

The LEA must have received a request from OPSC for a Financial Hardship package before submitting 
one in OPSC Online. The Financial Hardship Package the LEA will submit through OPSC Online consists 
of: 

• Phase I FH Checklist
• Phase II FH Checklist
• Project Worksheet for each project
• Fund Worksheet for each Capital Facility Fund the LEA has
• Supporting documents called for in the Phase I and II FH Checklists
• For a Re-Review, the LEA provides an Unfunded Review FH Checklist and supporting documents

Submitting a Financial Hardship Package in OPSC Online

Authorized users may submit a Financial Hardship package through OPSC Online when FH 
documents are requested by the OPSC. To begin submitting a new Financial Hardship 
Package, log onto OPSC Online and then (1) click on the “District” button. 
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Dashboard Funding Application Screen: 

 
 
 

From the District screen, click on the district name. 
 

District Screen: 
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Click on the “Financial Hardship” tab. 
District Screen: 

 

 
 

 

Click on “New Financial Hardship Request”. 
Financial Hardship Screen: 
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A pop-up window will appear that has three fields: 1. District; 2. Financial Hardship Phase; 3. 
Application Nickname. Enter in an application nickname in the application nickname field and 
click “Continue”. 
Note: Make the nickname as detailed as possible. For example: “XYZ USD Phase 1 FH 
Checklist 10/2023” 

 
Financial Hardship Screen: 

 

 

Click on “Start Application” from the Financial Hardship Package, Financial Hardship Checklist - 
Phase 1 screen. 

 
Financial Hardship Package Landing Screen: 
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Check the box to indicate if this is a “New” Financial Hardship request or a “Renewal”. Then 
Click “Yes” or “No” to indicate if it is a County office of Education. 
Financial Hardship Package Wizard: 

 

 

Clicking on a question mark icon next to a question will pull up a pop-up box with additional 
information related to that question. 
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Click “Continue” when you are done. 
 

 

Answer each question on the screen and click “Continue”. Repeat these steps for the Section A 
and Section B in the Financial Hardship Checklist.* 

 
 

* If the school district is not levying developer fees at the maximum rate justified under law, the 
school district does not qualify for financial hardship status. The school district can stop filling 
out the form and should notify the financial hardship auditor and project manager processing 
the funding application. 
 
 
 

70



 

If the school district answers No to all four questions in Section B, the school district does not 
qualify for financial hardship status. The school district can stop filling out the form and should 
notify the financial hardship auditor and project manager processing the funding application. 
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Each time you successfully complete a section of the Financial Hardship Checklist, that section 
will change from an exclamation point to a green checkmark on the left-hand navigation panel. 
If not, then go back to that section by clicking on the “Previous” button at the bottom of the 
screen and answer the unanswered question(s). 
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After completing the first three sections of the Financial Hardship Checklist Phase I, you will be 
on the Review screen and be able to review the answers provided. Click on “Edit” Page in any 
section that needs the answer to a question changed. 
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Once all the questions are answered correctly, click on “Continue” at the bottom of the Review 
screen. 

 

 

The last screen in the Financial Hardship Checklist Phase I  is the Submit screen. From this 
screen you can download a Word Document list of the documents required for a Phase I 
Financial Hardship submittal. 

 
Click on “FH Eligibility Determination – Phase I Submittal Checklist” to download the list of 
documents required for a Phase I Financial Hardship submittal. 
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To upload the documents required for a Phase I Financial Hardship submittal, click on “Upload 
file(s)”. 

 

 

Click on “Browse files” to locate documents required to be upload for review and click “Upload 
Files”. Click on “Done” once all your Phase I documents are uploaded. 
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Once all the required documents are uploaded to OPSC Online, click on the certification boxes, 
fill in the contact information, and click “Submit Paperless Application”. 

 

 

You should get a message that the submittal was successful. 
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Once the paperless request for Financial Hardship Eligibility Determination is submitted, you 
can click on “Go To Financial Hardship Dashboard” to start the process for Financial Hardship 
Review - Phase II Checklist.* 

 

 
 
From the Financial Hardship Package Dashboard, click on “Create Phase 2 Checklist”.* 

 
Financial Hardship Package Dashboard: 

 

* You may also complete the Phase II Checklist at a later date by navigating to the “District” 
button in the upper right. Navigate to the desired school district’s financial hardship tab and 
click on the desired Financial Hardship package. 
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The next screen will appear that has three fields: 1. District; 2. Financial Hardship Phase; 3. 
Application Nickname. Enter in an application nickname in the application nickname field and 
click “Create Checklist”. 

 

 

Click on the Phase 2 tile on the left-hand navigation that displays “Financial Hardship Checklist 
– Phase II Draft”. 
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Click on the Draft line item for the Financial Hardship Checklist – Phase II. 
 

 
 
 

Click on “Funding Sources” to start the Phase II checklist. 
Financial Hardship Checklist - Phase II Wizard: 
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Answer each question on the screen and click “Continue”. Repeat these steps for the Evidence 

Required section. 
 
 

 

Clicking on a question mark icon next to a question will pull up a pop-up box with additional 
information related to that question. 
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Each time you successfully complete a section of the Financial Hardship Checklist, that section 
will change from an exclamation point to a green checkmark on the Left-Hand Navigation 
panel. If not, then go back to that section by clicking on the “Previous” button at the bottom of 
the screen and answer the unanswered question(s). 

 
 

 

After completing the first two sections of the Financial Hardship Checklist - Phase II, you will be 
on the Review screen and be able to review the answers provided. Click on “Edit Page” in any 
section that needs the answer to a question changed. 
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Once all the questions are answered correctly, click on “Continue” at the bottom of the Review 
screen. 

 

 
 
 

Click on ”FH Eligibility Determination – Phase II Submittal Checklist” to download the list of 
documents required for a Phase II Financial Hardship submittal. 
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To upload the documents required for a Phase II Financial Hardship submittal, click on “Upload 
file(s)”. 

 

 
 
 

Click on “Browse files” to locate documents required to be upload for review and click “Upload 
Files”. Click on “Done” once all your Phase II files are uploaded. 
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Once all the required documents are uploaded to OPSC Online, click on the certification boxes, fill in 
the contact information, and click “Submit Paperless Application”. 

 

 
 
 

Once the paperless request for Financial Hardship Eligibility Determination is submitted, the process 
for submitting a Financial Hardship Package is complete. If you go back to the Financial Hardship 
Package dashboard you should see the status of both the Financial Hardship Checklist – Phase I 
and the Financial Hardship Checklist – Phase II as Submitted. 
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Participating in Funding (PIF) 

The priority funding (PF) process was created to allow projects that are approved for placement 
on the Unfunded List (Lack of AB 55 Loans) by the SAB to receive an apportionment with 
accelerated timelines. 

SFP Regulation Section 1859.90.2 requires applicants to submit a written statement that 
requests to convert the unfunded approval to an apportionment. 

SFP regulations currently include requirements for applicants with projects on the Unfunded List 
(Lack of AB 55 Loans) to participate in the PF process or risk having their project(s) rescinded. 
The purpose is to avoid having limited bond authority reserved for projects that are not moving 
forward. 

There are two ways for a school district to choose not to participate in the PF process as 
follows: 

1. Not submitting a valid PF request in the 30-day filing period.

2. Submitting a valid PF request but failing to submit a valid Fund Release Authorization (Form
SAB 50-05) to request the release of funds within 90 days after the SAB approves an
Apportionment.

Either one of these will be considered an “occurrence” for non-participation, as specified in SFP 
Regulation Section 1859.90.3. Any project that incurs two occurrences for nonparticipation will 
be removed from the Unfunded List (Lack of AB 55 Loans), or the PF Apportionment will be 
rescinded without further SAB action. 

To access this platform, locate the appropriate SAB Approved application on your Dashboard. 
Application Screen: 
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Fill in the information on the application you wish to create a PIF certification for and click on 
“Create Linked App”. 

 
Application Screen: 

 
 

 

On your application screen a PIF certification draft will be created under PIF. Once selected, 
click on the drafted PIF. 

 
Application Screen: 
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District Representative/Superintendents should read and agree to the terms and certifications 
on the PIF Certification page. Once the appropriate boxes have been selected and certification 
completed, click “Continue”. 

 
PIF Certification Screen: 

 

 
On the submittal page, read and certify to the information entered in and click on “Submit Priority 
Funding Request”. 

 
PIF Submittal Page: 
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Users will be directed to a confirmation screen showing the successful submission of the PIF 
certification. 

 
Confirmation Screen: 

 

 
The PIF form can be downloaded at any time, however a mailed copy is no longer needed. 
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Grant Agreements 

Pursuant to SFP Regulation Section 1859.90.4, an authorized District Representative must 
submit a Grant Agreement with signatures to the OPSC prior to, or concurrently with a Form 
SAB 50-05 in order for the fund release request submittal to be considered valid. Signed Grant 
Agreements may be submitted once the project has received an unfunded approval; but a Form 
SAB 50-05 should not be submitted until the district is participating in an active Priority in 
Funding Round (PIF) and the SAB has awarded the project an apportionment. 

OPSC Online supports the submission of Grant Agreements, and it is the preferred method of 
submission. A District Representative or Superintendent must be logged in to submit a 
paperless Grant Agreement. 

The OPSC creates the Draft Grant Agreement in OPSC Online and notifies the school district 
when it is available for review. 

In order to review and submit a Grant Agreement in OPSC Online, authorized users must locate 
the appropriate Grant Agreement on the Dashboard page of their OPSC online account. 

Click anywhere on the Grant Agreement line item. 

Dashboard Screen: 

89



 

This will take you to the Application Screen. The Grant Agreement tile will be highlighted on the 
left side of the screen, and you will see the Grant Agreement listed as a Draft. Click anywhere 
on the Grant Agreement line item. 
Application Screen: 

 

 

This will take you to the Review & Certify Screen. The Grant Agreement will be watermarked 
DRAFT until the district submits the Grant Agreement and OPSC approves the final submitted 
version. To review the Grant Agreement as a PDF, click on “Preview Form SAB Grant 
Agreement”. Open the Grant Agreement PDF by clicking on the link that appears on the bottom 
left-hand side of the screen. 
Review & Certify Screen: 
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This will open the Grant Agreement as a PDF in a new browser window. From here you can 
click on the bookmarks icon and then use the bookmarks to navigate quickly to different pages 
of the Grant Agreement. You may click on the bookmark for “Common Eligible Project 
Expenditures”. 
Grant Agreement PDF Screen: 
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This will take you to page 23 of the Grant Agreement which lists the page numbers of common 
expenditures by project type. In our example we will look at the table for Modernization – 

Adjusted Grant Common Eligible Project Expenditures. Type in page number 33 at the top of 
the screen and press enter. 
Grant Agreement PDF Screen: 

 

 

This will take you to the page of the Grant Agreement that has a table of common eligible 
expenditures for a modernization project. 
Grant Agreement PDF Screen: 
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Use the bookmarks or enter the page number at the top of the screen to navigate the Grant 
Agreement PDF. Page 74 of the Grant Agreement lists the page numbers of common ineligible 
project expenditures by project type. 
Grant Agreement PDF Screen: 

 

 

After reviewing the Grant Agreement, go back to the Review & Certify screen by clicking on the 
first window tab at the top of the browser. 
Grant Agreement PDF Screen: 
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This will take you back to the Review & Certify screen. Scroll down to the bottom of the page. 

Review & Certify Screen: 
 

At the bottom of the Review & Certify screen, the authorized district representative will click on 
the “Yes” button and enter their name, date, and phone number. Click on “Continue”. 
Review & Certify Screen: 
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This will take you to the screen to submit a paperless Grant Agreement signed by an 
Authorized District Representative. Check the certification box and click on “Submit Paperless 
Application”. 
Submit Paperless Grant Agreement Screen: 

 

 
 
 

A notification screen will appear confirming the paperless Grant Agreement was successfully 
submitted to OPSC. Click on “Go To Application Dashboard”. 
Grant Agreement Submitted Notification Screen: 
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The Grant Agreement will now show the status as Submitted. 

Application Screen: 
 

 
 

 

Once the paperless Grant Agreement is signed by the Executive Office of OPSC, the Grant 
Agreement status will change to SAB Approved. To view of the final approved Grant 
Agreement, click on the “Grant Agreement” line item. 
Dashboard Screen: 
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Click on the “Grant Agreement” line item. 

Application Screen: 
 

 
 
 

The Grant Agreement no longer has a DRAFT watermark. Click on “Download Completed Form” 
to save a PDF copy of the fully executed Grant Agreement. 

Review & Certify Screen: 
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Click on the PDF at the bottom left of the screen and choose OPEN from the drop-down menu. 

Review & Certify Screen: 
 

 
 

 

Click on the download icon at the upper right of the screen to download and save a copy of the 
fully executed Grant Agreement PDF to a computer. 
Grant Agreement PDF Screen: 
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Form SAB 50-05 Fund Release Requests 

A District may submit a Form SAB 50-05 any time after the State Allocation Board (SAB) has 
approved an applicable project apportionment, a grant agreement accompanies or precedes 
the Form, and provided that the district is able to make all of the certifications listed on the 
Form.  

Refer to the SAB approved resolution for SAB 50-05 timelines. In many scenarios, the District 
has 180 days or 365 days depending on Financial Hardship status to submit a Form SAB 50-
05 or the apportionment is rescinded without further SAB action. During Priority Funding 
rounds, the District has 90 days (or 180 days for Charter Site apportionments) from the day of 
Priority Funding Apportionment to submit a Form SAB 50-05 or a non-participation occurrence 
is incurred.  

Accessing OPSC Online: 
OPSC Online is optimized for Google Chrome. However, Microsoft Edge, Internet Explorer and 
Firefox can be used when accessing this platform. Currently, Safari is an unsupported browser. 

OPSC Online can be found under Online Application Tools for School Construction Projects on 
OPSC’s services page or by clicking on the link below: 

https://www.webapps.dgs.ca.gov/OPSC/OPSCOnline/userm/login?originalurl=%2Fdashboard 

Login Information 
OPSC login information is based on each user’s unique email address. All School District 
Representatives and District Superintendents on record with OPSC (as of December 10, 2018) 
automatically have a user account in OPSC Online. If you do not have an account, send a 
request by emailing OPSCOnlineSupport@dgs.ca.gov. 

School District Representatives authorized to submit applications to OPSC on behalf of their 
school district must attach a copy of a school board resolution to the email request. School 
District Superintendents require no additional paperwork. 

All other users must submit a request directly to the Superintendent or Authorized School 
District Representative for access. If you need assistance, please contact OPSC. 

To submit the fund release request in OPSC Online, authorized users must locate the appropriate 
funding application on the Dashboard page of their OPSC online account.  
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Authorized Users  
A Delegate’s access will be limited to the Type of Role assigned to their user account. 

The table below shows the level of access and authorization abilities of different role types that 
will be assigned by either the Superintendent or District Representative(s) on file: 

Type of Role Authorization 

Architect Can create draft SAB 50-05s but cannot submit them 

Delegate (Consultant) Can create draft SAB 50-05s but cannot submit them 

Superintendent/Representative Can create and submit SAB 50-05s 
 

Login to OPSC Online and Navigate to SAB 50-05 
 

To access OPSC Online, click on the link below: 

https://www.webapps.dgs.ca.gov/OPSC/OPSCOnline/userm/login?originalurl=%2Fdashboard 
 

Enter your email address in the first field. 
Enter your password in the second field. 
Click “Sign In.” 

OPSC Online Login Page:  
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From the Dashboard page, locate the appropriate application from the list displayed. Or use the search 
function near the top right corner. 

OPSC Dashboard Page: 

 

OPSC Online-Application Page: 

Once the 
application 
has opened, 
click on 
“Create a 
Linked Form 
SAB 50-05”. 

The option to 
Create 
Linked 50-05 
will only 
show if the 
application 
has been 
SAB 
approved.* 

*If the application is not SAB approved and you find it in error, please reach out your Program Manager for 
assistance, otherwise you may not create a 50-05 application.    
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On the Create Linked Application page, the application type should default to Fund Release Authorization 50-
05. Select the applicable phase if more than one is listed. Create an application nickname. Then click “Create 
Linked App”. 

 

This will create a fund release draft. Fill out the Form by clicking on the draft. 

Form SAB 50-05 Application Screen: 
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Fill in each section of the Form SAB 50-05 with the pertinent information. The following sample will be for an 
Adjusted Grant Apportionment that requires Part V, Part VIII, Part X, and Part XI. Refer to the Form SAB 50-05 
Submittal Checklist under Resources in OPSC Online for guidance on which parts are applicable to your project.  
 

OPSC Online-Resources page.  
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OPCS Online-Draft page. 

Please complete all 
required fields 
before accessing the 
submission page.  

Complete Parts II 
through XI as 
applicable to the 
project.  

To begin, click on 
“Part II. A. Charter 
Preliminary 
Apportionment…” 
(green arrow). 
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OPSC Online – Part II. A. Charter Preliminary Apportionment – Design Only 

Click the toggle if the page is 
not applicable, then click 
“Continue”. 

Continue with the application 
down through Parts II through 
XI of the 50-05.*  

Refer to the ‘Form SAB 50-05 

Submittal Checklist’ under 
Resources in OPSC Online for 
guidance on which parts are 
applicable to your project.  

*Please note each part will 

need a green check mark for 

the user to submit the 

application. 

 

 

 

Form SAB 50-05 Review Mode: 

While in Review mode, 
edits can be made here by 
selecting a desired section 
of the Form 50-05. Click on 
“Edit Page”, changes will 
be saved once “Continue” 
is clicked.  
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Form SAB 50-05 Review Mode: 

Once the information on Form 
50-05 has been reviewed for 
completeness and accuracy, 
click “Continue”.   

Form SAB 50-05 Submittal Page: 

On the Submit Page, upload all 
required documents by clicking 
on the “Upload file(s)” button.  

Please read through the 
agreement, and place 
checkmarks on the boxes for 
acknowledgment.   

Once the boxes have been 
checked, the application is now 
ready for submittal. Click on the 
green “Submit Paperless 
Application” button.  
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Form SAB 50-05 Submittal Page: 

After the form is complete 
and submitted, the Status 
will now indicate the form 
has been “Submitted”. The 
application status can also 
be viewed on the 
Application Dashboard. 

The application status will 
change throughout the 
application process by 
OPSC staff. Once your 
application has been 
approved, the status will 
change to ’50-05/70-02 
Approved’. Click on “Go to 
Application Dashboard”.  
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On the Application Dashboard, the status of the application can be shown in the red boxes below.   

Application Dashboard: 

 
 
 
 
 
Form SAB 50-05 Statuses: 

 
Status Description 

Submitted SAB 50-05 has been submitted to OPSC. 

OPSC Reviewing SAB 50-05 is being reviewed by OPSC Intake Team. 

50-05/70-02 Letter An email or letter has been sent to the District for additional 
information. 

50-05/70-02 Review SAB 50-05 is being reviewed by OPSC Fund Release Team. 

50-05/70-02 Approved SAB 50-05 has been approved by OPSC Fund Release Team. 

Revoked SAB 50-05 has been revoked and returned as unprocessed. 

Superseded SAB 50-05 or SAB 70-02 has been superseded. 
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If the Form SAB 50-05 has been submitted and changes are needed, click on the 50-05 from the left 
hand navigation, then select the Options drop down list, select “Duplicate as Draft”. By creating a 
duplicate draft, information from the previously submitted form will prepopulate to a new draft and 
edits. 

 
Application Screen:  
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Form SAB 50-06 Expenditure and Substantial Progress Reports 
 

Substantial Progress Report 
Substantial Progress reporting requirements are determined by type and date of apportionments 
and their subsequent fund releases. School districts must show Substantial Progress within 18 
months of receiving an SFP fund release. The specific type of Substantial Progress evidence 
required for a project is determined by the type of apportionments.   
 
Every SFP project must indicate how they met substantial progress requirements by either 
submitting a substantial progress checklist or 100% final expenditure report. OPSC may select 
the project for a substantial progress and/or certifications review. The school district will be 
notified in writing if additional supporting documentation will be required to support the school 
district’s substantial progress and certifications. 

 
Expenditure Report 
The SFP requires school districts to submit an Expenditure Report (Form SAB 50-06) and a 
Detailed Listing of Project Expenditures (DLOPE) one year after receiving the initial fund 
release for the project. Subsequent expenditure reports are due annually until the project is 
complete or if the project reaches 3 years from its final fund release for an elementary 
school or 4 years for middle/high school. 

 
The SFP allows school districts to retain and apply savings on a construction project towards 
the school district’s high priority capital facility needs. If the school district is using the State’s 
share of savings as the school district’s matching contribution, it must be for a like-kind SFP 
project. Once savings have been spent, the savings expenditures must be reported to OPSC 
on the Form SAB 50-06 and Detailed Listing of Project Expenditures–Savings. The school 
district is required to continue to submit expenditure reports annually until all project funds, 
State share plus the school district’s required matching share, have been expended. 

 
OPSC Online allows school districts that have received a fund release to submit the 
Substantial Progress Checklist, Form SAB 50-06 electronically and upload the DLOPE. 

 
In order to submit the Form SAB 50-06 Expenditure and Substantial Progress reports in OPSC Online, 
the user will login to their OPSC Online account, then the user will search for the application. On the 
Dashboard, type in the application number and click “Search”. 
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OPSC Online will display the application number. Click on the application number. 
 

 
 
Click on “Create Linked 50-06”.  Select the type of progress report: Substantial Progress(Design, 

Separate Site, or Adjusted Grant), or SAB 50-06 Expenditure Report .  Then the user will have to 
give the application a nickname and click “Create Linked Application”.  
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Submitting a Substantial Progress Report 
 
To complete a Substantial Progress report: Select Design, Separate Site, or Adjusted Grant, fill out 
the remaining section, and click “Create Linked App”. 
 

    
 

 
OPSC Online will create a Substantial Progress draft on the Application Management page in the Left-
Hand Navigation. Select the newly created Draft to complete the form. 
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By default, OPSC Online will open to the form review page to view all previously entered data for the 
selected form version. Click “Edit Page” to start filling in each section.  
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On the Left-Hand Navigation pane are the required pages that need to be filled out. Complete the 
Adjusted Grant and Certification screens and fill in each section of the page with the pertinent information 
and click “Continue”. You must click on Continue to save your progress. 
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On the review page, you can return to any section to make changes before submitting the School 
District’s form, Click on “Edit Page” to return to a section. Changes will be saved once 
“Continue” is clicked. 
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Once the user has verified that everything is complete and correct, the user will review the terms 
and conditions, agree and consent by checking the boxes, upload any required file(s), and click 
“Submit Paperless Application”. All field’ sections in the left-hand navigation must have a green 
checkmark in order to submit the application. Only the Superintendent and Authorized School 
District Representatives may submit the report. 

 
 
Once the paperless application is submitted, the school district will receive a confirmation page and an 
opportunity to upload any remaining files, review required documents, and download a copy of the 
completed form.
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Submitting an Expenditure Report 
 

To complete an Expenditure report: select SAB 50-06 Expenditure Report, fill out the remaining 
section, and click “Create Linked App”. 
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OPSC Online will create a SAB 50-06 Form Expenditure Report draft. Click on the Draft to complete the 
form. 

 
 
By default, OPSC Online will open to the form review page to view all previously entered data for the 
selected form version. Click “Edit Page” to start filling in each section.  

 

       
 
 
 

118



 

In the Left-Hand Navigation are the required pages that need to be completed.  Complete the 
Expenditure Report and Certification pages with the pertinent information and click “Continue”. 
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On the review page, you can return to any section to make changes before submitting the School 
District’s form. Click on “Edit Page” to return to a section. Changes will be saved once 
“Continue” is clicked. 
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Verify that everything is complete and correct, review the terms and conditions, agree and 
consent by checking the boxes, upload the Detailed Listing of Project Expenditures (DLOPE) 
and any required file(s), and click “Submit Paperless Application”.  

 
 
Once the paperless application is submitted, the school district will receive a confirmation page, have an 
opportunity to upload any remaining files, and be able to download a copy of the completed form. 
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The school district can review the status of both submitted and draft forms for both the Substantial 
Progress Report and Expenditure Report. The status can be reviewed on the Dashboard and the 
Application Management screen.  As shown on the next page in red, no drafts are available because the 
original draft was submitted, and is now in Submitted status, shown in green below. 

 
If the user would like to create a new draft, click on the draft version, and then click on 
“Options”, then on “Duplicate as Draft”. The information from the previously submitted form will 
prepopulate to the new draft.  By creating a duplicate draft, the school district can submit a new 
form with prepopulated information and make any changes as needed. 
 
Under Options (purple arrow), the user can also Copy Link and send to a different user via 
email or web chat to continue or review the saved status.  A link can be sent in draft status or 
submitted status.  Below is an example of a submitted status. 
Prior to submitting the SAB 50-06, the school district is required to upload the DLOPE that supplements 
the SAB 50-06. The user could also upload any required files associated with the Expenditure Report or 
Substantial Progress Report.   
To obtain this form go to Detailed Listing of Project Expenditures(DLOPE) for the DLOPE worksheet. The 
DLOPE is an excel worksheet which may be used to assist in reporting these expenditures. The excel 
worksheet consists of five tabs: Planning, Site, Relocation, Construction, and Savings. 
Fill out the savings tab only if any savings are identified as well as the purpose for which it was used. 

a. The list of project expenditures should reflect all expenditures for the project by warrant numbers, 
warrant dates, warrant payees, warrant amounts, and specific descriptions of the expenditures, as 
required on the Form SAB 50-06. The description of expenditures must provide enough detail for 
the local auditors to verify that all project expenditures are applicable to the project and that the 
expenditures have been recorded in the proper cost categories. 

b. Total project expenditures on the Form SAB 50-06 must agree with the total amount of individual 
expenditures reported on the DLOPE. 

 
In addition, users can upload any documents requested by OPSC staff to conduct Substantial Progress 
and Certification review such as (see the blue arrows below): 

1. Construction contracts to date. 
2. Schedule of Values or Continuation Sheet for construction contracts. 
3. Billing to date for construction contracts. 
4. Project expenditures to date (Detailed Listing of Project Expenditures). 
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5. General ledger report that details project expenditures to date. 
6. All project change orders. 
7. Supporting documentation verifying the Date of Occupancy. 
8. Qualification appraisal/selection process for all architects/design professionals, construction     

managers, and engineers.  
9. Evidence that the District is liquidating their encumbrances (Financial Hardship project). 
10. Evidence that the District has met Disabled Veteran Business Enterprise (DVBE). 
11. Construction bid summaries. 
12. Construction delivery method. 
13. Written policy and procedures that documents processes for accounting of SFP project activities. 
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Grant Calculator 

The Grant calculator provides an overview of the potential funding a District may be eligible for. 
It provides a breakdown of the calculations so that the district knows how much they may be 
eligible for based on the input data. 

If an application has not been submitted, users can click on “Grants” and key in information 
associated with their potential funding request. 

OPSC Grants Calculator: 

In order to review the grants for a specific project, click on the application of your choice. Once 
the application page has opened, click on “Review Grants” on the right-hand side. 

OPSC Grants Calculator: 

Disclaimer: The OPSC Online Grant Calculator provides an estimate for the potential funding 
that may be associated with a complete application. The final grant amount is determined after 
the OPSC review is complete. 
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Future Functionality 
Future enhancements to OPSC Online include: 

• Prepopulating of previously submitted enrollment data on the Form SAB 50-01.

• Prepopulating of previously submitted expenditure information from prior reporting
periods on the Form SAB 50-06.

• Ability to access OPSC Online Resources without being associated with a school district.

• Integration with the Division of the State Architect.

OPSC Online Contact Information 
Office of Public School Construction 
Department of General Services 
707 Third Street - 4th Floor 
West Sacramento, CA 95605 
Phone: (916) 376-1771 

For OPSC Online assistance, please contact your project manager or e-mail: 
OPSCOnlineSupport@dgs.ca.gov. 
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Section 3: Pre-K, TK and Full-Day Kindergarten Program 
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California Preschool, Transitional Kindergarten and Full-Day Kindergarten 

Program Forms 
 

Application for Funding (Form SAB 70-01)  
The Application for Funding (Form SAB 70-01) is submitted using OPSC Online by School 
Districts, County Offices of Education (COE), and Community Colleges if they are looking to 
expand the number of preschool, transitional kindergarten and full-day kindergarten classrooms 
by constructing new school facilities or retrofitting existing school facilities.  

All District Representatives and Superintendents on record with OPSC automatically have a 
user account in OPSC Online. If you do not have a user account, send a request by email to 
OPSCOnlineSupport@dgs.ca.gov. 

Any OPSC Online user with access may draft an application and upload supporting documents. 
However, only an authorized District Representative can submit the application for funding in 
OPSC Online. By submitting the application, the District Representative has essentially signed 
the Form electronically.  

Here is an example of the OPSC Online Log-in page: 

 

 

User Dashboard 
Upon login the user is directed to the Dashboard. The Dashboard displays all applications 
created by authorized users. All district-specific applications can be reviewed by the District 
Representative and Superintendent. Delegates are able to view applications for all school 
districts for which they have been authorized access. 

From the Dashboard, users can create new funding applications, check on the status of existing 
applications, and view drafted applications not yet submitted. To sort applications, click on any 
column header. Users can search for an application by entering the application number in the 
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search field and then click “Search All”. All Forms (funding, grant agreement, fund release or 
expenditure report) submitted for that application will appear.  

General Navigation of OPSC Online 
On the top right corner of the Dashboard, there are seven main buttons Dashboard, District, 
Users, Enrollment Projection, Grants, Resources and Project Reporting. Below is a brief 
description of the function for each button. 

 

 

 

 

Redirect users to the Dashboard screen from any page. Users may stop and start a 
draft application anytime and go back to it. 
 
 

 

Allows users to review District’s eligibility, authorized contacts, uploaded documents, 
financial hardship and project tracking number. 
 
 

 

Provides the District with the ability to manage District Representative and 
Delegates with the power to create and delete users. 
 
 

 

Pertains to SFP projects to determine eligibility for new construction projects. 
 
 
 

 

Calculates an estimate for the potential funding a District may receive for its 
application. 
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Access to the Form SAB 50-01, 50-02, 50-03 Combined Excel Worksheet and Site 
Developments Worksheet, and various other instructions, including how to generate 
a new Project Tracking Number (PTN). 
 

 

Allows users to access the project status information for school projects in our office. 

 

Additionally, by clicking on the Welcome button users can update their own profile information.  

 

 

 

Creating New Funding Application 
To create a Form SAB 70-01 Application for Funding, select “Create New Preschool/TK/FDK 
Funding Application”. 
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Once selected, a dialog box opens asking if the district has submitted a previous Application for 
Funding for this application number.  

If the user selects “Yes”, they will be directed to return to your OPSC Online Dashboard and 
select the project from the list of existing program applications in order to create an amended 
Form SAB 70-01.  

If the user selects “No”, they will be prompted to continue entering information for a brand new 
Application for Funding (Form SAB 70-01) that has never been submitted to OPSC before under 
the current filing round.  

 

 

 

A dialogue box will appear, the user enters the following information: 

• Selects the applicable School District, County Office of Education or Community College 
(preschool only) from the dropdown menu.  

• Select the applicable Funding Program Type from the drop down menu: New 
Construction, Retrofit or New Construction/Retrofit if it is a combined or hybrid project. 

• Enter a valid Project Tracking Number (PTN) is required for application submittal. A PTN 
is a universal number used by the Division of the State Architect, California Department of 
Education and Office of Public School Construction to identify a project. The user will not 
be able to proceed without entering the PTN. Instructions for generating a PTN can be 
found under the Resources Tab.  

• Enter an application nickname. The nickname should consist of the site name, type of 
project (NC, Retro or Hybrid) and program type requested. For example, A.M. Winn ES 

NC TK or something similar. 
• Select “Continue” to enter additional application information.  
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Site Information  
The Form SAB 70-01 consists of eleven sections. The first section of the application is Site Info. 
If the district is submitting an application for an advance, select “No” and then specify what kind 
of advance funding is being requesting. Generally, districts that are seeking for an advance, 
request for a Design advance. Site advances are available to districts seeking site acquisition.  

 

 

 

If the district is submitting an application for full funding, select “Yes”. The district must already 
have construction plan approval from the Division of State Architect (DSA) and the California 
Department of Education (CDE). 

All projects must select a school site from the drop down menu. If your site is not listed, please 
email OPSCApplicationReviewTeam@dgs.ca.gov to add the new site. 

In this example, the applicant has selected Design Advance for the type of funding requested. 
When selecting this funding type, the remaining questions on this page may be left blank. In 
addition, a Licensed Architect Certification is not required. Therefore, the boxes next to Licensed 
Architect and Design Professional are automatically generated as green check marks. 
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Enter the existing school site information in the fields as shown below: 

Project Type  
The second section of the Form SAB 70-01 is the Project Type. In this section, enter the number 
of pupil grants being requested in each program type to be used for this application, in 
increments of 25 pupils per classroom in the project. 

Select “Yes’ if the project site did not have a full-day kindergarten program prior to July 1, 2018. 
The enrollment year that the District began offering full-day kindergarten should correspond with 
the date that will be entered in the certification section at the end of the application. The year is 
used to determine the District/State share for full-day kindergarten classrooms. If full-day 
kindergarten was offered after July 1, 2018, select “No” and continue to the Enrollment Data 
page.   
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Sample Project Type screenshot: 

Enrollment Data 
In the Enrollment Data section of the application the district must include the enrollment data for 
all grades served at the school site for the current and prior three school years. If the site does 
not offer a listed grade level, the district should input “0” for those grade levels. 

The district must accurately record the breakout of transitional kindergarten and full-day 
kindergarten enrollment, as reported to CDE in the California Longitudinal Pupil Achievement 
Data System (CALPADS). 
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California Longitudinal Pupil Achievement Data System (CALPADS)  
CALPADS groups full-day kindergarten and transitional kindergarten students into one category 
of kindergarten pupils. Most districts submit CALPADS 1.4 and 5.1 data reports to substantiate 
their enrollment data. CALPADS 1.4 data report displays the enrollment for all grade levels and 
the 5.1 data report displays the enrollment for various subgroups, including transitional 
kindergarten pupils. 
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Sample Enrollment Data screenshot: 



To obtain an accurate enrollment count of the full-day kindergarten pupils, the district must 
subtract the number of transitional kindergarten pupils on the 5.1 data report from the number of 
kindergarten pupils on the 1.4 data report. This adjusted total must be recorded in the 
Enrollment Data table of the Form 70-01 application.  

 

CALPADS 1.4 data report showing total number of pupils at the project site: 

 

 

CALPADS 5.1 data report showing specifically the transition kindergarten pupil count at the 

project site: 

 

 

Preference Points 
Preference Points are used to determine the order in which Districts are funded based on the 
current enrollment year’s Free and Reduced Price School Meal (FRPM) percentage. Preference 
Points will be given to each approved application, up to 40 points. An additional 40 points will be 
added for Districts that qualify for Financial Hardship funding assistance. The FRPM percentage 
sliding scale used to determine the funding order for Program funding may be referenced in the 
Program Regulation Section 1860.15.  
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If the district is submitting multiple applications, the priority order in which the district would 
prefer the projects be funded must be identified. If the district is only submitting one application, 
enter “1” out of “1” projects. 

Districts seeking Financial Hardship approval should select “Yes”, select “No” if they are not 
seeking Financial Hardship approval.  

If the district has current and valid Financial Hardship approval, select “Yes”, select “No” if they 
do not have valid Financial Hardship approval. 

Free and Reduced Price School Meal (FRPM) Percentage must be district-wide (not site 
specific) and must be for the current enrollment year at the time of application submittal. For 
Community Colleges that are applying for preschool classroom funding should enter the local 
school district’s FRPM percentage. Information on how to find the FRPM percentage will be 
displayed below.  

DataQuest 
Districts can find the FRPM percentage by following this the link to CDE’s Dataquest website 
DataQuest (CA Dept. of Education). When navigating to the main page, select “District” and 
“Free and Reduced Price Meals” in the appropriate drop down boxes and click “submit”. The 
district will then be directed to another page that prompts users to select the appropriate 
enrollment year and enter the name of the District. The FRPM percentage is automatically 
generated on the next page. 
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Additional Grant Request  
In the Additional Grant section, enter the number of new construction or retrofitted preschool, 
transitional kindergarten and/or full-day kindergarten classrooms for which the district is 
requesting funding. 

 

 

For a New Construction project with Site Acquisition, the district will need to complete the 
respective items, providing the dollar amounts that pertain to the project. The 50 percent of the 
Actual Cost and 50 percent of the Appraised Value will both need to be entered and the funding 
is provided as the lesser of the two. For Relocation or Hazardous Waste removal, estimates 
may be used if the actuals are not yet known. 

The District will select “Yes” for Response Action (RA) if they are stating that the removal of 
hazardous materials and solid waste, the removal of hazardous substances, and other remedial 
actions in connection with hazardous substances will take place at the site. 
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To request all other additional grants, the district checks the appropriate box(es) selecting a 
“Yes” to request the grant or “No” to decline the grant as shown below.  
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Once the District has completed the “Additional Grants Request” page, the user may continue 
onto the “Project Progress” page.  

Project Progress 
If the user is submitting an application for a design advance, select “No.” 

However, if the user is submitting an application for full funding and has awarded construction 
contracts, select, “Yes.”  
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Once the user has selected “Yes”, the system generates fields to enter construction contract 
information. Select, “Add/Edit Contracts” to enter the contract details. A pop-up window opens, 
as shown below.  

 

 

Complete all the known fields. If the district has not issued a Notice to Proceed, the user may 
leave that field blank. Review entries and select “Add Contract.” The user can add as many 
contracts as applicable to the project by selecting “Add Contract” for each new entry. When the 
last contract has been entered, close out to the window by selecting the x in the upper right 
corner of the popup window to be redirected to the Project Progress page where you can 
confirm that the contract(s) has been successfully added to the application as shown below in 
the next two screenshots.  
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Once all construction contracts have been added, proceed to the next section by clicking, 
“Continue”. 

Licensed Architect 
Once the user has entered the necessary information for their funding application, the user 
should then request the District’s Licensed Architect and Licensed Design Consultant to go into 
the drafted funding application and make the necessary certifications in this section. 

If the user selected a Design Advance on “Site Info” page of the application, the left-hand 
navigation should automatically generate a green checkmark for the “Licensed Architect” and 
“Licensed Design Consultant” pages as shown below. The user may leave this page blank and 
select “Continue.” 
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If this is an application for full funding, the left-hand navigation will display an orange 
exclamation point as shown below.  

Once the authorized user has inputted the DSA plan approval date and DSA application 
number, the user should then request the District’s Licensed Architect to go into the drafted 
funding application and make the necessary certifications. The Licensed Architect needs to 
enter their name, the date and then click “Certify”. Note, the architect must click the blue 
“Certify” button before they may continue to the next page. 
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Below is a demonstration of what this section should look like once it is complete and certified. 
Only the licensed architect will have the ability to certify this section. Once all fields have been 
completed, proceed to the next section by clicking, “Continue”. 
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Licensed Design Consultant 
Similarly, if the user selected a Design Advance on “Site Info” page of the application, the left-
hand navigation should automatically generate a green checkmark for the “Licensed Design 
Consultant” page. The user may leave this page blank and select “Continue.” 

However, if the user is submitting an application for full funding, the left-hand navigation will 
display an orange exclamation point as shown below.  
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This section must only be completed and certified by the licensed design consultant. The 
licensed design consultant needs to check the certification box, enter their name, the date and 
then click “Certify”. Note, the licensed design consultant must click the blue “Certify” button 
before they may continue to the next page. 

Below is a demonstration of what this section should look like once it is complete and certified. 
Only the licensed design consultant will have the ability to certify this section. Once all fields 
have been completed, proceed to the next section by clicking, “Continue”. 
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Certification 
Only the authorized District Representative/Superintendent may complete the certifications, 
however, not all certifications are required for all Program applications. The user must ensure 
that they only select and enter information that is applicable to the current application.  Use the 
scroll bar to view and navigate all the certifications. 

Using the scroll box, the user can view and access all applicable certifications. This includes 
preschool resolution date for preschool applications, transitional kindergarten resolution dates 
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for transitional kindergarten applications, and full-day kindergarten resolution dates for full-day 
kindergarten applications.  

Below are screenshots of fields all applicants must complete, regardless of the project type. 

The first field is the date of the school board resolution that granted the District authority to 
submit an application 

  

In the next field, indicate the number of kindergarten classrooms at the project site. Note, the 
user must include any classroom that was constructed or previously altered to meet to the 
requirements for a kindergarten classroom, at the time of construction. Please include any 
kindergarten classroom that meets this criterion, even if they do not meet current Title 5 
standards.  
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Does the project site currently offer full-day kindergarten instruction? If no, select the first 
checkbox. If yes, select the second checkbox and enter the date when the site first adopted full-
day kindergarten instruction. For some districts, this date may have been years before the 
current administration. If an exact date is unknown, provide an estimation.  
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Once the user has verified that all required fields have been completed, the user should select 
“yes” to agree to the terms and certifications above and complete the remaining fields below 
with the district representative’s information. The user will select “Continue” to proceed to the 
Review page. 

Review 
After completing the certifications, the user will be directed to the Review page where they will 
have the opportunity to review all sections and make any final edits. Any incomplete sections 
will flag with an orange exclamation point and the missing required fields will populate with the 
text, (required) in red.  
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If everything appears correct, the left-hand navigation will display all green checkmarks, and the 
user can select "Continue” to proceed to the Submittal page. 
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Submittal 
The user can continue to the submittal page. Here, the District will complete their final 
certification and upload all relevant documents.  
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Once the documents have been uploaded, the user will see the text Successfully Uploaded 
appear underneath the document file name. 
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After all documents have been uploaded, the user will close out of the pop-up window by 
clicking “Done” and may submit their final application. Note, only an authorized District 
representative will be able to submit the application itself. After submittal, the user will be 
redirected to a confirmation page which shows the application has been successfully submitted 
and an application number has been assigned. The user may save this application number for 
quick access when searching for the application. 

 

 

 

The user can review which documents have been uploaded when they return to the 
application’s home page. They can also upload additional documents directly to the application’s 
home page or after the application has been submitted. 
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Revising an Application for Funding (Form SAB 70-01) 
After submitting an Application for Funding (Form SAB 70-01), a user may request or be 
requested by OPSC staff to submit a revised Form SAB 70-01. To do so, the user creates a new 
draft on the existing funding application page.  
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Create a New Draft 
From the main dashboard, the user can view all existing applications. 

If the user cannot locate the desired application, they may utilize the search tool bar to find the 
application by application number or application nickname. 

In order to create a new draft of an application, the user should click the “New Blank Draft” on 
the application’s home page. This will create an entirely new draft, while still maintaining the 
assigned application number. 

158



 

 

The new draft will appear under the Drafts section of the application landing page. 

 

 

 

Alternatively, if the user wishes to maintain the existing entries and only needs to modify a few 
fields, it may be more beneficial to create a duplicate draft. There are two methods for creating a 
duplicate draft on OPSC Online.  

Method 1-  

Click on “Options” on the application’s home page and select “Duplicate as Draft” on the drop-
down menu.  
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Method 2 –  

Enter into the existing application wizard and selecting, “Duplicate as a New Draft” under 
Options of the right-hand navigation panel.  

 

 

 

Both methods generate an identical draft of the existing application, but now allows the user to 
change existing entries and add new information. Once all revisions have been made, the user 
will resubmit the new draft following the previously outlined steps.    
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Amendments to Funding After Apportionment 
If there is change in scope after the project has received an apportionment from the State 
Allocation Board, the applicant must submit a revised Form SAB 70-01. Changes in project 
scope include, but are not limited to, removal of automatic sprinklers or reduction in number of 
classrooms. In these instances, the user will create a “Linked 70-01” to request an amendment 
to the previously authorized funding/project scope.  

Creating a linked 70-01 
Under the left-hand navigation of the application’s home page, the user selects “Create a New 
Linked 70-01.”  

The user then selects the type of funding application from the drop-down menu and enters an 
application nickname. The application nickname should include “Amended” in the title. The user 
should then click “Create Linked App” 
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Once the user has created the linked app, the wizard navigates back to the application home 
page. The user clicks on the draft 70-01 to complete the amended application for funding. 

 

 

 

 

70-01’s for Full Funding Requests 
If the District had previously received an advance design grant and would like to request the 
remaining funds, they must submit an updated 70-01 as part of their Request for Fund Release 
submittal. The 70-01 should be uploaded as an additional document under the uploaded files 
section. The user should not create a new version of the existing 70-01 or linked 70-01. More 
detailed instructions on how to submit a Request for Fund Release on OPSC Online can be 
found in the next section.  
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Fund Release Authorization (Form SAB 70-02) 
 

Creating a linked Form SAB 70-02 
To create a linked Form SAB 70-02, the user will use the left-hand navigation on the 
application’s dashboard and select the most recent Form 70-01.  If the original Form 70-01 was 
amended, the Nickname typically includes the word Amended.  

From the most recent 70-01 page, find and select the link for “Create Linked 70-02”.  

 

 

 

The application wizard appears and the user enters an application nickname for the Form SAB 
70-02. Once all fields are completed, select “Create Linked App” to generate a draft. 
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The draft will be visible in the left-hand navigation bar. To complete the Form, the selects the 
Draft and is redirected to the application dashboard for the Fund Release Authorization. To 
complete the Form, select anywhere in the Draft 1 line to begin to complete the fund release 
authorization form. 

Completing the Form SAB 70-02 

Part I. New Construction – Site Acquisition Only 
The user completes portion only if the project includes Site Acquisition. The user answers the 
questions in this section with a “Yes” or “No” and uploads the required document(s) at the end 
when prompted to do so before submitting the application.  

If the project does not include Site Acquisition, the user will click “N/A” and then click “Continue” 
to Part II. All following questions will automatically revert to “N/A”.  
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Part II. New Construction/Retrofit 
The user answers the questions at the beginning of this section by selecting “Yes” or “No”. Next, 
the user enters the DSA approval date, DSA application number, CDE approval date and 
Contract Awarded date in the appropriate fields. The CDE site approval date is only required if 
the project included site acquisition. Once complete, click “Continue” to Part III.  
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Below are zoomed-in examples 
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Part III. Construction Delivery Method 
If the user is submitting an application for full funding and has awarded construction contracts, 
select, “Yes.”  

Once the user has selected “Yes”, the wizard generates fields to enter construction contract 
information. Select, “Add/Edit Contracts” to enter the contract details. A pop-up window opens, 
as shown below.  
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Complete all the known fields. If the district has not issued a Notice to Proceed, the user may 
leave that field blank. Review entries and select “Add Contract.” The user can add as many 
contracts as applicable to the project by selecting “Add Contract” for each new entry. When the 
last contract has been entered, close out to the window by selecting the x in the upper right 
corner of the popup window to be redirected to the Project Progress page where you can 
confirm that the contract(s) has been successfully added to the application.  
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Part IV. Signed Grant Agreement 
The user answers the following Grant Agreement questions correctly by selecting “Yes” or “No” 
and click “Continue” to the Certification page.  
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Certification 
On the Certification page, the authorized District Representative/Superintendent user reviews all 
terms and certifications and completes all applicable fields. If all information appears correct, the 
user selects “Continue” to proceed to the Review page.  

On the Review page, the user reviews/verifies all inputted information for accuracy and 
completion and then click “Continue” to proceed to the Submittal page. Select “Edit Page” to 
change information as needed.  
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Upload Files and Submit 
On the submittal page, the user uploads all required documents, which includes, but is not 
limited to DSA approval letter, CDE final plan approval letter and construction contract(s). The 
Description field is open entry while the Document Type is selected from a drop down menu.  

Note – Documents may be uploaded before or after submittal of the Form. 

Once all documents have been successfully uploaded, the user exit out of the pop-up box, 
check all certifications, and submit the paperless application. The user will see a confirmation 
page upon the successful submittal. 
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The user will be able to view their submitted 70-02 on the main application dashboard with the 
status, “Submitted.” 
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Expenditure Report (Form SAB 70-03) 
Creating a linked 70-03 
To create a linked 70-03, the user selects the link for “Create Linked 70-03” on the left-hand 
navigation on the application’s dashboard as shown below. 

The user selects the most recently approved 70-01, if applicable, and assign an application 
nickname for the Expenditure Report Form SAB 70-03. Once all fields are completed, select 
“Create Linked App” to generate a draft. 
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The user clicks on the draft to begin completing the expenditure report. 
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The draft will be visible in the left-hand navigation. The user can click on the draft and will be 
redirected the application dashboard for the expenditure report.  



Below is a zoomed-in example 

For type of expenditure report, if the user is submitting the initial expenditure report (due three 
years after original apportionment), select, “Final Expenditure Report.” If the user is submitting a 
savings report (due one year after their final expenditure report), select “Savings Report.” 
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Once on the Certification page, the District Representative/Superintendent User reviews all 
terms and certifications and complete all applicable fields. If a Preparer was not used, the user 
may leave those fields blank. If all information appears correct, the user clicks on Continue to 
proceed. 
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Once all required fields are complete, the user may proceed to the Certification page by clicking 
the green “Continue” icon at the bottom right hand of the wizard. 



On the submittal page, the user uploads all relevant documents as part of their project 
completion submittal, including but not limited to, the Detailed Listing of Project Expenditures 
(DLOPE).  

Once all documents have been successfully uploaded, the user exits out of the pop-up box, 
check all certifications, and submit the paperless application. A confirmation page appears upon 
the successful submittal. 
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Zoomed-in example below 



 

 

 

The user will be able to view the submitted 70-03 on the main application dashboard with the 
status, “Submitted.” 
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Section 4. New Construction Funding, Part 1 
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New Construction Program Funding 

Application for Funding (Form SAB 50-04)  
Once School Districts and County Offices of Education (COE) meet all program eligibility 
requirements and are ready to seek funding, they will submit the Form SAB 50-04 using the 
Office of Public School Construction (OPSC) Online System. 

All District Representatives and Superintendents on record with OPSC automatically have a 
user account in OPSC Online. If you do not have a user account, send a request by email to 
OPSCOnlineSupport@dgs.ca.gov. 

Any OPSC Online user with access may draft an application and upload supporting documents. 
However, only an authorized District Representative can submit the application for funding in 
OPSC Online. By submitting the application, the District Representative has electronically 
signed the Form.  

On the next page there is an example of the OPSC Online login page. 

 

On the next page there is a zoomed-in example of the account access link. 
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User Dashboard 
Upon login, the user is directed to the dashboard. The dashboard displays all applications 
created by authorized users. The District Representative and Superintendent can review all 
district-specific applications. Delegates can view applications for all school districts they are 
authorized to access. 

Users can create new funding applications from the dashboard, check existing applications' 
status, and view drafted applications not yet submitted. To sort applications, click on any column 
header. Users can search for an application by entering the application number in the search 
field and clicking "Search All." All Forms (funding, grant agreement, fund release, or expenditure 
report) submitted for that application will appear.  

General Navigation of OPSC Online 
On the top right corner of the dashboard, there are seven main buttons: Dashboard, District, 

Users, Enrollment Projection, Grants, Resources, and Project Reporting. Below is a brief 
description of the function for each button. 

On the next page there is an example of the OPSC Online application dashboard. 
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Below are zoomed-in examples of each icon. 

 

Redirect users to the Dashboard screen from any page. Users may stop and start a draft 
application anytime and return to it. 

  

Allows the user to review the district's eligibility, authorized contacts, uploaded documents, 
financial hardship, and project tracking number. 

 

Provides the user with the ability to manage District Representatives and Delegates by creating 
and deleting users. 

 

An automated calculator to determine eligibility for the new construction program. 
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Below are zoomed-in examples of each icon. 

 

Calculates an estimate of the potential funding a district may receive for its funding application.  

 

Access to the Form SAB 50-01, 50-02, 50-03 Combined Excel Worksheet and Site 
Development Worksheet, and other instructions, such as a guide to generating a new Project 
Tracking Number (PTN). 

 

Public access database of the project information for all School Districts and COE. 

Users can also update their profile information by clicking the Welcome button. 

On the next page there is an example of the OPSC Online application dashboard. 
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Creating a New Construction Funding Application (Form SAB 50-04) – 

Full Grant Phase in OPSC Online 
To create a Form SAB 50-04, select "Create New SFP Funding Application" on the Dashboard 
page.  

Please note that users with delegate access can prepare the Funding Application. However, 

only an Architect can certify it, and only the District Representative can submit an application.  

 

Once selected, the application system will ask the user if the district has applied for advanced 
funding for Site Acquisition and/or Design or a Charter School Facilities Program Preliminary 
Apportionment for this project/application. 

 

If the user selects "Yes," they will be directed to return to the OPSC Online Dashboard and 
select the project from the list of existing program applications to create a linked application for 
the construction phase. 
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Below is a zoomed-in example. 

 

If the user selects "No," they will be prompted to continue entering the required information for a 
new Form SAB 50-04.  

 

As the user continues, the system will ask for the following information: 

• Select the applicable School District or COE from the list of options.  
• Select "New Construction" as the Funding Program Type from the list of options. 

Please note that if this is a combined project (e.g., New Construction and 

Modernization/Rehabilitation), a new application must be created for each program/funding 

source. Combined projects are visible from the application dashboard for applications with a 

common PTN. 

186



Below is a zoomed-in example. 

 

As the user continues, the system will ask for the following information: 

• Select the High School Attendance Area if applicable. 
• Enter the required PTN. The PTN is used by the Division of the State Architect (DSA), 

California Department of Education (CDE), and OPSC to identify a project. The user will 
not be able to proceed without entering the PTN. Instructions for generating a PTN can 
be found in the PTN User Guide under the Resources tab.  

• Enter an application nickname. The nickname could represent the funding phase of the 
application, site name, and program type (e.g., Design Only, Site Only, Design & Site, Full 
Grant, Amended Full Grant), or other identifying names of the applicant's choice. 

• Click "Continue" to enter additional application information. 
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Below is a zoomed-in example. 

 

Next, the application system will ask the user if the district is applying for Financial Hardship 
assistance. 

 

Then, the user will be asked to select the type of funding application from a list of options (e.g., 
Site Only, Site Only – District Owned, Site Only – Environmental Hardship, Design Only, 

Advance Funding for Evaluation & Response Action [RA], Site & Design Only). 

Please note that the district may contact the Financial Hardship Team for assistance if a project 

includes a request for financial hardship assistance. 

Financial hardship status will allow the project to start with advanced approval for separate site 

and/or design funding if plans have not been drawn up. Requests for "Advanced Funding for 

Evaluation and RA" may be requested by districts with or without financial hardship status.  
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Then click "Continue" to begin the application process. 

 

Next, the user will advance to the application landing page. The user will click the "Start 
Application" button to begin.  

 

Site Information  
The Form SAB 50-04 comprises of twelve sections (as listed on the navigation pane on the left-
hand side of the screen). 
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Below is a zoomed-in example. 
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The first section of the application is for Site Info. If the district has Financial Hardship status, 
select "Yes" and then specify the type of Financial Hardship request from the list of options. 

 

If the district does not have Financial Hardship status, select "No" and enter the required 
information. 

Next, the user will specify where the project will be located from the list of available options: 

• Leased Site: The project is on a school site not owned by the District and meets the 
requirements outlined in School Facility Program (SFP) Regulation Section 1859.22. 

o When selecting this option, the school or site field on the Site Info page must be 
completed. 

• New Site: The project will be on a new school with no pre-existing buildings. School sites 
with buildings and classrooms that have been completely demolished are not considered 
new sites. 

o When selecting this option, all fields on the Site Info page must be completed 
using information from the CDE Site and Plan Approval letters. 

• Existing Site with Additional Acreage Acquired: The project will include acquiring 
additional land to the existing school site. 

o When selecting this option, all fields on the Site Info page must be completed 
using information from the most recent CDE Site and Plan Approval letter(s). 

• Existing Site with No Additional Acreage Acquired: The project will not include acquiring 
additional land to the existing school site. 

o When this option is selected, the school or site field on the Site Info page must 
be completed using the most recent CDE Plan Approval letter(s) information.  

All projects must select a school site from the list of options. If a specific site is not listed, please 
email OPSCApplicationReviewTeam@dgs.ca.gov to request to add the site to the application 
system. 
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Below is a zoomed-in example. 

 

The application system requires the user to enter the approval date and application number of 
the DSA and the CDE. 

Enter the available existing school site information in the fields as shown in the example below: 

Once the "Site Info" section is completed, click "Continue" to proceed to the next navigation 
section of the funding application.  

On the next page there is a zoomed-in example. 
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Project Type  
In this section, select the type of project from the drop-down menu that best represents this 
application request. 

Next, enter the total number of pupil grants assigned to the project for each grade group. The 
pupils reported should be less than or equal to the net classroom capacity. 

On the next page there is an example of the OPSC Online application. 
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Then, the user must answer the questions listed.  

When the user clicks "Yes" to any of the questions, the user will be prompted to enter additional 
information, as shown below. 

Once the "Project Type" section is completed, the user may click "Continue" to proceed with the 
next section of the funding application. 

 

On the next page there is a zoomed-in example. 
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Additional Grant Request  
In the Additional Grant Request section, enter the number of new classrooms in the DSA-
approved plans for the project. 

The user will then answer yes or no to request additional grants or enter the requested amount. 
For any grant fields that are not requested, leave these blank.  

Once the "Additional Grant Request" section is completed, the user may select "Continue" to 
proceed to the next section of the funding application. 

On the next page there is an example of the OPSC Online application. 
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Below is a zoomed-in example. 

 

Next, the user will specify where the site acquisition project information as follows: 

• Actual Cost – This cost is the price the District/COE paid for the site.  
• Appraised Value – This cost is based on a valid appraisal with a valuation date within six 

months of the OPSC received date for the application. See Regulation Section 
1859.74.1 for what constitutes a valid appraisal. 
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• Relocation cost. This cost pertains to displaced businesses and residents when the site 
is acquired through imminent domain or for the relocation of a district facility that will be 
displaced by a district-owned site application. The cost must conform to Title 25, 
California Code of Regulations, Section 6000, et seq.  

• 2 percent. Provides funding for appraisal, escrow, survey, site testing, CDE 
review/approvals, and the preparation of the POESA and the PEA.  

• Department of Toxic Substances Control (DTSC) Fee: Fees paid for the DTSC for 
review, approval, and oversight of the Phase One Environmental Site Assessment 
(POESA) and Preliminary Endangerment Assessment (PEA).  

• Hazardous Waste: This grant is provided to a district when hazardous materials/waste 
removal and/or remediation work is required by DTSC and was completed for the 
project. Eligible amounts provided for hazardous waste costs cannot exceed 150% of 
the state-funded site acquisition amount. 

• Response Action (RA): Indicates an RA was required by DTSC. 

Below is a zoomed-in example. 
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Below are zoomed-in examples. 

 

 

Excessive Cost Hardship 
In the Excessive Cost Hardship section, state funding is available to supplement new 
construction grants for excess costs associated with the project.  

Once the Excessive Cost Hardship section is completed, the user may select "Continue" to 
proceed to the next section of the funding application. 
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Below is a zoomed-in example. 

 

Alternative Developer Fee/Adjust Eligibility  
In the Alternative Developer section, the user may indicate that State funds are unavailable for 
new construction; therefore, the district can collect Level 3 developer fees pursuant to 
Government Code Section 65995.7. If applicable, please enter the amount being collected. If 
not applicable, this field may be left blank. 
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Next, the user will click "Yes" or "No" if any classrooms were added or replaced by the district in 
locally funded projects outside of SFP funding. If the user selects "Yes," indicate the number of 
classrooms by grade level under the Additional or Replacement columns. 

 

Lastly, the user will click "Yes" if there is a pending reorganization that will result in a loss of 
eligibility for this project. If there is one, then the district will need to submit an adjustment to the 
district's new construction baseline eligibility. Please refer to the SFP Regulation Section 
1859.51 for more information on pending reorganization. 

Once the Alternative Developer Fee/Adjust Eligibility section is completed, the user may select 
"Continue" to proceed to the next section of the funding application. 
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Joint Use/Career Technical Education (CTE) 
In the Joint Use/CTE section, the user will indicate if:  

• The facilities will be for joint use with other governmental agencies. 
• The project is located on a leased site. 
• The project has classrooms requesting funding for Career Technical Education Facilities 

Program (CTEFP) grants. If applicable, click "Yes," then enter the number of CTEFP-
specific classrooms in the project. 

 

Once the "Joint Use/CTE" section is completed, the user may select "Continue" to proceed to 
the next section of the funding application. 
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Project Progress 
In this section, the user indicates if construction contracts have been awarded for the project. 
Click "Yes" if the district has awarded construction contracts. 

 

Then, the user will click "Add/Edit Contacts" to enter all known fields, such as the contract 
names, contract types, contract amounts, contract date, NTP dates, construction delivery 
method, and related DSA Application number(s). The user may leave this field blank if the 
district has not yet issued an NTP. The user can add as many contracts as applicable for the 
project by selecting "Add Contract." 
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After the last contract has been entered, the user may close the "Add/Edit Contract" section by 
clicking the "x" in the upper right corner. 
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Then, the user will return to the "Project Progress" section, and the user can review the contract 
entries that are accurately reported for the application. 

 

Once the "Project Progress" section is completed, the user may select "Continue" to proceed to 
the next section of the funding application. 
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Licensed Architect 
Once the user has entered the necessary information for their funding application, they will 
request the District's Licensed Architect to review the draft funding application and complete the 
required certification in this section. 

Please note that until this section is certified by the Licensed Architect, the left-hand navigation 

pane will display an orange exclamation point, as shown in the screenshot below. 

Below is a zoomed-in example. 

 

The Licensed Architect must log in to enter the DSA approval date and application number to 
certify that the plans and specifications (P&S) meet the requirements of Title 24. 
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Below is an example of the OPSC Online application page. 

 

Note - other users may enter the architect's full name and date. However, only the architect may 

click the blue "Certify" button to sign the required certification electronically, as shown in the 

screenshot below. 

 

Once the Licensed Architect Section is completed, proceed to the next section by clicking 
"Continue." 
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Below is a zoomed-in example. 

 

Suppose the Licensed Architect is no longer available for certification. In that case, the District 
Representee may certify the application on their behalf, provided a certification letter is included 
with the application submission. 
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Below is a zoomed-in example. 

 

Licensed Design Consultant 
Like the Licensed Architect section, the District's Licensed Design Consultant will review the 
draft funding application and complete the required certification.  

Please note that until this section is certified by the Licensed Design Consultant, the left-hand 

navigation will display an orange exclamation point, as shown in the screenshot below. 

Below is a zoomed-in example. 
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The Licensed Design Consultant must log in to certify that the P&S meets the requirements of 
Title 24. 

Below is a zoomed-in example. 

 

Please note other users may enter the architect's full name and date. However, only the 

Licensed Design Consultant may click the blue "Certify" button to sign the required certification 

electronically, as shown in the screenshot below. 

 

Once the Licensed Design Consultant section is completed, proceed to the next section by 
clicking "Continue." 
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Below is a zoomed-in example. 

 

Suppose the Licensed Architect is no longer available for certification. In that case, the District 
Representee may certify the application on their behalf, provided a certification letter is included 
with the application submission. 
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Below is a zoomed-in example. 

 

Certification 
Only the authorized District Representative/Superintendent may complete the certification 
section. The user must ensure they have only entered the information that applies to the specific 
project. 
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Below are zoomed-in examples. 

 

Please note the user must review the entire Certification section using the scroll bar and enter 

all applicable entry fields before completing the required certification. 

Below is a zoomed-in example. 
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Once the user has completed reviewing and entering all the required fields, the user may click 
"Yes" to agree to the terms of the certification and enter district representative information such 
as phone number, full name, and signature date. The user will select "Continue" to proceed to 
the Review section. 

 

Review 
After completing the certification section, the user will review all previous sections and make any 
final edits. 

Any incomplete sections will be flagged with an orange exclamation point, and the missing 
required fields will display with red text as (required). Please see the examples below. 

 

 

 

 

 

 

 

 

 

 

 

 

213



Below is a zoomed-in example. 
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Once all required entries are completed, the left navigation will display only green checkmarks, 
and the user will click "Continue" to proceed to the Submit section. 
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Below is a zoomed-in example. 

 

Submit and Upload Documents 
Next, the user will continue to the Submit page. The user will complete the final certification and 
upload all supporting documents in this section. The user may click the blue "Upload file(s)" 
button to upload any supporting files for this application.
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Once the documents have been uploaded, the text Successfully Uploaded will display 
underneath the document file name. After all documents have been uploaded, the user will 
close the Upload Files section by clicking "Done." 

Below is a zoomed-in example. 

 

Next, the user will mark both checked boxes as completed and click "Submit Paperless 
Application." 

Reminder: only an Authorized District Representative can submit the application. 
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Below is an example of the OPSC Online application page. 

 

After submittal, the user will proceed to a confirmation page displaying the assigned application 
number for the project. The user may notate the application number and nickname from the 
main dashboard for future access. 
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Below is an example of the OPSC Online application page. 

 

Additionally, the user can upload additional documents after the submittal by clicking "Upload 
Remaining Files." 
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Below is a zoomed-in example. 

 

Or the user can review and upload additional documents by opening the application from the 
dashboard. 
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Once the application is displayed, the user will click "Upload File." 

 

After the documents have been uploaded, the text Successfully Uploaded will display 
underneath the document file name. After all documents have been uploaded, the user will 
close the Upload Files section by clicking "Done." 
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Adjusted Full Grant Funding Application 
If the district had previously received an advance design grant and would like to request the 
remaining funds, they must submit an updated Form SAB 50-04. The user should not create a 
new version of the existing Form SAB 50-04. 

Instead, the user should create a linked 50-04 from the application page. After making the linked 
50-04, the Form SAB 50-04 should be uploaded as an additional document under the Uploaded 

Files section.  

To create a linked 50-04, the user selects "Create Linked 50-04" on the left-hand navigation on 
the design application's dashboard, as shown below. 

Please note that users with delegate access can prepare the Funding Application. However, 

only the District Representative can submit an application.  

 

Once selected, the application system will ask the user for more information. 

Please note that the first question, "Select a linked application type," will auto-populate with 

"Funding Phase 50-04," as shown below. 

• Does the district want to apply for Financial Hardship assistance? 
• Select New Construction as the Funding Program Type from the list of options. 
• Enter an application nickname. The nickname may include the funding phase of the 

application, site name, and program type (e.g., Design Only, Site Only, Design & Site, 
Full Grant, Amended Full Grant). 

Once all fields are completed, click "Create Linked App" to begin the application process. 
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Below is an example of the OPSC application page. 

 

The text Successfully Created will be displayed, and a linked application component will appear 
on the left-hand side of the application's dashboard, located below the NC Design Only tile. 

 

Then click the "Draft" to begin the application process. 
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Site Information  
The Form SAB 50-04 comprises of twelve sections (as listed on the navigation pane on the left-
hand side of the screen). 

Below is a zoomed-in example. 
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The first section of the application is for Site Info. If the district has Financial Hardship status, 
select "Yes" and then specify the type of Financial Hardship request from the list of options. 

 

If the district does not have Financial Hardship status, select "No" and enter the required 
information. 

Next, the user will specify where the project will be located from the list of available options: 

• Leased Site: The project is on a school site not owned by the District and meets the 
requirements outlined in School Facility Program (SFP) Regulation Section 1859.22. 

o When selecting this option, the school or site field on the Site Info page must be 
completed. 

• New Site: The project will be on a new school with no pre-existing buildings. School sites 
with buildings and classrooms that have been completely demolished are not considered 
new sites. 

o When selecting this option, all fields on the Site Info page must be completed 
using information from the CDE Site and Plan Approval letters. 

• Existing Site with Additional Acreage Acquired: The project will include acquiring 
additional land to the existing school site. 

o When selecting this option, all fields on the Site Info page must be completed 
using information from the most recent CDE Site and Plan Approval letter(s). 

• Existing Site with No Additional Acreage Acquired: The project will not include acquiring 
additional land to the existing school site. 

o When this option is selected, the school or site field on the Site Info page must 
be completed using the most recent CDE Plan Approval letter(s) information. 

 

All projects must select a school site from the list of options. If a specific site is not listed, please 
email OPSCApplicationReviewTeam@dgs.ca.gov to request to add the site to the application 
system. 
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Below is a zoomed-in example. 

 

Enter the available existing school site information in the fields as shown in the example below. 

Please note the application system requires the user to enter the approval date and application 

number of the DSA and the CDE. 

Once the Site Info section is completed, click "Continue" to proceed to the next navigation 
section of the funding application.  
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Below is a zoomed-in example. 

 

Project Type  
In this section, select the type of project from the drop-down menu that best represents this 
application request. 

Next, enter the total number of pupil grants assigned to the project for each grade group. The 
pupils reported should be less than or equal to the net classroom capacity. 
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Below is an example of the OPSC Online application page. 

 

Then, the user must answer the questions listed. 

When the user clicks "Yes" to any of the questions, the user will be prompted to enter additional 
information, as shown below. 
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Below is a zoomed-in example. 

 

Once the Project Type section is completed, the user may click "Continue" to proceed with the 
next section of the funding application. 

 

 

Additional Grant Request  
In the Additional Grant Request section, the user will answer yes or no to request additional 
grants or enter the requested amount. 
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Below is an example of the OPSC Online application page. 

 

Then, the user will enter the number of new classrooms in the DSA-approved plans for the 
project. For any grant fields that are not, leave them blank.  

 

Next, the user will specify where the site acquisition project information as follows: 

• Actual Cost – This cost is the price the District/COE paid for the site.  
• Appraised Value – This cost is based on a valid appraisal with a valuation date within six 

months of the OPSC received date for the application. See Regulation Section 
1859.74.1 for what constitutes a valid appraisal. 

• Relocation cost. This cost pertains to displaced businesses and residents when the site 
is acquired through imminent domain or for the relocation of a district facility that will be 
displaced by a district-owned site application. The cost must conform to Title 25, 
California Code of Regulations, Section 6000, et seq.  

• 2 percent. Provides funding for appraisal, escrow, survey, site testing, CDE 
review/approvals, and the preparation of the POESA and the PEA.  

• Department of Toxic Substances Control (DTSC) Fee: Fees paid for the DTSC for 
review, approval, and oversight of the Phase One Environmental Site Assessment 
(POESA) and Preliminary Endangerment Assessment (PEA).  
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• Hazardous Waste: This grant is provided to a district when hazardous materials/waste 
removal and/or remediation work is required by DTSC and was completed for the 
project. Eligible amounts provided for hazardous waste costs cannot exceed 150% of 
the state-funded site acquisition amount. 

• Response Action (RA): Indicates an RA was required by DTSC.  

 

Once the Additional Grant Request section is completed, the user may select "Continue" to 
proceed to the next section of the funding application. 
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Below is a zoomed-in example. 

 

Excessive Cost Hardship 
In the Excessive Cost Hardship section, state funding is available to supplement new 
construction grants for excess costs associated with the project. 

Once the Excessive Cost Hardship section is completed, the user may select "Continue" to 
proceed to the next section of the funding application. 
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Below is an example of the OPSC Online application page. 

 

Below is a zoomed-in example. 

 

Alternative Developer Fee/Adjust Eligibility  
In the Alternative Developer section, the user may indicate that State funds are unavailable for 
new construction; therefore, the district can collect Level 3 developer fees pursuant to 
Government Code Section 65995.7. If applicable, please enter the amount being collected. If 
not applicable, this field may be left blank. 
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Below is an example of the OPSC Online application page. 

 

Next, the user will click "Yes" or "No" if any classrooms were added or replaced by the district in 
locally funded projects outside of SFP funding. If the user selects "Yes," indicate the number of 
classrooms by grade level under the Additional or Replacement columns. 

 

Lastly, the user will click "Yes" if there is a pending reorganization that will result in a loss of 
eligibility for this project. 
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Once the Alternative Developer Fee/Adjust Eligibility section is completed, the user may select 
"Continue" to proceed to the next section of the funding application. 

 

Joint Use/Career Technical Education (CTE) 
In the Joint Use/CTE section, the user will indicate if:  

• The facilities will be for joint use with other governmental agencies. 
• The project is located on a leased site. 
• The project has classrooms requesting funding for Career Technical Education Facilities 

Program (CTEFP) grants. If applicable, click "Yes," then enter the number of CTEFP-
specific classrooms in the project. 

 

Once the Joint Use/CTE section is completed, the user may select "Continue" to proceed to the 
next section of the funding application. 
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Below is a zoomed-in example. 

 

Project Progress 
In this section, the user will indicate if construction contracts have been awarded for the project. 

 

Click "Yes" if the district has awarded construction contracts. 

Then, the user will click "Add/Edit Contacts" to enter all known fields, such as the contract 
names, contract types, contract amounts, contract date, Notice to Proceed dates, construction 
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delivery method, and related DSA Application number(s). The user may leave this field blank if 
the district has not yet issued a Notice to Proceed. The user can add as many contracts as 
applicable for the project by selecting "Add Contract." 

 

After the last contract has been entered, the user may close the Add/Edit Contract section by 
clicking the "x" in the upper right corner. Then, the user will return to the "Project Progress" 
section, and the user can review the contract(s) entries that are accurately reported for the 
application. 
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Below is an example of the OPSC application page. 
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Below is a zoomed-in example. 

 

Once the Project Progress section is completed, the user may select "Continue" to proceed to 
the next section of the funding application. 
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Licensed Architect 
Once the user has entered the necessary information for their funding application, they will 
request the District's Licensed Architect to review the draft funding application and complete the 
required certification in this section. 

Please note that until this section is certified by the Licensed Architect, the left-hand navigation 

will display an orange exclamation point, as shown in the screenshot below. 

Below is a zoomed-in example. 

 

The Licensed Architect must log in to enter the DSA approval date and application number to 
certify that the P&S meets the requirements of Title 24. 
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Below is an example of the OPSC Online application page. 

 

Please note other users may enter the architect's full name and date. However, only the 

architect may click the blue "Certify" button to sign the required certification electronically, as 

shown in the screenshots below. 

 

Once the Licensed Architect Section is completed, proceed to the next section by clicking 
"Continue." 
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Below is a zoomed-in example. 

 

Suppose the Licensed Architect is no longer available for certification. In that case, the District 
Representee may certify the application on their behalf, provided a certification letter is included 
with the application submission. 
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Below is a zoomed-in example. 

 

Licensed Design Consultant 
Like the Licensed Architect section, the District's Licensed Design Consultant will review the 
draft funding application and complete the required certification.  

Please note that until this section is certified by the Licensed Design Consultant, the left-hand 

navigation will display an orange exclamation point, as shown in the screenshot below. 
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Below is a zoomed-in example. 

 

The Licensed Design Consultant must log in to certify that the plans and specifications (P&S) 
meet the requirements of Title 24. 
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Below is a zoomed-in example. 

 

Please note other users may enter the architect's full name and date. However, only the 

licensed design consultant may click the blue "Certify" button to sign the required certification 

electronically, as shown in the screenshot below. 

 

Once the Licensed Design Consultant section is completed, proceed to the next section by 
clicking "Continue." 
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Below is a zoomed-in example. 

 

Suppose the Licensed Architect is no longer available for certification. In that case, the District 
Representee may certify the application on their behalf, provided a certification letter is included 
with the application submission. 
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Below is a zoomed in example. 

 

Certification 
Only the authorized District Representative/Superintendent may complete the Certification 
section. The user must ensure they have only entered the information that applies to the specific 
project. 
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Below are zoomed-in examples. 

 

 

Please note the user must review the entire certification section using the scroll bar and enter all 

applicable entry fields before completing the required certification. 
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Below is a zoomed-in example. 

 

Once the user has completed reviewing and entering all of the required fields, the user may 
click "Yes" to agree to the terms of the certification and enter district representative information 
such as phone number, full name, and signature date. The user will select "Continue" to 
proceed to the Review section. 

 

Review 
After completing the certification section, the user will review all previous sections and make any 
final edits. 
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Any incomplete sections will be flagged with an orange exclamation point, and the missing 
required fields will display with red text as (required). Please see the examples below. 

Below is a zoomed-in example. 

 

Once all required entries are completed, the left navigation will display only green checkmarks, 
and the user will click "Continue" to proceed to the Submit section. 
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Below is a zoomed-out example. 

 

Below is a zoomed-in example. 
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Submit and Upload Documents 
Next, the user will continue to the Submit page. The user will complete the final certification and 
upload all supporting documents in this section. The user may click the blue "Upload file(s)" 
button to upload any supporting files for this application. 

Below is an example of the OPSC Online application page. 

 

Once the documents have been uploaded, the text Successfully Uploaded will display 
underneath the document file name. After all documents have been uploaded, the user will 
close the upload file section by clicking "Done." 
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Below is a zoomed-in example. 

 

Next, the user will mark both checked boxes as completed and click the "Submit Paperless 
Application." 

Reminder, only an authorized district representative can submit the application. 
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Below is an example of the OPSC Online application page. 

 

After submittal, the user will proceed to a confirmation page displaying that the application was 
successfully submitted to OPSC. The application number and nickname will be the same as the 
Design Only application. 
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Below is an example of the OPSC Online application page. 

 

Additionally, the user can upload additional documents after the submittal by clicking "Upload 
Remaining Files." 
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Below is a zoomed-in example. 

 

Or the user can review and upload additional documents by opening the application from the 
dashboard. 

Below is a zoomed-in example. 
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Once the application is displayed, the user will click "Upload Files."  

 

After the documents have been uploaded, the text Successfully Uploaded will display 
underneath the document file name. After all documents have been uploaded, the user will 
close the upload file section by clicking "Done." 

Below is a zoomed-in example. 
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Revising a Form SAB 50-04 
After submitting a Form SAB 50-04, a user may request or be requested by OPSC staff to 
submit a revised Form SAB 50-04. The user creates a new draft from the existing funding 
application page. 

Create a New Draft 
From the main dashboard, the user can view all existing applications. 

Below is an example of the OPSC Online application page. 

 

If the user cannot locate a specific application, they may use the search toolbar by entering the 
application number or nickname. 
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To create a new draft of an application, the user will click the "New Blank Draft" on the 
application's home page. This action will create a new draft while maintaining the assigned 
application number. 

Below is an example of the OPSC Online application page. 

 

The new draft will appear under the Drafts section of the application landing page. 

 

Alternatively, creating a duplicate draft may be more beneficial if the user wishes to maintain the 
existing entries and only needs to modify a few fields. There are two methods for creating a 
duplicate draft in OPSC Online. 

Method 1- 

Click "Options" on the application's home page and select "Duplicate as Draft" on the list of 
options. 
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Below is an example of the OPSC Online application page. 

 

Method 2- 

Open the existing application and select "Duplicate as a New Draft" under Options on the right-
hand navigation pane. 

 

Both methods generate an identical draft of the existing application, allowing users to change 
existing entries and add new information. Once all revisions have been made, the user will 
resubmit the new draft following the above steps. 
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Updating the Application Nickname 
From the application dashboard, the user can update the application nickname by clicking the 
pencil icon located to the right of the application nickname. 

 

A section will open, and the user can edit and save the application nickname. 

Below is a zoomed-in example. 

 

Reviewing the Application Status 
After submitting a Form SAB 50-04, OPSC staff will process applications by the date order of 
submission, and the user may monitor the processing of its application by reviewing the 
application status. For instance, the application may have the status of submitted, Application 
Received Beyond Bond Authority (ARBBA), 15-Day Letter, 4-Day Letter, and SAB Approved. 

There are two ways a user can review the status of the funding application. The first way to 
review the application status would be to sort the main dashboard by clicking the "OPSC App #" 
category, locating the specific application number, and reviewing the label "Status." 
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Below is an example of the OPSC Online login page. 

 

Alternatively, the user may open a specific application to review the status in the application 
management section. The application status will be indicated in the header to the right of the 
application nickname. 

Please note that if multiple application phases exist, such as a design only and an adjusted full 

grant, these will also be listed in the left navigation pane with a status label. 

 

Navigation to Application Components and Program Modules 
From the dashboard, access links to various application components such as separate 
apportionments, grant agreements, Fund Release Authorization (Form SAB 50-05), and 
Expenditure Report (Form SAB 50-06) in the left navigation pane. 

 

 

 

262



Below is an example of the OPSC Online application page. 
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Below are zoomed-in examples. 

 

264



Additionally, the user will find links to the various program modules, such as eligibility, 
accounting activity, associated applications, all uploaded documents, and all contractor 
information. 

Below are zoomed-in examples. 
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Section 4. New Construction Funding, Part 2 
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Creating Site or Design Funding Applications (Form SAB 50-04) – 

Separate Site or Design Phase in OPSC Online 
If the district qualifies for financial hardship assistance, it may apply for a separate 
apportionment for design or site acquisition costs. Design-only funding provides a portion of the 
per-pupil base grant in advance to allow school districts to hire an architect and prepare the 
project plans for the Division of the State Architect (DSA) approval. 

Site funding provides funding for districts to acquire a site for their project. Once the project 
plans are completed and approved by the DSA, the district may apply for the remaining balance 
of any eligible new construction funding. This adjusted grant will be offset by the previous 
advance grant provided for design or site costs for the project. 

If the Department of Toxic Substances Control (DTSC) certifies by letter that the time necessary 
to complete the remediation or removal of hazardous waste on the site to be acquired will 
exceed 180 days, then the district may qualify for separate site funding without financial 
hardship status to receive environmental hardship funding.  

Advance Site Funding Application 
To create a Form SAB 50-04, select "Create New SFP Funding Application" on the Dashboard 
page.  

Please note that users with delegate access can prepare the Funding Application. However, 

only an Architect can certify it, and only the District Representative can submit an application. 

 

Once selected, the application system will ask the user if the district has applied for advanced 
funding for Site Acquisition and/or Design, or a Charter School Facilities Program Preliminary 
Apportionment for this project/application. 
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If the user selects "Yes," they will be directed to return to the OPSC Online Dashboard and 
select the project from the list of existing program applications to create a linked application for 
the construction phase. 

Below is a zoomed-in example. 

 

If the user selects "No," they will be prompted to continue entering the required information for a 
new Form SAB 50-04.  
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As the user continues, the system will ask for the following information: 

• Select the applicable School District or COE from the list of options.  
• Select "New Construction" as the Funding Program Type from the list of options. 

Please note that if this is a combined project (e.g., New Construction and 

Modernization/Rehabilitation), a new application must be created for each program/funding 

source. Combined projects are visible from the application dashboard for applications with a 

common PTN. 
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Below is a zoomed-in example. 

 

As the user continues, the system will ask for the following information: 

• Select the High School Attendance Area if applicable. 
• Enter the required PTN. The PTN is used by the Division of the State Architect (DSA), 

California Department of Education (CDE), and OPSC to identify a project. The user will 
not be able to proceed without entering the PTN. Instructions for generating a PTN can 
be found in the PTN User Guide under the Resources tab.  

• Enter an application nickname. The nickname could represent the funding phase of the 
application, site name, and program type (e.g., Design Only, Site Only, Design & Site, Full 
Grant, Amended Full Grant), or other identifying names of the applicant's choice. 

• Click "Continue" to enter additional application information. 

  

270



Below is a zoomed-in example. 

 

Next, the application system will ask the user if the district is applying for Financial Hardship 
assistance. 

 

Then, the user will be asked to select the type of funding application from a list of options (e.g., 
Site Only, Site Only – District Owned, Site Only – Environmental Hardship, Design Only, 

Advance Funding for Evaluation & Response Action [RA], Site & Design Only). 

Please note that the district may contact the Financial Hardship Team for assistance if a project 

includes a request for financial hardship assistance. 

Financial hardship status will allow the project to start with advanced approval for separate site 

and/or design funding if plans have not been drawn up. Requests for "Advanced Funding for 

Evaluation and RA" may be requested by districts with or without financial hardship status.  
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Then click "Continue" to begin the application process. 

 

Next, the user will advance to the application landing page. The user will click the "Start 
Application" button to begin.  

 

Site Information  
The Form SAB 50-04 for a site-only project comprises of seven sections (as listed on the 
navigation pane on the left-hand side of the screen). 
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Below is a zoomed-in example. 

 

The first section of the application is for Site Info. The district must specify the type of Financial 
Hardship request from the list of options.  
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Next, the user will specify where the project will be located from the list of options: 

• New Site: The project will be on a new school with no pre-existing buildings. School sites 
with buildings and classrooms that have been completely demolished are not considered 
new sites. 

• Existing Site with Additional Acreage Acquired: The project will include acquiring 
additional land to the existing school site. 

All projects must select a school site from the list of options. If a specific site is not listed, please 
email OPSCApplicationReviewTeam@dgs.ca.gov to request to add the site to the application 
system. 

 

Below is a zoomed-in example. 

 

The application system requires the user to enter the approval date of the CDE Approval Letter. 

Enter the available existing school site information in the fields as shown in the example below: 

Once the Site Info section is completed, click "Continue" to proceed to the next section of the 
funding application.  

On the next page there is a zoomed-in example. 
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Project Type  
In this section, select the type of project from the drop-down menu that best represents this 
application request. 

 

Once the Project Type section is completed, the user may click "Continue" to proceed with the 
next section of the funding application. 
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Additional Grant Request  
In the Additional Grant Request section, the user will need to answer yes or no to request the 
2% grant. 

 

The user will then need to complete the applicable items to request additional grants with each 
amount that pertains to the project, as shown in the screenshot below. For any fields that do not 
apply to the project, enter $0. 

Additional Grant options for Site Acquisition include: 

• Enter 50% of the cost to relocate displaced businesses and residents when the site is 
acquired through imminent domain or through district-owned site. See Real Estate/Site 

Acquisition section for more information. 
• 2 percent. If purchasing a new site or additional acreage to an existing site, select “Yes”. 

See Real Estate/Site Acquisition section for more information. 
• DTSC Fee. If DTSC Fees are associated with the project, please enter 50% of the costs. 

See Real Estate/Site Acquisition section for more information. 
• Hazardous Waste: If hazardous waste removal is associated with the project, please 

enter 50% of the costs. Districts are advised that the amount provided for site acquisition 
costs cannot exceed 150% of the state-funded site acquisition amount. See Real 

Estate/Site Acquisition section for more information. 
• RA: If RA is associated with the project, please click "Yes." Districts are advised that the 

amount provided for site acquisition costs cannot exceed 150% of the state-funded site 
acquisition amount. See Real Estate/Site Acquisition section for more information. 
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Below is a zoomed-in example. 

 

 

Once the Additional Grant Request section is completed, the user may select "Continue" to 
proceed to the next section of the funding application.  

Base Eligibility/Pending Reorganization  
In the Base Eligibility/Pending Reorganization section, the district will click "Yes" or "No" if any 
classrooms were added or replaced by the district in locally funded projects outside of SFP 
funding. If the user selects "Yes," indicate the number of classrooms by grade level under the 
Additional or Replacement columns. 
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Below is a zoomed-in example. 

 

Next, the district will answer yes or no if there is a pending reorganization that will result in a 
loss of eligibility for this project. And lastly, the district will answer yes or no if Career Technical 
Education (CTE) Funds will be requested. If the user selects “yes,” indicate the number of CTE 
classrooms the district's project includes in the plans and specifications. 

Once the Base Eligibility/Pending Reorganization section is completed, the user may select 
"Continue" to proceed to the next section of the funding application.  
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Below is a zoomed-in example. 

 

Certification 
Only the authorized District Representative/Superintendent may complete the certification 
section. The user must ensure they have only entered the information that applies to the specific 
project. 

 

Please note the user must review the entire Certification section using the scroll bar and enter 

all applicable entry fields before completing the required certification. 
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Below is a zoomed-in example. 

 

Once the user has completed reviewing and entering all the required fields, the user may click 
"Yes" to agree to the terms of the certification and enter district representative information such 
as phone number, full name, and signature date. The user will select "Continue" to proceed to 
the Review section. 
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Review 
After completing the Certification section, the user will review all previous sections and make 
any final edits.  

Any incomplete sections will be flagged with an orange exclamation point, and the missing 
required fields will display with red text as (required). Please see the example below. 

Below is a zoomed-in example. 

 

 

Once all required entries are completed, the left navigation pane will display only green 
checkmarks, and the user will click "Continue" to proceed to the Submit section. 
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Below is a zoomed-in example. 

 

Submit and Upload Documents 
Next, the user will continue to the Submit page. The district will complete the final certification 
and upload all supporting documents in this section. The user may click the blue "Upload file(s)" 
button to upload files of any supporting documentation for this application. 
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Once the documents have been uploaded, the text Successfully Uploaded will display 
underneath the document file name. After all documents have been uploaded, the user will 
close the Upload Files section by clicking "Done." 
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Below is a zoomed-in example. 

 

Next, the user will mark both checked boxes as completed and click "Submit Paperless 
Application." 

Reminder: only an Authorized District Representative can submit the application. 
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Below is an example of the OPSC Online application page. 

 

After submittal, the user will proceed to a confirmation page displaying the assigned application 
number for the project. The user may notate the application number and nickname from the 
main dashboard for future access. 
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Below is an example of the OPSC Online application page. 

 

Additionally, the user can upload additional documents after the submittal by clicking "Upload 
Remaining Files." 
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Below is a zoomed-in example. 

 

Or the user can review and upload additional documents by opening the application from the 
dashboard. 
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Once the application is displayed, the user will click "Upload File." 

 

After the documents have been uploaded, the text Successfully Uploaded will display 
underneath the document file name. After all documents have been uploaded, the user will 
close the Upload Files section by clicking "Done." 
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Advance Site (District Owned) Funding Application 
To create a Form SAB 50-04, select "Create New SFP Funding Application" on the Dashboard 
page.  

Please note that users with delegate access can prepare the Funding Application. However, 

only an Architect can certify it, and only the District Representative can submit an application. 

 

Once selected, the application system will ask the user if the district has applied for advanced 
funding for Site Acquisition and/or Design or a Charter School Facilities Program Preliminary 
Apportionment for this project/application. 

 

If the user selects "Yes," they will be directed to return to the OPSC Online Dashboard and 
select the project from the list of existing program applications to create a linked application for 
the construction phase. 
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Below is a zoomed-in example. 

 

If the user selects "No," they will be prompted to continue entering the required information for a 
new Form SAB 50-04.  

 

As the user continues, the system will ask for the following information: 

• Select the applicable School District or COE from the list of options.  
• Select "New Construction" as the Funding Program Type from the list of options. 

Please note that if this is a combined project (e.g., New Construction and 

Modernization/Rehabilitation), a new application must be created for each program/funding 

source. Combined projects are visible from the application dashboard for applications with a 

common PTN. 
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Below is a zoomed-in example. 

 

As the user continues, the system will ask for the following information: 

• Select the High School Attendance Area if applicable. 
• Enter the required PTN. The PTN is used by the Division of the State Architect (DSA), 

California Department of Education (CDE), and OPSC to identify a project. The user will 
not be able to proceed without entering the PTN. Instructions for generating a PTN can 
be found in the PTN User Guide under the Resources tab.  

• Enter an application nickname. The nickname could represent the funding phase of the 
application, site name, and program type (e.g., Design Only, Site Only, Design & Site, Full 
Grant, Amended Full Grant), or other identifying names of the applicant's choice. 

• Click "Continue" to enter additional application information. 
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Below is a zoomed-in example. 

 

Next, the application system will ask the user if the district is applying for Financial Hardship 
assistance. 

 

Then, the user will be asked to select the type of funding application from a list of options (e.g., 
Site Only, Site Only – District Owned, Site Only – Environmental Hardship, Design Only, 

Advance Funding for Evaluation & Response Action [RA], Site & Design Only). 

Please note that the district may contact the Financial Hardship Team for assistance if a project 

includes a request for financial hardship assistance. 

Financial hardship status will allow the project to start with advanced approval for separate site 

and/or design funding if plans have not been drawn up. Requests for "Advanced Funding for 

Evaluation and RA" may be requested by districts with or without financial hardship status.  

Then click "Continue" to begin the application process. 
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Next, the user will advance to the application landing page. The user will click the "Start 
Application" button to begin.  

 

Site Information  
The Form SAB 50-04 for a site-only district owned project comprises of six sections (as listed on 
the navigation pane on the left-hand side of the screen). 
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Below is a zoomed-in example. 

 

The first section of the application is for Site Info. The district must specify the type of Financial 
Hardship request from the list of options.  
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Next, the user will specify where the project will be located from the list of options: 

• New Site: The project will be on a new school with no pre-existing buildings. School sites 
with buildings and classrooms that have been completely demolished are not considered 
new sites. 

• Existing Site with Additional Acreage Acquired: The project will include acquiring 
additional land to the existing school site. 

All projects must select a school site from the list of options. If a specific site is not listed, please 
email OPSCApplicationReviewTeam@dgs.ca.gov to request to add the site to the application 
system. 

 

The application system requires the user to enter the approval date of the CDE Approval Letter. 

Enter the available existing school site information in the fields as shown in the example below: 

Once the Site Info section is completed, click "Continue" to proceed to the next section of the 
funding application.  

On the next page there is a zoomed-in example. 
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Project Type  
In this section, select the type of project from the drop-down menu that best represents this 
application request. 

 

Once the Project Type section is completed, the user may click "Continue" to proceed with the 
next section of the funding application. 
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Additional Grant Request  
In the Additional Grant Request section, the user will need to answer yes or no to request the 
2% grant. 

 

The user will then need to complete the applicable items to request additional grants with each 
amount that pertains to the project, as shown in the screenshot below. For any fields that do not 
apply to the project, enter $0. 

Additional Grant options for Site Acquisition include: 

• Enter 50% of the cost to relocate displaced businesses and residents when the site is 
acquired through imminent domain or through district-owned site. See Real Estate/Site 

Acquisition section for more information. 
• 2 percent. If purchasing a new site or additional acreage to an existing site, select “Yes”. 

See Real Estate/Site Acquisition section for more information. 
• DTSC Fee. If DTSC Fees are associated with the project, please enter 50% of the costs. 

See Real Estate/Site Acquisition section for more information. 
• Hazardous Waste: If hazardous waste removal is associated with the project, please 

enter 50% of the costs. Districts are advised that the amount provided for site acquisition 
costs cannot exceed 150% of the state-funded site acquisition amount. See Real 

Estate/Site Acquisition section for more information. 
• RA: If RA is associated with the project, please click "Yes." Districts are advised that the 

amount provided for site acquisition costs cannot exceed 150% of the state-funded site 
acquisition amount. See Real Estate/Site Acquisition section for more information. 

Lastly, the district will click "Yes" and indicate the number of classrooms the district's project 
includes if the district received CTE program funding. 
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Below is a zoomed-in example. 

 

Once the Additional Grant Request section is completed, the user may select "Continue" to 
proceed to the next section of the funding application.  

Certification 
Only the authorized District Representative/Superintendent may complete the certification 
section. The user must ensure they have only entered the information that applies to the specific 
project. 
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Please note the user must review the entire Certification section using the scroll bar and enter 

all applicable entry fields before completing the required certification. 
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Below is a zoomed-in example. 

 

Once the user has completed reviewing and entering all the required fields, the user may click 
"Yes" to agree to the terms of the certification and enter district representative information such 
as phone number, full name, and signature date. The user will select "Continue" to proceed to 
the Review section. 
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Review 
After completing the Certification section, the user will review all previous sections and make 
any final edits.  

Any incomplete sections will be flagged with an orange exclamation point, and the missing 
required fields will display with red text as (required). Please see the example below. 

Below is a zoomed-in example. 

 

Once all required entries are completed, the left navigation pane will display only green 
checkmarks, and the user will click "Continue" to proceed to the Submit section. 
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Below is a zoomed-in example. 

 

Submit and Upload Documents 
Next, the user will continue to the Submit page. The district will complete the final certification 
and upload all supporting documents in this section. The user may click the blue "Upload file(s)" 
button to upload files of any supporting documentation for this application. 
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Once the documents have been uploaded, the text Successfully Uploaded will display 
underneath the document file name. After all documents have been uploaded, the user will 
close the Upload Files section by clicking "Done." 

On the next page is a zoomed-in example. 
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Next, the user will mark both checked boxes as completed and click "Submit Paperless 
Application." 

Reminder: only an Authorized District Representative can submit the application. 

Below is an example of the OPSC Online application page. 
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After submittal, the user will proceed to a confirmation page displaying the assigned application 
number for the project. The user may notate the application number and nickname from the 
main dashboard for future access. 

Below is an example of the OPSC Online application page. 
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Additionally, the user can upload additional documents after the submittal by clicking "Upload 
Remaining Files." 

Below is a zoomed-in example. 

 

Or the user can review and upload additional documents by opening the application from the 
dashboard. 
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Once the application is displayed, the user will click "Upload File." 

 

After the documents have been uploaded, the text Successfully Uploaded will display 
underneath the document file name. After all documents have been uploaded, the user will 
close the Upload Files section by clicking "Done." 
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Advance Site (Environmental Hardship) Funding Application 
To create a Form SAB 50-04, select "Create New SFP Funding Application" on the Dashboard 
page.  

Please note that users with delegate access can prepare the Funding Application. However, 

only an Architect can certify it, and only the District Representative can submit an application. 

 

Once selected, the application system will ask the user if the district has applied for advanced 
funding for Site Acquisition and/or Design, or a Charter School Facilities Program Preliminary 
Apportionment for this project/application. 

 

If the user selects "Yes," they will be directed to return to the OPSC Online Dashboard and 
select the project from the list of existing program applications to create a linked application for 
the construction phase. 
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Below is a zoomed-in example. 

 

If the user selects "No," they will be prompted to continue entering the required information for a 
new Form SAB 50-04.  

 

As the user continues, the system will ask for the following information: 

• Select the applicable School District or COE from the list of options.  
• Select "New Construction" as the Funding Program Type from the list of options. 

Please note that if this is a combined project (e.g., New Construction and 

Modernization/Rehabilitation), a new application must be created for each program/funding 

source. Combined projects are visible from the application dashboard for applications with a 

common PTN. 
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As the user continues, the system will ask for the following information: 

• Select the High School Attendance Area if applicable. 
• Enter the required PTN. The PTN is used by the Division of the State Architect (DSA), 

California Department of Education (CDE), and OPSC to identify a project. The user will 
not be able to proceed without entering the PTN. Instructions for generating a PTN can 
be found in the PTN User Guide under the Resources tab.  

• Enter an application nickname. The nickname could represent the funding phase of the 
application, site name, and program type (e.g., Design Only, Site Only, Design & Site, Full 
Grant, Amended Full Grant), or other identifying names of the applicant's choice. 

• Click "Continue" to enter additional application information. 

  

311



Below is a zoomed-in example. 

 

Next, the application system will ask the user if the district is applying for Financial Hardship 
assistance. 

 

Then, the user will be asked to select the type of funding application from a list of options (e.g., 
Site Only, Site Only – District Owned, Site Only – Environmental Hardship, Design Only, 

Advance Funding for Evaluation & Response Action [RA], Site & Design Only). 

Please note that the district may contact the Financial Hardship Team for assistance if a project 

includes a request for financial hardship assistance. 

Financial hardship status will allow the project to start with advanced approval for separate site 

and/or design funding if plans have not been drawn up. Requests for "Advanced Funding for 

Evaluation and RA" may be requested by districts with or without financial hardship status.  
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Then click "Continue" to begin the application process 

 

Next, the user will advance to the application landing page. The user will click the "Start 
Application" button to begin.  

 

Site Information  
The Form SAB 50-04 for a site-only environmental hardship project comprises of six sections 
(as listed on the navigation pane on the left-hand side of the screen). 
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Below is a zoomed-in example. 

 

The first section of the application is for Site Info. If the district has Financial Hardship status, 
select "Yes" and then specify the type of Financial Hardship request from the list of options. 
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If the district does not have Financial Hardship status, select "No" and enter the required 
information. 

Next, the user will specify where the project will be located from the list of options: 

• New Site: The project will be on a new school with no pre-existing buildings. School sites 
with buildings and classrooms that have been completely demolished are not considered 
new sites. 

• Existing Site with Additional Acreage Acquired: The project will include acquiring 
additional land to the existing school site. 

All projects must select a school site from the list of options. If a specific site is not listed, please 
email OPSCApplicationReviewTeam@dgs.ca.gov to request to add the site to the application 
system. 

 

The application system requires the user to enter the approval date of the CDE Approval Letter. 

Enter the available existing school site information in the fields as shown in the example below: 

Once the Site Info section is completed, click "Continue" to proceed to the next section of the 
funding application.  

On the next page there is a zoomed-in example. 
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Project Type 
In this section, select the type of project from the drop-down menu that best represents this 
application request. 

 

Once the Project Type section is completed, the user may click "Continue" to proceed with the 
next section of the funding application. 
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Additional Grant Request  
In the Additional Grant Request section, the user will need to answer yes or no to request the 
2% grant. 

 

The user will then need to complete the applicable items to request additional grants with each 
amount that pertains to the project, as shown in the screenshot below. For any fields that do not 
apply to the project, enter $0. 

Additional Grant options for Site Acquisition include: 

• Relocation cost. Enter 50% of the cost to relocate displaced businesses and residents 
when the site is acquired through imminent domain or through district-owned site. See 

Real Estate/Site Acquisition section for more information. 
• 2 percent. If purchasing a new site or additional acreage to an existing site, select “Yes”. 

See Real Estate/Site Acquisition section for more information. 
• DTSC Fee: If DTSC Fees are associated with the project, please enter 50% of the costs. 

See Real Estate/Site Acquisition section for more information. 
• Hazardous Waste: If hazardous waste removal is associated with the project, please 

enter 50% of the costs. Districts are advised that the amount provided for site acquisition 
costs cannot exceed 150% of the state-funded site acquisition amount. See Real 

Estate/Site Acquisition section for more information. 
• RA: If RA is associated with the project, please click "Yes." Districts are advised that the 

amount provided for site acquisition costs cannot exceed 150% of the state-funded site 
acquisition amount. See Real Estate/Site Acquisition section for more information. 

Lastly, the district will click "Yes" and indicate the number of classrooms the district's project 
includes if the district received CTE program funding. 
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Below is a zoomed-in example. 

 

Once the Additional Grant Request section is completed, the user may select "Continue" to 
proceed to the next section of the funding application.  

Certification 
Only the authorized District Representative/Superintendent may complete the certification 
section. The user must ensure they have only entered the information that applies to the specific 
project. 
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Please note the user must review the entire Certification section using the scroll bar and enter 

all applicable entry fields before completing the required certification. 
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Below is a zoomed-in example. 

 

Once the user has completed reviewing and entering all the required fields, the user may click 
"Yes" to agree to the terms of the certification and enter district representative information such 
as phone number, full name, and signature date. The user will select "Continue" to proceed to 
the Review section. 
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Review 
After completing the Certification section, the user will review all previous sections and make 
any final edits.  

Any incomplete sections will be flagged with an orange exclamation point, and the missing 
required fields will display with red text as (required). Please see the example below. 

Below is a zoomed-in example. 

 

Once all required entries are completed, the left navigation pane will display only green 
checkmarks, and the user will click "Continue" to proceed to the Submit section. 
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Below is a zoomed-in example. 

 

Submit and Upload Documents 
Next, the user will continue to the Submit page. The district will complete the final certification 
and upload all supporting documents in this section. The user may click the blue "Upload file(s)" 
button to upload files of any supporting documentation for this application. 
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Once the documents have been uploaded, the text Successfully Uploaded will display 
underneath the document file name. After all documents have been uploaded, the user will 
close the Upload Files section by clicking "Done." 
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Below is a zoomed-in example. 

 

Next, the user will mark both checked boxes as completed and click "Submit Paperless 
Application." 

Reminder: only an Authorized District Representative can submit the application 
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Below is an example of the OPSC Online application page. 

 

After submittal, the user will proceed to a confirmation page displaying the assigned application 
number for the project. The user may notate the application number and nickname from the 
main dashboard for future access. 

Below is an example of the OPSC Online application page. 
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Additionally, the user can upload additional documents after the submittal by clicking "Upload 
Remaining Files." 

Below is a zoomed-in example. 

 

Or the user can review and upload additional documents by opening the application from the 
dashboard. 
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Once the application is displayed, the user will click "Upload File." 

 

After the documents have been uploaded, the text Successfully Uploaded will display 
underneath the document file name. After all documents have been uploaded, the user will 
close the Upload Files section by clicking "Done." 

327
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Advance Design Funding Application 
To create a Form SAB 50-04, select "Create New SFP Funding Application" on the Dashboard 
page.  

Please note that users with delegate access can prepare the Funding Application. However, 

only an Architect can certify it, and only the District Representative can submit an application. 

 

 

Once selected, the application system will ask the user if the district has applied for advanced 
funding for Site Acquisition and/or Design, or a Charter School Facilities Program Preliminary 
Apportionment for this project/application. 

 

If the user selects "Yes," they will be directed to return to the OPSC Online Dashboard and 
select the project from the list of existing program applications to create a linked application for 
the construction phase. 

329



Below is a zoomed-in example. 

 

If the user selects "No," they will be prompted to continue entering the required information for a 
new Form SAB 50-04.  

 

As the user continues, the system will ask for the following information: 

• Select the applicable School District or COE from the list of options.  
• Select "New Construction" as the Funding Program Type from the list of options. 

Please note that if this is a combined project (e.g., New Construction and 

Modernization/Rehabilitation), a new application must be created for each program/funding 

source. Combined projects are visible from the application dashboard for applications with a 

common PTN. 
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Below is a zoomed-in example. 

 

As the user continues, the system will ask for the following information: 

• Select the High School Attendance Area if applicable. 
• Enter the required PTN. The PTN is used by the Division of the State Architect (DSA), 

California Department of Education (CDE), and OPSC to identify a project. The user will 
not be able to proceed without entering the PTN. Instructions for generating a PTN can 
be found in the PTN User Guide under the Resources tab.  

• Enter an application nickname. The nickname could represent the funding phase of the 
application, site name, and program type (e.g., Design Only, Site Only, Design & Site, Full 
Grant, Amended Full Grant), or other identifying names of the applicant's choice. 

• Click "Continue" to enter additional application information. 
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Below is a zoomed-in example. 

 

 

Next, the application system will ask the user if the district is applying for Financial Hardship 
assistance. 

 

Then, the user will be asked to select the type of funding application from a list of options (e.g., 
Site Only, Site Only – District Owned, Site Only – Environmental Hardship, Design Only, 

Advance Funding for Evaluation & Response Action [RA], Site & Design Only). 

Please note that the district may contact the Financial Hardship Team for assistance if a project 

includes a request for financial hardship assistance. 
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Financial hardship status will allow the project to start with advanced approval for separate site 

and/or design funding if plans have not been drawn up. Requests for "Advanced Funding for 

Evaluation and RA" may be requested by districts with or without financial hardship status.  

Then click "Continue" to begin the application process. 

 

Next, the user will advance to the application landing page. The user will click the "Start 
Application" button to begin.  
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Site Information  
The Form SAB 50-04 for a design-only project comprises of six sections (as listed on the 
navigation pane on the left-hand side of the screen). 

Below is a zoomed-in example. 

 

The first section of the application is for Site Info. The district must specify the type of Financial 
Hardship request from the list of options.  
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Next, the user will specify where the project will be located from the list of available options: 

• Leased Site: The project is on a school site not owned by the District and meets the 
requirements outlined in School Facility Program (SFP) Regulation Section 1859.22. 

o When selecting this option, the school or site field on the Site Info page must be 
completed. 

• New Site: The project will be on a new school with no pre-existing buildings. School sites 
with buildings and classrooms that have been completely demolished are not considered 
new sites. 

o When selecting this option, all fields on the Site Info page must be completed 
using information from the CDE Site and Plan Approval letters. 

• Existing Site with Additional Acreage Acquired: The project will include acquiring 
additional land to the existing school site. 

o When selecting this option, all fields on the Site Info page must be completed 
using information from the most recent CDE Site and Plan Approval letter(s). 

• Existing Site with No Additional Acreage Acquired: The project will not include acquiring 
additional land to the existing school site. 

o When this option is selected, the school or site field on the Site Info page must 
be completed using the most recent CDE Plan Approval letter(s) information.  

All projects must select a school site from the list of options. If a specific site is not listed, please 
email OPSCApplicationReviewTeam@dgs.ca.gov to request to add the site to the application 
system. 
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Below is a zoomed-in example. 

 

Once the Site Info section is completed, click "Continue" to proceed to the next section of the 
funding application.  

Project Type 
In this section, select the type of project from the drop-down menu that best represents this 
application request. 

Next, enter the total number of pupil grants assigned to the project for each grade group. The 
pupils reported should be less than or equal to the net classroom capacity. 

On the next page there is an example of the OPSC Online application. 

  

336



 

Then, the user must answer the questions listed.  

When the user clicks "Yes" to any of the questions, the user will be prompted to enter additional 
information, as shown below. 

Once the Project Type section is completed, the user may click "Continue" to proceed with the 
next section of the funding application. 

 

On the next page there is a zoomed-in example. 
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Alternative Developer Fee/Adjust Eligibility  
In the Alternative Developer section, the user will click "Yes" or "No" if any classrooms were 
added or replaced by the district in locally funded projects outside of SFP funding. If the user 
selects "Yes," indicate the number of classrooms by grade level under the Additional or 
Replacement columns. 

 

Next, the user will click "Yes" if there is a pending reorganization that will result in a loss of 
eligibility for this project. If there is one, then the district will need to submit an adjustment to the 
district's new construction baseline eligibility. Please refer to the SFP Regulation Section 
1859.51 for more information on pending reorganization. 

Lastly, the district will click "Yes" and indicate the number of classrooms the district's project 
includes if the district received CTE program funding.  

Once the Alternative Developer Fee/Adjust Eligibility section is completed, the user may select 
"Continue" to proceed to the next section of the funding application. 
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Below is a zoomed-in example. 

 

Certification 
Only the authorized District Representative/Superintendent may complete the certification 
section. The user must ensure they have only entered the information that applies to the specific 
project. 

 

Please note the user must review the entire Certification section using the scroll bar and enter 

all applicable entry fields before completing the required certification. 
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Below is a zoomed-in example. 

 

Once the user has completed reviewing and entering all the required fields, the user may click 
"Yes" to agree to the terms of the certification and enter district representative information such 
as phone number, full name, and signature date. The user will select "Continue" to proceed to 
the Review section. 

 

Review 
After completing the Certification section, the user will review all previous sections and make 
any final edits.  
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Any incomplete sections will be flagged with an orange exclamation point, and the missing 
required fields will display with red text as (required). Please see the example below. 

Below is a zoomed-in example. 

 

Once all required entries are completed, the left navigation pane will display only green 
checkmarks, and the user will click "Continue" to proceed to the Submit section. 
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Below is a zoomed-in example. 

 

Submit and Upload Documents 
Next, the user will continue to the Submit page. The district will complete the final certification 
and upload all supporting documents in this section. The user may click the blue "Upload file(s)" 
button to upload files of any supporting documentation for this application. 
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Once the documents have been uploaded, the text Successfully Uploaded will display 
underneath the document file name. After all documents have been uploaded, the user will 
close the Upload Files section by clicking "Done." 

Below is a zoomed-in example. 

 

Next, the user will mark both checked boxes as completed and click "Submit Paperless 
Application." 

Reminder: only an Authorized District Representative can submit the application. 
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Below is an example of the OPSC Online application page. 

 

After submittal, the user will proceed to a confirmation page displaying the assigned application 
number for the project. The user may notate the application number and nickname from the 
main dashboard for future access. 
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Below is an example of the OPSC Online application page. 

 

Additionally, the user can upload additional documents after the submittal by clicking "Upload 
Remaining Files." 
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Below is a zoomed-in example. 

 

Or the user can review and upload additional documents by opening the application from the 
dashboard. 
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Once the application is displayed, the user will click "Upload File." 

 

After the documents have been uploaded, the text Successfully Uploaded will display 
underneath the document file name. After all documents have been uploaded, the user will 
close the Upload Files section by clicking "Done." 
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Advance Site and Design Funding Application 
To create a Form SAB 50-04, select "Create New SFP Funding Application" on the Dashboard 
page.  

Please note that users with delegate access can prepare the Funding Application. However, 

only an Architect can certify it, and only the District Representative can submit an application. 

 

Once selected, the application system will ask the user if the district has applied for advanced 
funding for Site Acquisition and/or Design, or a Charter School Facilities Program Preliminary 
Apportionment for this project/application. 

 

If the user selects "Yes," they will be directed to return to the OPSC Online Dashboard and 
select the project from the list of existing program applications to create a linked application for 
the construction phase. 
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Below is a zoomed-in example. 

 

If the user selects "No," they will be prompted to continue entering the required information for a 
new Form SAB 50-04.  

 

As the user continues, the system will ask for the following information: 

• Select the applicable School District or COE from the list of options.  
• Select "New Construction" as the Funding Program Type from the list of options. 

Please note that if this is a combined project (e.g., New Construction and 

Modernization/Rehabilitation), a new application must be created for each program/funding 

source. Combined projects are visible from the application dashboard for applications with a 

common PTN. 
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Below is a zoomed-in example. 

 

As the user continues, the system will ask for the following information: 

• Select the High School Attendance Area if applicable. 
• Enter the required PTN. The PTN is used by the Division of the State Architect (DSA), 

California Department of Education (CDE), and OPSC to identify a project. The user will 
not be able to proceed without entering the PTN. Instructions for generating a PTN can 
be found in the PTN User Guide under the Resources tab.  

• Enter an application nickname. The nickname could represent the funding phase of the 
application, site name, and program type (e.g., Design Only, Site Only, Design & Site, Full 
Grant, Amended Full Grant), or other identifying names of the applicant's choice. 

• Click "Continue" to enter additional application information. 
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Below is a zoomed-in example. 

 

Next, the application system will ask the user if the district is applying for Financial Hardship 
assistance. 

 

Then, the user will be asked to select the type of funding application from a list of options (e.g., 
Site Only, Site Only – District Owned, Site Only – Environmental Hardship, Design Only, 

Advance Funding for Evaluation & Response Action [RA], Site & Design Only). 

Please note that the district may contact the Financial Hardship Team for assistance if a project 

includes a request for financial hardship assistance. 

Financial hardship status will allow the project to start with advanced approval for separate site 

and/or design funding if plans have not been drawn up. Requests for "Advanced Funding for 

Evaluation and RA" may be requested by districts with or without financial hardship status.  
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Then click "Continue" to begin the application process. 

 

Next, the user will advance to the application landing page. The user will click the "Start 
Application" button to begin.  

 

Site Information  
The Form SAB 50-04 for a site-only project comprises of seven sections (as listed on the 
navigation pane on the left-hand side of the screen). 
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Below is a zoomed-in example. 

 

The first section of the application is for Site Info. The district must specify the type of Financial 
Hardship request from the list of options.  
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Next, the user will specify where the project will be located from the list of options: 

• New Site: The project will be on a new school with no pre-existing buildings. School sites 
with buildings and classrooms that have been completely demolished are not considered 
new sites. 

• Existing Site with Additional Acreage Acquired: The project will include acquiring 
additional land to the existing school site. 

All projects must select a school site from the list of options. If a specific site is not listed, please 
email OPSCApplicationReviewTeam@dgs.ca.gov to request to add the site to the application 
system. 

 

The application system requires the user to enter the approval date of the CDE Approval Letter. 

Enter the available existing school site information in the fields as shown in the example below: 

Once the Site Info section is completed, click "Continue" to proceed to the next section of the 
funding application.  

On the next page there is a zoomed-in example. 
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Project Type  
In this section, select the type of project from the drop-down menu that best represents this 
application request. 

In this section, select the type of project from the drop-down menu that best represents this 
application request. 

Next, enter the total number of pupil grants assigned to the project for each grade group. The 
pupils reported should be less than or equal to the net classroom capacity. 

On the next page there is an example of the OPSC Online application. 
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Then, the user must answer the questions listed.  

When the user clicks "Yes" to any of the questions, the user will be prompted to enter additional 
information, as shown below. 

Once the "Project Type" section is completed, the user may click "Continue" to proceed with the 
next section of the funding application. 
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On the next page there is a zoomed-in example. 
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Additional Grant Request  
In the Additional Grant Request section, the user will need to answer yes or no to request the 
2% grant. 
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The user will then need to complete the applicable items to request additional grants with each 
amount that pertains to the project, as shown in the screenshot below. For any fields that do not 
apply to the project, enter $0. 

Additional Grant options for Site Acquisition include: 

• Enter 50% of the cost to relocate displaced businesses and residents when the site is 
acquired through imminent domain or through district-owned site. See Real Estate/Site 

Acquisition section for more information. 
• 2 percent. If purchasing a new site or additional acreage to an existing site, select “Yes”. 

See Real Estate/Site Acquisition section for more information. 
• DTSC Fee. If DTSC Fees are associated with the project, please enter 50% of the costs. 

See Real Estate/Site Acquisition section for more information. 
• Hazardous Waste: If hazardous waste removal is associated with the project, please 

enter 50% of the costs. Districts are advised that the amount provided for site acquisition 
costs cannot exceed 150% of the state-funded site acquisition amount. See Real 

Estate/Site Acquisition section for more information. 
• RA: If RA is associated with the project, please click "Yes." Districts are advised that the 

amount provided for site acquisition costs cannot exceed 150% of the state-funded site 
acquisition amount. See Real Estate/Site Acquisition section for more information. 
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Below is a zoomed-in example. 

 

Once the Additional Grant Request section is completed, the user may select "Continue" to 
proceed to the next section of the funding application.  

Alternative Developer Fee/Adjust Eligibility  
In the Alternative Developer section, the user may indicate that State funds are unavailable for 
new construction; therefore, the district can collect Level 3 developer fees pursuant to 
Government Code Section 65995.7. If applicable, please enter the amount being collected. If 
not applicable, this field may be left blank. 
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Next, the user will click "Yes" or "No" if any classrooms were added or replaced by the district in 
locally funded projects outside of SFP funding. If the user selects "Yes," indicate the number of 
classrooms by grade level under the Additional or Replacement columns. 
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Next, the user will click "Yes" if there is a pending reorganization that will result in a loss of 
eligibility for this project. If there is one, then the district will need to submit an adjustment to the 
district's new construction baseline eligibility. Please refer to the SFP Regulation Section 
1859.51 for more information on pending reorganization. 

Lastly, the district will click "Yes" and indicate the number of classrooms the district's project 
includes if the district received CTE program funding.  

Once the Alternative Developer Fee/Adjust Eligibility section is completed, the user may select 
"Continue" to proceed to the next section of the funding application. 
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Below is a zoomed-in example. 

 

Certification 
Only the authorized District Representative/Superintendent may complete the certification 
section. The user must ensure they have only entered the information that applies to the specific 
project. 

 

Please note the user must review the entire Certification section using the scroll bar and enter 

all applicable entry fields before completing the required certification. 
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Below is a zoomed-in example. 

 

Once the user has completed reviewing and entering all the required fields, the user may click 
"Yes" to agree to the terms of the certification and enter district representative information such 
as phone number, full name, and signature date. The user will select "Continue" to proceed to 
the Review section. 
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Review 
After completing the Certification section, the user will review all previous sections and make 
any final edits.  

Any incomplete sections will be flagged with an orange exclamation point, and the missing 
required fields will display with red text as (required). Please see the example below. 

 

Once all required entries are completed, the left navigation pane will display only green 
checkmarks, and the user will click "Continue" to proceed to the Submit section. 
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Below is a zoomed-in example. 

 

Submit and Upload Documents 
Next, the user will continue to the Submit page. The district will complete the final certification 
and upload all supporting documents in this section. The user may click the blue "Upload file(s)" 
button to upload files of any supporting documentation for this application. 
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Once the documents have been uploaded, the text Successfully Uploaded will display 
underneath the document file name. After all documents have been uploaded, the user will 
close the Upload Files section by clicking "Done." 

Below is a zoomed-in example. 

 

Next, the user will mark both checked boxes as completed and click "Submit Paperless 
Application." 

Reminder: only an Authorized District Representative can submit the application. 
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Below is an example of the OPSC Online application page. 

 

After submittal, the user will proceed to a confirmation page displaying the assigned application 
number for the project. The user may notate the application number and nickname from the 
main dashboard for future access. 
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Below is an example of the OPSC Online application page. 

 

Additionally, the user can upload additional documents after the submittal by clicking "Upload 
Remaining Files." 

Below is a zoomed-in example. 
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Or the user can review and upload additional documents by opening the application from the 
dashboard. 

 

Once the application is displayed, the user will click "Upload File." 

 

After the documents have been uploaded, the text Successfully Uploaded will display 
underneath the document file name. After all documents have been uploaded, the user will 
close the Upload Files section by clicking "Done." 
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Advance Funding Application for Evaluation and Response Action 
To create a Form SAB 50-04, select "Create New SFP Funding Application" on the Dashboard 
page.  

Please note that users with delegate access can prepare the Funding Application. However, 

only an Architect can certify it, and only the District Representative can submit an application. 

 

Once selected, the application system will ask the user if the district has applied for advanced 
funding for Site Acquisition and/or Design, or a Charter School Facilities Program Preliminary 
Apportionment for this project/application. 

 

If the user selects "Yes," they will be directed to return to the OPSC Online Dashboard and 
select the project from the list of existing program applications to create a linked application for 
the construction phase. 
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Below is a zoomed-in example. 

 

If the user selects "No," they will be prompted to continue entering the required information for a 
new Form SAB 50-04.  

 

As the user continues, the system will ask for the following information: 

• Select the applicable School District or COE from the list of options.  
• Select "New Construction" as the Funding Program Type from the list of options. 

Please note that if this is a combined project (e.g., New Construction and 

Modernization/Rehabilitation), a new application must be created for each program/funding 

source. Combined projects are visible from the application dashboard for applications with a 

common PTN. 
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As the user continues, the system will ask for the following information: 

• Select the High School Attendance Area if applicable. 
• Enter the required PTN. The PTN is used by the Division of the State Architect (DSA), 

California Department of Education (CDE), and OPSC to identify a project. The user will 
not be able to proceed without entering the PTN. Instructions for generating a PTN can 
be found in the PTN User Guide under the Resources tab.  

• Enter an application nickname. The nickname could represent the funding phase of the 
application, site name, and program type (e.g., Design Only, Site Only, Design & Site, Full 
Grant, Amended Full Grant), or other identifying names of the applicant's choice. 

• Click "Continue" to enter additional application information. 
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Below is a zoomed-in example. 

 

Next, the application system will ask the user if the district is applying for Financial Hardship 
assistance. 

 

Then, the user will be asked to select the type of funding application from a list of options (e.g., 
Site Only, Site Only – District Owned, Site Only – Environmental Hardship, Design Only, 

Advance Funding for Evaluation & Response Action [RA], Site & Design Only). 

Please note that the district may contact the Financial Hardship Team for assistance if a project 

includes a request for financial hardship assistance. 

Financial hardship status will allow the project to start with advanced approval for separate site 

and/or design funding if plans have not been drawn up. Requests for "Advanced Funding for 

Evaluation and RA" may be requested by districts with or without financial hardship status.  
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Then click "Continue" to begin the application process 

 

Next, the user will advance to the application landing page. The user will click the "Start 
Application" button to begin.  

 

Site Information  
The Form SAB 50-04 for a evaluation and RA project comprises of six sections (as listed on the 
navigation pane on the left-hand side of the screen). 
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The first section of the application is for Site Info. If the district has Financial Hardship status, 
select "Yes" and then specify the type of Financial Hardship request from the list of options. 
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If the district does not have Financial Hardship status, select "No" and enter the required 
information. 

Next, the user will specify where the project will be located from the list of options: 

• Existing Site with Additional Acreage Acquired: The project will include acquiring 
additional land to the existing school site. 

o When selecting this option, all fields on the Site Info page must be completed 
using information from the most recent CDE Site and Plan Approval letter(s). 

• Existing Site with No Additional Acreage Acquired: The project will not include acquiring 
additional land to the existing school site. 

o When this option is selected, the school or site field on the Site Info page must 
be completed using the most recent CDE Plan Approval letter(s) information.  

All projects must select a school site from the list of options. If a specific site is not listed, please 
email OPSCApplicationReviewTeam@dgs.ca.gov to request to add the site to the application 
system. 

 

The application system requires the user to enter the approval date of the CDE Approval Letter. 

Enter the available existing school site information in the fields as shown in the example below: 

Once the Site Info section is completed, click "Continue" to proceed to the next section of the 
funding application.  

On the next page there is a zoomed-in example. 
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Project Type  
In this section, select the type of project from the drop-down menu that best represents this 
application request. 

 

Once the Project Type section is completed, the user may click "Continue" to proceed with the 
next section of the funding application. 
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Additional Grant Request  
In the Additional Grant Request section, the user will need to complete the applicable items to 
request additional grants with each amount that pertains to the project, as shown in the 
screenshot below. For any fields that do not apply to the project, enter $0. 

Additional Grant options for Site Acquisition include: 

• DTSC Fee: If DTSC Fees are associated with the project, please enter 50% of the costs. 
See Real Estate/Site Acquisition section for more information. 

• Hazardous Waste: If hazardous waste removal is associated with the project, please 
enter 50% of the costs. Districts are advised that the amount provided for site acquisition 
costs cannot exceed 150% of the state-funded site acquisition amount. See Real 

Estate/Site Acquisition section for more information. 
• RA: If RA is associated with the project, please click "Yes." Districts are advised that the 

amount provided for site acquisition costs cannot exceed 150% of the state-funded site 
acquisition amount. See Real Estate/Site Acquisition section for more information. 

Lastly, the district will click "Yes" and indicate the number of classrooms the district's project 
includes if the district received CTE program funding. 

Below is a zoomed-in example. 

 

Once the Additional Grant Request section is completed, the user may select "Continue" to 
proceed to the next section of the funding application.  
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Certification 
Only the authorized District Representative/Superintendent may complete the certification 
section. The user must ensure they have only entered the information that applies to the specific 
project. 

 

Please note the user must review the entire Certification section using the scroll bar and enter 

all applicable entry fields before completing the required certification. 
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Below is a zoomed-in example. 

 

Once the user has completed reviewing and entering all the required fields, the user may click 
"Yes" to agree to the terms of the certification and enter district representative information such 
as phone number, full name, and signature date. The user will select "Continue" to proceed to 
the Review section. 
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Review 
After completing the Certification section, the user will review all previous sections and make 
any final edits.  

Any incomplete sections will be flagged with an orange exclamation point, and the missing 
required fields will display with red text as (required). Please see the example below. 

Below is a zoomed-in example. 

 

Once all required entries are completed, the left navigation pane will display only green 
checkmarks, and the user will click "Continue" to proceed to the Submit section. 
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Below is a zoomed-in example. 

 

Submit and Upload Documents 
Next, the user will continue to the Submittal page. The district will complete the final certification 
and upload all supporting documents in this section. The user may click the blue "Upload file(s)" 
button to upload files of any supporting documentation for this application. 
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Once the documents have been uploaded, the text Successfully Uploaded will display 
underneath the document file name. After all documents have been uploaded, the user will 
close the Upload Files section by clicking "Done." 
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Below is a zoomed-in example. 

 

Next, the user will mark both checked boxes as completed and click "Submit Paperless 
Application." 

Reminder: only an Authorized District Representative can submit the application 
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Below is an example of the OPSC Online application page. 

 

After submittal, the user will proceed to a confirmation page displaying the assigned application 
number for the project. The user may notate the application number and nickname from the 
main dashboard for future access. 

Below is an example of the OPSC Online application page. 
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Additionally, the user can upload additional documents after the submittal by clicking "Upload 
Remaining Files." 

Below is a zoomed-in example. 

 

Or the user can review and upload additional documents by opening the application from the 
dashboard. 
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Once the application is displayed, the user will click "Upload File." 

 

After the documents have been uploaded, the text Successfully Uploaded will display 
underneath the document file name. After all documents have been uploaded, the user will 
close the Upload Files section by clicking "Done." 
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Real Estate/Site Acquisition 
• Actual Cost – This cost is the price the District/COE paid for the site.  
• Appraised Value – This cost is based on a valid appraisal with a valuation date within six 

months of the OPSC received date for the application. See Regulation Section 
1859.74.1 for what constitutes a valid appraisal. 

• Relocation cost. This cost pertains to displaced businesses and residents when the site 
is acquired through imminent domain or for the relocation of a district facility that will be 
displaced by a district-owned site application. The cost must conform to Title 25, 
California Code of Regulations, Section 6000, et seq.  

• 2 percent. Provides funding for appraisal, escrow, survey, site testing, CDE 
review/approvals and the preparation of the POESA and the PEA.  

• Department of Toxic Substances Control (DTSC) Fee: Fees paid for the DTSC for 
review, approval, and oversight of the Phase One Environmental Site Assessment 
(POESA) and Preliminary Endangerment Assessment (PEA).  

• Hazardous Waste: This grant is provided to a district when hazardous materials/waste 
removal and/or remediation work is required by DTSC and was completed for the 
project. Eligible amount provided for hazardous waste costs cannot exceed 150% of the 
state-funded site acquisition amount. 

• Response Action (RA): Indicates a RA was required by DTSC.  

 

391



Section 5. Expenditure Reporting and Substantial Progress 
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Form SAB 50-06 Expenditure and 
Substantial Progress Reports 
Substantial Progress Report 
Substantial Progress reporting requirements are determined by type and date of apportionments 

and their subsequent fund releases. School districts must show Substantial Progress within 18 

months of receiving an SFP fund release. The specific type of Substantial Progress evidence 

required for a project is determined by the type of apportionments. The Substantial Progress 

report can be submitted in OPSC Online after funds are received and the project has met the 

substantial progress requirements based on apportionment type. 

Expenditure Report 
The SFP requires school districts to submit an Expenditure Report (Form SAB 50-06) and a 

Detailed Listing of Project Expenditures (DLOPE) one year after receiving the initial fund release 

for the project.  Annual expenditure reports are required until the project's completion or until 

three years have elapsed from the final fund release for elementary schools, and four years for 

middle/high schools, whichever comes first. The Form SAB 50-06 can be submitted in OPSC 

Online after funds are received and the accompanying DLOPE is uploaded. 

Creating a link for Form SAB 50-06 Expenditure Report or Substantial Progress Report 
In order to submit the Substantial Progress report and Form SAB 50-06 Expenditure Report in 
OPSC Online, the user will login to their OPSC Online account. 
 
From the Dashboard page, locate the appropriate application number from the list displayed. Or 
type in the application number and click Search All. The application number should be entered 
with the slash after the first two digits and dashes thereafter. 
 
OPSC Online will display the application number. Click on the application number. 
 
 
OPSC Online Dashboard Page: 
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Once the application has opened, click on the blue “Create Linked 50-06” under the Expenditure 
Report/Form SAB 50-06 on the left-hand navigation. 
 

OPSC Online-Application Page: 

 
 
 
After clicking “Create Linked 50-06”, scroll to the top of the page. On the Create Linked 
Application page, the application type defaults to Substantial Progress / Expenditure Report 50-
06. Select the type of progress report from the Please select an option dropdown: SAB 50-06 
Expenditure Report, Substantial Progress - Design, Substantial Progress - Adjusted Grant or 
Substantial Progress - Separate Site. Select applicable funding application phase. An 
application nickname must be entered. Click Create Linked App to create the linked application. 
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Create Linked Application page: 
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Submitting a Substantial Progress Report 
To complete a Substantial Progress report: Select appropriate Substantial Progress report from 
the type of progress report dropdown: Substantial Progress - Design, Substantial Progress - 
Adjusted Grant, or Substantial Progress - Separate Site. Select applicable funding application 
phase. Enter an application nickname. Click Create Linked App to create the linked application. 
 

Create Linked Application page: 

 

This will create a Substantial Progress draft on the OPSC Online Application page. Click on the 
created draft under Expenditure Report/Form SAB 50-06 in left hand navigation. The application 
will be blue when selected, scroll to the top of the page, then click on the draft on the application 
screen to fill out the form. 

Substantial Progress Application Screen: 
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By default, OPSC Online will open to the form review page to view all previously entered data 
for the selected form version. Click Edit Page to start filling in each section.  

 

OPCS Online-Draft page: 

 

 
Complete the Adjusted Grant Progress Report by selecting the applicable activity completed 
that is evidence the district has met the substantial progress requirement and click Continue. 
You must click Continue to save your progress. 

 

OPCS Online-Draft page: 

 

397



 

Complete all information on the Certification page. Note, only the authorized District 
Representative or Superintendent can select “Yes” to the certification and continue to the 
submittal screen. The District Representative/Superintendent should review the entire 
application and should verify the information reported is true and correct prior to selecting “Yes” 
to complete the Certification page. You must click Continue to save your progress and advance 
to the review page. 

 

OPCS Online-Draft Certification page: 
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On the review page, you can return to any section to make changes before submitting the 
school district’s Substantial Progress report. Click on Edit Page to return to a section. Changes 
will be saved once Continue is clicked. 
 
OPCS Online-Draft Review page: 
 

 
 
 
 
 

399



 

Once the authorized user has verified that everything is complete and correct, the user will 
review the terms and conditions, agree, and consent by checking the boxes, upload any 
required file(s), and click Submit Paperless Application. Even if there are no files to upload, the 
box needs to be checked as acknowledgement of applicable requirement. All form sections in 
the left box must have a green checkmark in order to submit the application. Only the authorized 
District Representatives or Superintendent may submit the report. 

 

OPCS Online-Draft Submittal page: 
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Once the paperless application is submitted, the user will receive a confirmation page and an 
opportunity to upload any remaining files, review required documents and download a copy of 
the completed form. 
 
OPCS Online-Submittal Confirmation page: 
 

 

 
Return to the application dashboard by selecting “Go to Application Dashboard”. The application 
status will now be Submitted. 

 

Substantial Progress Application page: 
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Submitting an Expenditure Report 
To complete an Expenditure Report: Select SAB 50-06 Expenditure Report from the type of 
progress report dropdown. Select applicable funding application phase. Enter an application 
nickname. Click Create Linked App to create the linked application. 
 

Create Linked Application page: 

 

 

Create Linked Application page: 

 

 

 
  

402



 

This will create a SAB 50-06 Form Expenditure Report draft on the OPSC Online Application 
page. Click on the created draft under Expenditure Report/Form SAB 50-06 in left hand 
navigation. The application will be blue when selected, scroll to the top of the page, click on the 
draft on the application screen to fill out the form. 
 

SAB 50-06 Expenditure Report Application Screen: 

 
 
 
By default, OPSC Online will open to the form review page to view all previously entered data.  
 

OPCS Online-Draft page: 
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Scroll down and click Edit Page in the Expenditure Report section to start entering information in 
the section.  

 

OPCS Online-Draft page: 

 

In the SAB 50-06 Form list on the left, the required pages that need to be completed are 
identified with an exclamation point icon or are missing a green check mark. All required 
information is identified with instructions in red text.  
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Enter information in all required fields to complete the Expenditure Report and click Continue. 
When entering the DSA application number(s), press enter key to save to blue. 
 

 
 
Tip: If the Notice to Proceed Issue Date is not applicable (e.g. construction has not commenced 
or Design project), click the “N/A” toggle.  The Notice to Proceed Issue Date is no longer a 
required field. 
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Complete all information on the Certification page. Note, only the authorized District 
Representative or Superintendent can select “Yes” to the certification and continue to the 
submittal screen. The District Representative/Superintendent should review the entire 
application and should verify the information reported is true and correct prior to selecting “Yes” 
to complete the Certification page. You must click Continue to save your progress and advance 
to the review page. 

 

OPCS Online-Draft Certification page: 
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On the review page, verify that everything is complete and correct. All field sections in the left 
SAB 50-06 Form list must have a green checkmark indicating no required information is 
missing. You can return to any section to make changes before submitting the Expenditure 
Report form, Click on Edit Page to return to a section to make a correction. Changes will be 
saved once Continue is clicked. 

 

OPCS Online-Draft Review page: 
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On the submittal page, click on the blue Upload file(s) button to upload the Detailed Listing of 
Project Expenditures (DLOPE) and any other expenditure reporting documents. The DLOPE 
must be uploaded and submitted with the Expenditure Report Form SAB 50-06 to be considered 
a complete expenditure report. 

 

OPCS Online-Draft Submittal page: 

 

 

Browse for the file or drag and drop the file in the field. 
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Choose from the Document Type drop down Audit. Choose from the Description drop down 
Detailed Listing of Project Expenditures (DLOPE). Then click on the Upload Files button. 
 

• If there is not a description option available for the type of file you are uploading (e.g. 
cover letter, expenditure proration methodology), please use choose from the document 
type dropdown Other. 
 
 

OPCS Online-Draft Submittal File Upload page: 
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Once the authorized user has verified that everything is complete and correct, the user will 
review the terms and conditions, agree, and consent by checking the boxes, upload any 
required file(s), and click Submit Paperless Application. All field sections in the left SAB 50-06 
Form list must have a green checkmark in order to submit the application. Only the authorized 
District Representatives or Superintendent may submit the expenditure report. 

 

OPCS Online-Draft Submittal page: 
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Once the paperless application is submitted, the school district will receive a confirmation page, 
have an opportunity to upload any remaining files, and be able to download a copy of the 
completed form. 
 
OPCS Online-Submittal Confirmation page: 

 

 
 
 
To prepare a Detailed Listing of Project Expenditures (DLOPE): Prior to submitting the SAB 
50-06 Expenditure Report, the school district is required to upload the DLOPE that supplements 
the SAB 50-06. 
 
A useable reference template of the DLOPE is available on the OPSC website and is linked 
here: Detailed Listing of Project Expenditures(DLOPE) . The DLOPE template is an Excel 
worksheet which may be used to assist in reporting project expenditures.  
 
In addition to instructions, the Excel worksheet consists of five tabs: Planning, Site, Relocation 
Assistance, Construction and Savings. The key requirements in completing the DLOPE: 
 

a. The list of project expenditures should reflect all expenditures for the project by warrant 
numbers, warrant dates, warrant payees, warrant amounts, and specific descriptions of 
the expenditures, as required on the Form SAB 50-06. The description of expenditures 
must provide enough detail for the local auditors to verify that all project expenditures 
are applicable to the project and that the expenditures have been recorded in the proper 
cost categories. 
 

b. Total project expenditures on the Form SAB 50-06 must agree with the total amount of 
individual expenditures reported on the DLOPE. 
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Screen capture of DLOPE worksheet - Planning tab:  

 

 
 

To revise a previously submitted Expenditure Report:  If changes or edits are needed to a 
previously submitted SAB 50-06 Expenditure Report, the user will create a Draft version of the 
Expenditure Report to revise. On the left hand navigation of the application page, select the 
Expenditure Report to revise. 
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From the “Submitted Versions” section select the version to be revised, click on Options, then 
select Duplicate as Draft from drop down list. 
 

SAB 50-06 Expenditure Report Application Screen:  

 

 

 

From “Drafts” section, select the duplicated draft to open the Expenditure Report. The 
duplicated draft will populate with the same information from the previously submitted SAB 50-
06 expenditure report. 
 

SAB 50-06 Expenditure Report Application Screen:  

 

 
Changes and edits can be made to the previously submitted information to revise the report by 
selecting the “Expenditure Report” section from the SAB 50-06 Form list on the left. All 
previously completed information can now be edited. After changes are made, you must click 
Continue to save your changes and advance to the next page, then to the review page. All 
sections should be reviewed prior to submitting the revised report. Again, only the authorized 
District Representatives or Superintendent may submit the revised Expenditure Report. 
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OPCS Online-Draft page: 

 

 
 
After the authorized user has submitted the revised Expenditure Report, return to the 
Application Dashboard to confirm the revised version of the Expenditure Report is submitted 
and the draft is no longer in the “Drafts” section. 
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SAB 50-06 Expenditure Report Application Screen:  

 

After submittal, the Expenditure Report will be in “OPSC Reviewing” status and the previous 
version of the report will have “Superseded” status. 

 
SAB 50-06 Expenditure Report Application Screen:  
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To edit a Substantial Progress or Expenditure Report nickname:  The nickname assigned 
to a Substantial Progress Report or Expenditure Report can be changed. In the example, the 
generic “Expenditure Report” nickname has been updated to include the report number. 

On the Application page, click the pencil icon next to the application nickname in the header 
information. 
 

SAB 50-06 Expenditure Report Application Screen:  
 

 
 
In the pop-up window, edit the application name and click Change Name to save the edit. The 
application nickname has been changed. 
 

SAB 50-06 Expenditure Report Application Screen:  
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Section 6. Enrollment Projection Calculator 
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Enrollment Projection Calculator 

Introduction 

The Enrollment Projection Calculator is an OPSC Online tool that allows the user to 

determine a district’s eligibility projection for the New Construction program. The 

calculator functions as a scenario tester that allows the user to enter values with 

different conditions to determine which combination of modifiers is the most 

advantageous, prior to the submission of a Form SAB 50-01. 

General Notes 

Prior to using the Enrollment Projection Calculator, the User should have the Enrollment 

Data for the District readily available, including the appropriate amount of data needed 

based on modifications selected. The District should also have information on county 

birth data and dwelling units if they intend to utilize those modifiers as well. Additionally, 

please note, the User should aim to fill out the calculator to completion as they will not 

be able to save and complete it later without starting over. 

Enrollment Projection Calculator 

The Enrollment Projection Calculator does not require the User to log-in to use it. From 

the login screen, click on the Enrollment Projection button at the top right to access the 

online calculator, as shown below.  
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After clicking the Enrollment Projection button, you will be prompted to begin by first 

entering the required District Information. The User can click on the help text icons next 

to applicable prompts for further detail relating to a specific field.  

- The help text icon is indicated with a “ ” 

After filling out all required sections, click Continue to move onto the next section. 

 

Enrolment Projection screen 1: 

 

The User will need to fill out this section with the appropriate conditions based on the 

scenario to be utilized or tested by selecting the applicable items from the dropdowns in 

each prompt.  

419



 

Selecting a response for the Grade Levels Served and Enrollment Projection Prompt 

will lead to the next part of this section which involves filling out the following fields: 

- Part A: Pupil Data 

- Part B: Pupils Attending Schools Chartered By Another District 

- Part C: Continuation High School  

o Only available if School District is selected for District Type, and High 

School pupils are served by the District which are indicated as K-12, 7-12, 

or 9-12 from the Grade Levels Served prompt 

- Part D: Special Day Class Pupils (District or County Superintendent of Schools) 

- Part E: Special Day Class Pupils (County Superintendent of Schools Only) 

o Only available if County Office of Education is selected for District Type 

- Part F: Birth Data 

- Part G: Number of New Dwelling Units 

- Part H: District Student Yield Factor 

After filling out all necessary fields and prompts, click Continue at the bottom to move to 

the next section. 

 

420



 

421



On this screen the User should see the projected enrollment based on the criteria 

selected, and data previously entered, as well as the option to download the Form SAB 

50-01 as a PDF or Excel file. Additionally, the District can also click the Previous button 

at the bottom left to navigate back to the previous page and make changes to their 

selected criteria and modifiers, as well as fix any errors in data entry. 

 

 

 

Once the desired options and modifiers are selected, the District can utilize this 

information to fill out and submit a Form SAB 50-01 through OPSC Online. 
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Section 7. Eligibility for Modernization Funding 
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Modernization Program Eligibility 
Introduction – Eligibility Determination (Form SAB 50-03) 
The Form SAB 50-03 is submitted using the Office of Public School Construction (OPSC) 
Online System by school districts and is used to calculate the District’s eligibility for 
modernization funding under the School Facility Program (SFP).  
 

Modernization Eligibility Establishment and Adjustment 
Before a district can submit a funding application for the SFP modernization program, they must 
submit an application to determine eligibility for funding. For modernization purposes, each 
school site has its own site-specific eligibility. Authorized users will have the capability to create, 
review, and submit eligibility establishments and adjustment updates. Additionally, authorized 
users will have access to existing baseline ledgers, showing the history of the district’s site-
specific eligibility activities. Eligibility forms include the Eligibility Determination (Form SAB 50-
03).  
 
The purpose of having Districts submit eligibility forms online is to capture the data and 
enrollment so that future functionality prepopulates enrollment for prior years. OPSC Online 
does not calculate enrollment projections, it is designed to capture the eligibility form data.  

Accessing a District’s Eligibility in OPSC Online 
To access a district’s eligibility, click on “District” and select a district name. 
 
District Screen: 
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District Screen: 

 

 
 
Once a district is selected, users may review eligibility establishments and updates which have 
been drafted, submitted, or approved by OPSC.  
 
District Eligibility Applications Screen: 
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Submitting an Establishment or Adjustment Form SAB 50-03 in OPSC 

Online 

Once the user is on the district’s Eligibility Page, they may review the following application 
types: Draft, Submitted, In Review by OPSC, or SAB Approved Forms SAB 50-03.  
District Eligibility Applications Screen: 
 

 
 

To submit a new Form SAB 50-03, the district may click on “New Eligibility Application”. Users 
are then directed to the Eligibilitywizard page, where they may create new applications for 
eligibility establishments and updates.  
 
District Eligibility Applications Screen: 
 

 
 

The Eligibilitywizard guides users through the application to fill out information for an eligibility 
establishment (Est) or adjustment (Adj). The user will need to ensure that the correct District is 
selected. 
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Form SAB 50-03 Eligibilitywizard – Establish or Adjust District Eligibility:  

 

 
 
If the user is establishing modernization eligibility, they may select “Est Mod”.  
 
Form SAB 50-03 Eligibilitywizard – Establish or Adjust District Eligibility:  
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If the user is adjusting modernization eligibility, they may select “Adj Mod”. 
 
Form SAB 50-03 Eligibilitywizard – Establish or Adjust District Eligibility:  
 

This screenshot highlights the dropdown section of the Eligibility Wizard in which the user would 
select what type of application they are choosing to create. For purposes of this application, the 
user will be selecting “Adj Mod”. 
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Then, the user should select the appropriate attendance area (if applicable) for which the 
application is applicable. In this case, Districtwide (00) is selected. 
 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
Form SAB 50-03 Eligibilitywizard – Establish or Adjust District Eligibility:  
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Next, the user will select the School/Site with which the application is associated.  
 
Form SAB 50-03 Eligibilitywizard – Establish or Adjust District Eligibility:  
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Then, the user will select the enrollment year being used. For instance, if a Modernization 
adjustment is for the 2023/2024 enrollment year, the user would select 2023/2024.  

Form SAB 50-03 Eligibilitywizard – Establish or Adjust District Eligibility: 

Finally, the user will go to the field for Enter An Application Nickname. The nickname should 
distinguish the adjustment from others. For instance, an appropriate nickname for a Form SAB 
50-03 would be “Form SAB 50-03 – (Submittal Date broken out to xx-xx-20xx)”. Please note that
backslashes will not populate in the Application Nickname. The user also has the option to edit
the Application Nickname once the user selects “Continue”.
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The user may select “Continue” and will be directed to a draft Form SAB 50-03. 

Form SAB 50-03 Eligibilitywizard – Establish or Adjust District Eligibility: 
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Form SAB 50-03 Eligibilitywizard – Establish or Adjust District Eligibility: 



Once the user selects “Continue”, they will be directed to the Form SAB 50-03 Eligibilitywizard. 
 
Form SAB 50-03 Eligibilitywizard: 
 

 
Once the Eligibility Determination (Form SAB 50-03) Eligibilitywizard loads, the user will then 
input data in the fields for both Option A and Option B in accordance with the Form SAB 50-03 
instructions.  
 
Form SAB 50-03 Eligibilitywizard: 
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Form SAB 50-03 Eligibilitywizard: 

 

 
 
Note that fields left blank under Option A will register in the system as “0”. Under Option B, all 
fields must be entered to proceed. 
 
Once all relevant fields have been entered, the user must select from the dropdown the 
preferred Modernization Eligibility option. This will highlight the selected Option (A or B) in 
green.  
 
Form SAB 50-03 Eligibilitywizard: 
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After selecting the appropriate option and reviewing the accuracy of the entered data, the user 
may then select “Continue”.  
 
Form SAB 50-03 Eligibilitywizard: 
 

 
 
Once the user selects “Continue”, the entered data for the Eligibilityizard will be saved as the 
user is directed to the Certification page. The District Superintendent/Representative will 
complete the Certification page once all information has been verified. Users will be unable to 
move forward unless all sections have been completed and show a green check mark. An 
orange exclamation point next to a section name indicates an incomplete page. To return to a 
page, click on the section name or user the Previous tab until the desired page is found.  
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Form SAB 50-03 Eligibilitywizard – Certification Page:  
 

 

 
The user must indicate the date a resolution or other appropriate documentation supporting this 
application under Charter 12.5, Part 10, Division 1, commencing with Section 17070.10, et seq., 
of the Education Code, was adopted by the School District’s Governing Board or the designee 
of the Superintendent of Public Instruction.  
 
Form SAB 50-03 Eligibilitywizard – Certification Page: 
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Form SAB 50-03 Eligibilitywizard – Certification Page:  
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The user may then select “Yes” after reading and agreeing to the listed terms and certification 
information.  
 

Form SAB 50-03 Eligibilitywizard - Certification Page: 

 

 
 

After selecting “Yes”, the user may then enter their authorized district representative information 
(name, e-mail, and phone number).  
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Form SAB 50-03 Eligibilitywizard – Certification Page:  

 

 
 
Form SAB 50-03 Eligibilitywizard – Certification Page: 
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Once the district representative’s name, e-mail, and phone number have been entered, the user 
will then enter the date of which they are certifying this information. For instance, if the user was 
entering this application into the eligibility wizard on 8/08/2024, they would enter 8/08/2024.  
 
Form SAB 50-03 Eligibilitywizard – Certification Page: 
 

 

 
The user also has a list of Options on the Certification page to Duplicate the Form SAB 50-03 as 
a Draft, Delete the Draft, Copy a Link, and Preview Eligibility Forms.  
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Form SAB 50-03 Eligibilitywizard - Certification Page:  

 

 
 
From this page, the user has the option to select “Duplicate As Draft” within OPSC Online. This 
creates a duplicate version of the currently entered Form SAB 50-03. 
 
Form SAB 50-03 – Eligibilitywizard 

 
Form SAB 50-03 – Eligibility Page: 
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The user also has the option to select “Delete Draft”, which deletes the currently entered Form 
SAB 50-03 from the Eligibility page. To do so, the user may select “Delete Draft”. When 
prompted to confirm, select “Yes”.  

 
 

 
 
The user will then be directed to the District’s Eligibility page.  
 
Form SAB 50-03 – Eligibility Page:  
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The user may also select “Copy Link”, which copies a hyperlink that will allow other authorized 
users to access the Form SAB 50-03. 
 
Form SAB 50-03 – Eligibilitywizard: 

 

 
The user may verify that the link has been copied by means of a text box populating in the 
upper right-hand corner. 
 
Form SAB 50-03 – Eligibilitywizard: 
 

 
 
The user can also click on “Preview Eligibility Forms” to obtain a hard copy of the Form SAB 50-
03 along with general information and form instructions.  
 
Finally, the user may click “Upload File” to upload applicable Form SAB 50-03 documents (i.e., a 
site diagram, a classroom inventory, Form SAB 50-03 PDF, etc.). Further guidance on uploading 
documents will follow the Certification page.  
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Form SAB 50-03 Eligibilitywizard – Certification Page: 
 

 

 
Finally, the user may select “Continue” to proceed to the submittal page. The left-hand side of 
the Eligibilitywizard should at this point have two green check boxes.  
 
Form SAB 50-03 Eligibilitywizard – Submittal Page: 

 

 
 
Note that the Eligibilitywizard will not allow the user to continue if all information has not been 
entered.  
 
The user may now upload file(s) on the submittal page by clicking the “Upload file(s)” button. 
Please note that even after submission, the user may upload documents after submittal. 
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Form SAB 50-03 Eligibilitywizard - Submittal Page:  
 

 
 

After the “Upload file(s)” button has been selected, a box will populate that will allow the user to 
browse their computer for files.  
 

Form SAB 50-03 Eligibilitywizard – Submittal Page: 
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Form SAB 50-03 Eligibilitywizard – Submittal Page: 
 

 
 

Once the user selects “Upload File(s)”, then their File Explorer will populate, and they may 
select the appropriate file(s) they wish to upload. Note that multiple files may be selected. Once 
the file is selected, the user must enter in a “Description” in addition to selecting the appropriate 
“Document Type”. 
 
 
Form SAB 50-03 Eligibilitywizard Submittal Page: 
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Form SAB 50-03 Eligibilitywizard Submittal Page: 
 

 
 

Once the “Description” and “Document Type” is entered, the user will then select “Upload Files”.  
 
Form SAB 50-03 Eligibilitywizard – Submittal Page:  
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Once all documents have been uploaded, the user will see a Successfully Uploaded text appear 
under the File Name of each document. Note that if there is an error in uploading the file that the 
Upload Files button will remain green, and text underneath the document’s File Name will 
indicate that the document failed to upload.  
 
Form SAB 50-03 Eligibilitywizard – Submittal Page 

 

 
 
The user may return to the Submittal page by clicking “X” at the top right of the box. 
 

Form SAB 50-03 Eligibilitywizard – Submittal Page: 
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Alternatively, the user may select “Done” and return to the Submittal page.  
 
Form SAB 50-03 Eligibilitywizard – Submittal Page:  
 

 
 

The user then will click the check box that indicates “I have uploaded all required documents” 
after verifying that the files uploaded populate on the right-hand navigation box for “Uploaded 
Files”.  
 

Form SAB 50-03 Eligibilitywizard – Submittal Page:  
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The user will then click the check box that certifies, as an authorized district representative, that 
they have reviewed this application and that the information reported on this form is true and 
correct and that they are an authorized representative of the district, authorized by the 
governing board of the district.  
 
Form SAB 50-03 Eligibilitywizard – Submittal Page:

 

 
Once all information has been verified and reviewed, the District Superintendent/Representative 
will click “Submit Paperless Application”. 
 
Form SAB 50-03 Eligibilitywizard – Submittal Page: 
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After the submitting the application, the Submittal page will populate with text noting that “This 
paperless form was successfully submitted to OPSC” and will also confirm the submittal date.  
 
Form SAB 50-03 Eligibilitywizard – Submittal Page:  
 

 
 

Once an application is submitted, the District may return to the District Eligibility Page to see 
Draft, Submitted, In Review, or Approved eligibility applications. This submitted application will 
also show any uploaded files relevant to the application, any activity conducted on the 
application by an OPSC Online user, and any notes relevant to the application.  

 
After receiving confirmation that “This paperless form was successfully submitted to OPSC”, the 
user may download the completed forms for the user’s records from the Options section of the 
Eligibilitywizard.  
 
Form SAB 50-03 Eligibilitywizard – Submittal Page:  

 

 
 
Once the user selects “Download Completed Forms”, a ZIP file will populate.  
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Form SAB 50-03 Eligibilitywizard – Submittal Page:  
 

 
 

 
 

Once the Download Completed Forms link is selected, a ZIP file will populate in the user’s 
internal file system under Downloads.  
 
Form SAB 50-03 Eligibilitywizard – Submittal Page:  
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Once the user selects the populated ZIP file, the submitted Form SAB 50-03 will appear in the 
user’s internal file system as an Adobe PDF.  
 

Form SAB 50-03 Eligibilitywizard – Submittal Page:  
 

 
 

Once the user selects the SAB 50-03 Form, the Form SAB 50-03 as submitted in OPSC Online 
will appear as a PDF.  
 
Form SAB 50-03 Eligibilitywizard – Submittal Page:  
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District Eligibility Page 
The Eligibility page allows users to view their District’s modernization baselines under the View 

Baselines menu. The District will have to select a High School Attendance Area (HSAA) below 

to view the sites associated with each respective HSAA. 

District Eligibility Page:  

 

District Eligibility Page:  

 

Once the appropriate HSAA has been selected, the user will then be able to navigate to a 

specific site’s baseline by searching for or clicking on the site name.  
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District Eligibility Page: 

 

District Eligibility Page:  
:  

 

Districts will be able to view the current eligibility, and all adjustments completed with State 

Allocation Board (SAB) approval. Pending adjustments will appear under the Pending Baseline 

Adjustments header located near the bottom of the page. The status of the adjustment will allow 

districts to see what stage application adjustments are at during OPSC’s review. The user can 

also see what the estimated baseline will be once pending adjustments are approved.  
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District Eligibility Page Baseline: 

 

 

 

The baseline will show grade category pupil grant transactions on the first four columns.  

District Eligibility Page Baseline: 

 

The Adjustment Type column will indicate what type of adjustment each transaction is on the 

district’s baseline.  
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District Eligibility Page Baseline: 

 

The App#/Desc. Column will indicate an associated application number with each transaction on 

the district’s baseline.  

District Eligibility Page Baseline: 

 

The Received column will demonstrate the date OPSC received the application for which the 

adjustments are associated. For instance, if it is an adjustment associated with a “C” adjustment 

(Enrollment Increase), the date listed would reference the date OPSC received the Eligibility 

Application associated with this adjustment.  
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District Eligibility Page Baseline: 

 

The Approved By column indicates OPSC staff that has approved a transaction. 

District Eligibility Page Baseline: 

  

The Justification column indicates a date for either of the following: 

• The date that an authorized District Representative signed and certified a Form SAB 50-

01 or Form SAB 50-03, specific to eligibility applications. 

• The State Allocation Board (SAB) Approval date for when an associated Form SAB 50-

04 was approved.  
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District Eligibility Page Baseline: 

 

The Enrollment column indicates the associated enrollment year for the application.  

District Eligibility Page Baseline: 
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The SAB Date column indicates the date the SAB approved the application.  

District Eligibility Page Baseline: 

 

The Established Baseline is what was previously processed as the District’s Establishment and 

starting point from which all future eligibility and funding applications are to be adjusted. 

District Eligibility Page Baseline: 

 

The user may view the SAB Approved Baseline by scrolling down. This baseline represents 

currently available pupil grants based upon all SAB approved transactions on the district’s 

baseline.   
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District Eligibility Page Baseline: 

 

Under the Pending Baseline Adjustment(s) section, the user will see an Estimated Baseline. 

This demonstrates, based upon any pending adjustments entered, what the district’s baseline is 

estimated to be. 

District Eligibility Page Baseline: 

 

 

The user may also navigate back to the Eligibility page by selecting Return to 

Districtwide/HSAA. 

 

 

461



District Eligibility Page: 

 

Within the Eligibility page, there is a header with several options above the District Eligibility 

Applications.  

District Eligibility Page: 

 

The user may also review all historical uploaded documents pertaining to the District by 

selecting District Uploaded Docs. 
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District Uploaded Docs: 
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Section 8. Financial Hardship 
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Financial Hardship 

When a School District (District) or County Office of Education (COE) submits an Application for 
Funding, they have the option to check a box on the application to request funding for a 
Financial Hardship (FH). The purpose of a Financial Hardship review is first to determine if a 
District or COE is eligible for Financial Hardship, and second to determine how much funds are 
available for the District or COE’s matching share, if any. If the District or COE does not have 
enough funds for their matching share of a project, the District or COE receives Financial 
Hardship in an amount to make the District or COE’s share whole (District or COE’s required 
share minus available funds). 

For example, if the project total cost is $1 million and the District or COE’s matching share is 
$500,000, but the District or COE only has $200,000 available for their matching share, the 
District or COE would receive $300,000 in Financial Hardship funding ($500,000 - $200,000 = 
$300,000). 

When a District or COE requests Financial Hardship on an Application for Funding, the Office of 
Public School Construction (OPSC) will request a package of documents from the District or 
COE so that a review for Financial Hardship can be completed concurrently with the review of 
the Application for Funding. Any authorized user representing the school district may complete 
the Financial Hardship package and upload documents in OPSC Online; however, only the 
Authorized Superintendent and District Representatives may submit a Financial Hardship 
package through OPSC Online. 

The District or COE must have received a request from OPSC for a Financial Hardship package 
before submitting one in OPSC Online. The Financial Hardship Package the District or COE will 
submit through OPSC Online consists of: 

• Phase I FH Checklist

• Phase II FH Checklist

• Project Worksheet for each project

• Fund Worksheet for each Capital Facility Fund the District or COE has

• Supporting documents called for in the Phase I and II FH Checklists

• For a Re-Review, the District or COE provides an Unfunded Review FH Checklist and

supporting documents
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Submitting a Financial Hardship Package in OPSC Online 
Authorized users may submit a Financial Hardship (FH) package through OPSC Online when 
FH documents are requested by the OPSC. To begin submitting a new Financial Hardship 
Package, log onto OPSC Online and then (1) click on the District Tile.  

 

Dashboard Funding Application Screen: 

 

 

 

 

 

From the District screen, start typing the District name then click on the District’s name when it 
appears. 
 

District Selection Screen: 
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Click on the “Financial Hardship” tab. 

 

District Screen: 

 

 

Click on “New Financial Hardship Request”.  
 

Financial Hardship Screen:  

 

 

Submitting a Financial Hardship Phase 1 Checklist  
A pop-up window will appear that has three fields: 1. District; 2. Financial Hardship Phase;        
3. Application Nickname. Enter in an application nickname and click “Continue”. 
 
For example: “XYZ USD Phase 1 FH Checklist 10/2023” 
 

Financial Hardship Phase 1 Screen: 
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Click on “Start Application” from the Financial Hardship Package – Phase 1 Checklist Landing 
page. 
 
Financial Hardship Package Landing Screen:  

 

 

 

Check the box to indicate if this is a “New” Financial Hardship request or a “Renewal”. Click Yes 
or No to indicate if it is a County Office of Education. When finished click “Continue” to move to 
the next screen. 

 

Financial Hardship Phase 1 Checklist:  

 

 

 
Clicking on a question mark icon next to a question will pull up a pop-up box with additional 
information related to that question. Click “Continue” when done.  
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Financial Hardship Phase 1 Checklist Wizard: 

 

 

 

If it is a County Office of Education (COE), the system will automatically complete Sections A 
and B. Scroll down to the bottom of Section A and Click “Continue”.  Then scroll down to the 
bottom of Section B and click “Continue”. This will take the COE to the Review section. 

 

Financial Hardship Phase 1 Checklist:  
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District answers each question in Section A of the Financial Hardship Phase 1 Checklist to 
demonstrate they are levying the maximum developer fees justified by law. When complete click 
“Continue” to move to Section B.  

 

Financial Hardship Phase 1 Checklist:  
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Financial Hardship Phase 1 Checklist* – Phase 1 continued: If the District is renewing their 
Financial Hardship status for new construction, they must show evidence of the appropriate 
level of developer fees assessed. Meaning they should be charging Level II developer fees or 
has documentation to demonstrate why they cannot levy Level II fees.  
 

Financial Hardship Phase 1 Checklist: 

 

 

* If the School District is not levying developer fees at the maximum rate justified under law and does 

not have a Justification Study, the School District does not qualify for financial hardship status. The 

School District can stop filling out the form and should notify the Financial Hardship Auditor and Project 

Manager processing the funding application. 
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District answers each question in Section B of the Financial Hardship to indicate under what 
qualifying criteria they qualify for Financial Hardship status. If the District’s bonded indebtedness 
is at least 60% click “Yes” to question #1. Also, the Percentage of Indebtedness must be input 
manually. 

 

Financial Hardship Phase 1 Checklist: 
 

 
 

 
*If the School District answers “No” to all four questions in Section B, the School District does not qualify 
for Financial Hardship status. The School District can stop filling out the form and should notify the 
Financial Hardship Auditor and Project Manager processing the funding application. 
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If the District’s total bonding capacity is $15 million or less, indicate “Yes” on question #3 and 
upload a copy of the District’s most recent assessed valuation from their County Audit 
Controller. After all four questions in Section B are answered, click on “Continue” to move to the 
next section.  
 

Financial Hardship Phase 1 Checklist:  

 

 

Each time a section of the Financial Hardship Checklist is successfully completed, that section will 
change from an exclamation point to a green checkmark on the left-hand navigation panel. A 
section can be revisited by clicking on the “Previous” button at the bottom of the screen or 
clicking the needed section on the left-hand side in the Financial Hardship Checklist, or the “Edit 
Page” button and answering the unanswered question(s). 
 

Financial Hardship Phase 1 Checklist: 
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Upon completion of the first three sections of the Financial Hardship Phase 1 Checklist, the next 
screen will be the Review screen and answers can be reviewed. Click on “Edit Page” in any 
section that needs the answer changed. 
 

Financial Hardship Phase 1 Checklist:  

 

 

Once all the questions are answered or updated, click on “Continue” at the bottom of the Review 
screen. 

 

Financial Hardship Phase 1 Checklist: 
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The last screen in the Financial Hardship Phase I Checklist is the Submit screen. From this 
screen, click on “FH Eligibility Determination – Phase I Submittal Checklist” to download a Word 
Document listing the documents required for a Phase I Financial Hardship submittal. 

Financial Hardship Phase 1 Checklist:   

 

 
To upload the documents required for a Phase I Financial Hardship submittal, click on “Upload 
File(s)”. 

 
 
Financial Hardship Phase 1 Checklist: 
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Click on “Browse files” to locate documents required to be uploaded for review. 

 
Financial Hardship Phase1 Checklist:  
 

 
 
 

 
When files are added, the Document Type and Description fields need to be completed before 
clicking Upload Files. First, click in the “Document Type” box to reveal the options; select 
Financial Hardship.   
 
Financial Hardship Phase 1 Checklist: 
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Next, click in the “Description” box to reveal the options; select the option best suited for the 
document type. If document type is not included in the drop-down menu, select Other in both 
the Document Type and Description. Click on “Upload Files” to upload the document. 
 
 
Financial Hardship Phase 1 Checklist: 
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After you upload each document, you should see a Successfully Uploaded message below the 
document. Once all Phase I documents are uploaded, click on “Done” at the bottom right of the 
screen. 
 

Financial Hardship Phase 1 Checklist:  
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Once all the required documents are uploaded to OPSC Online, click on the two certification check boxes, 
then the contact information boxes will appear (the seven fields highlighted on the right side of the screen. 
Fill in the contact information starting with the Preparer’s Name and finishing with the Email Address. Click 
“Submit Paperless Application” when finished. 

 

Financial Hardship Phase 1 Checklist:  
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A message that the submittal was successful will appear. 

Once the paperless request for Financial Hardship Eligibility Determination is submitted, click on “Go To 
Financial Hardship Dashboard” to start the process for submitting the Financial Hardship Review - Phase 
2 Checklist.  

Financial Hardship Phase 1 Checklist: 
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Submitting a Financial Hardship Phase 2 Checklist 
From the Financial Hardship Package Dashboard, you can see that the Phase 1 Checklist 
Package Status has changed to Submitted. Next, click on “Create Phase 2 Checklist” to get 
started on the Phase 2 Checklist. 

Financial Hardship Package Dashboard: 

481



The next screen to appear has three fields: 1. District; 2. Financial Hardship Phase; 
3. Checklist Nickname. The first two fields will populate automatically. Enter a checklist
nickname (ex. XYZ USD Phase 2 FH Checklist 10/2023) in the checklist nickname field and
click “Create Checklist”.

Financial Hardship Phase 2 Checklist: 

Click on the Phase 2 Tile on the left-hand navigation that displays Financial Hardship Checklist – 
Phase 2 Draft  

Financial Hardship Phase 2 Checklist: 
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Click on the “Draft 1” line item for the Financial Hardship Phase 2 Checklist to start working on 
the checklist. 

Financial Hardship Phase 2 Checklist: 

When the Financial Hardship Phase 2 Checklist opens it defaults to the Review section. You 
must click on “Funding Sources” to start the Phase 2 checklist. 

Financial Hardship Phase 2 Checklist: 
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Answer each question (A though H) on the Funding Source screen and click “Continue”. Repeat 
these steps for the Evidence Required section. 

Financial Hardship Phase 2 Checklist: 
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If the District answers Yes to any question on the Funding Sources page, additional information 
boxes will open that need to be filled out. For example: If the District answers Yes to question A, 
having issued a Certificate of Participation (COP) in the last three years, then additional 
information boxes will open and the District needs to answer the following: (1) the date the COP 
was issued, (2) indicate the dollar amount of the COP, and (3) indicate what Fund the COP 
proceeds were deposited into. You will also indicate if the COP Booklet has been submitted. 
Continue answering the questions. 

Financial Hardship Phase 2 Checklist: 
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Question C Funding Sources screen – Has the District passed any General Obligation Bonds 
within the last three years. Answering Yes to this question will open addition information boxes 
for the District to fill out. They need to indicate (1) the Year the bond(s) passed, (2) the amount 
of the bond(s), and (3) the Fund the bond(s) proceeds were deposited into. They will also 
indicate if the bond booklet(s) have been submitted.  

Continue answering all the questions on the Funding Sources screen and click “Continue” at the 
bottom of the screen to move to the Evidence Required section.  

Financial Hardship Phase 2 Checklist: 
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The Evidence Required section of the Financial Hardship Phase 2 Checklist indicates all the 
necessary documents that must be submitted for the Financial Hardship Phase 2 Review. 

Financial Hardship Phase 2 Checklist: 

Clicking on a question mark icon next to a question will pull up a pop-up box with additional 
information related to that question. 

Financial Hardship Phase 2 Checklist: 
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Continue answering all the questions in the Evidence Required Section. Once you are finished 
you can click “Continue” at the bottom to move to the next section. 

Financial Hardship Phase 2 Checklist: 
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Each time a section of the Financial Hardship Checklist is successfully completed, that section will 
change from an exclamation point to a green checkmark on the left-hand navigation panel.  

Financial Hardship Phase 2 Checklist: 
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After completing the first two sections of the Financial Hardship Phase 2 Checklist, the Review 
screen will appear, and answers can be reviewed. A section can be revisited by clicking on the 
Previous button at the bottom of the screen, the section listed in the Financial Hardship 
Checklist, or the Edit Page to answer the unanswered question(s). 

Financial Hardship Phase 2 Checklist: 
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Once all the questions are answered and any updates completed, click on “Continue” at the 
bottom of the Review screen to move to the next section. 

Financial Hardship Phase 2 Checklist: 

Once the Review section is complete, it will move you to the Submittal section. Once there, you 
can click on “FH Eligibility Determination – Phase 2 Submittal Checklist” to download the list of 
documents required for a Phase 2 Financial Hardship submittal. Review the list and upload the 
required documents. 

Financial Hardship Phase 2 Checklist: 
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To upload the documents required for a Financial Hardship Phase 2 submittal, click on “Upload 
File(s)”. 

Financial Hardship Phase 2 Checklist: 

Once on the Upload Files, page click on “Browse files” to locate documents required to be 
uploaded for review. 

Financial Hardship Phase 2 Checklist: 
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When files are added, the Document Type and Description fields need to be completed before 
clicking Upload Files. First, click in the “Document Type” box to reveal the options; select 
Financial Hardship.   

Financial Hardship Phase 2 Checklist: 

Next, click in the “Description” box to reveal the options; select the option best suited for the 

document type. 

Financial Hardship Phase 2 Checklist: 
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If document type is not included in the drop-down menu, select Other in both the Document 
Type and Description. Click on “Upload Files” to upload the document. 

Financial Hardship Phase 2 Checklist: 

You should see the message “Successfully Uploaded” below your document to let you know the 
document was uploaded. Click on “Done” once all Phase 2 files are uploaded. 

Financial Hardship Phase 2 Checklist: 
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Once all the required documents are uploaded to OPSC Online, click on the two certification 
check boxes, then the contact information boxes will appear (the seven fields highlighted on the 
right side of the screen. Fill in the contact information starting with the Preparer’s Name and 
finishing with the Email Address. Click on “Submit Paperless Application” when finished. 

Financial Hardship Phase 2 Checklist: 
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Once the paperless request for Financial Hardship Eligibility Determination is successfully 
submitted, the process for submitting a Financial Hardship Package is complete. Return to the 
Financial Hardship Package dashboard by clicking on the “Go To Financial Hardship 
Dashboard” button on the bottom right of the page. 

Financial Hardship Phase 2 Checklist: 
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Once back on the Financial Hardship Package Dashboard you can see that the status of both 
the Financial Hardship Phase 1 Checklist and the Financial Hardship Phase 2 Checklist changed 
to Submitted. 

Financial Hardship Package Dashboard: 

If the District is unable to submit both the Phase 1 and Phase 2 checklists in one session, then 
you can come back to where you left off at a later date. If you only submitted the Phase 1 
checklist and still needed to submit the Phase 2 checklist then The Phase 2 Checklist can be 
completed later by, (1) navigating to the District tile in the upper right of the Main Dashboard 
and (2) Typing in the District’s name in the Select A District screen then selecting the District 
once it comes up. 

Main Dashboard: 

District Tab: 
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Once on District’s page click on the “Financial Hardship” tab. From there you will see all the 
District’s previous Financial Hardship requests and then can click on the desired Financial 
Hardship package to resume submitting the Phase 2 checklist. 

District’s Financial Hardship Tab:
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Section 10. Modernization Funding 

  



 
 

 

 

Modernization Program Funding 

Introduction 

Application for Funding (Form SAB 50-04)  
Once School Districts and County Offices of Education (COE) meet all program eligibility 
requirements and are ready to seek funding, they will submit the Form SAB 50-04 using the 
Office of Public School Construction (OPSC) Online System. 

All District Representatives and Superintendents on record with OPSC automatically have a 

user account in OPSC Online. If you do not have a user account, you can request one by 

clicking “Request a new account” at the login screen and follow the prompts.  

Any OPSC Online user with access may draft an application and upload supporting documents. 

However, only an authorized District Representative can submit the application for funding in 

OPSC Online. By submitting the application, the District Representative has electronically 

signed the Form. 

Below is an example of the OPSC Online login page. 

 

 

 

 

 

 

 



 
 

 

Below is a zoomed-in example. 

 

 

 

 

 

 

 

 

 



 
 

 

User Dashboard 
Upon login, the user is directed to the Dashboard. The dashboard displays all applications 

created by authorized users. The District Representative and Superintendent can review all 

district-specific applications. Delegates can view applications for all school districts they are 

authorized to access. 

Below is an example of the OPSC Online Application Dashboard page. 

 

Users can create new funding applications from the dashboard, check existing applications' 

status, and view drafted applications not yet submitted. To sort applications, click on any column 

header.  

 

 

 

 

Users can search for an application by entering the application number in the search field and 

clicking "Search All." All Forms (funding, grant agreement, fund release, or expenditure report) 

submitted for that application will appear.  



 
 

 

 

General Navigation of OPSC Online 
On the top right corner of the Dashboard, there are seven main buttons: Dashboard, District, 

Users, Enrollment Projection, Grants, Resources, and Project Reporting. Below is a brief 

description of the function for each button. 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Below are examples of each button. 

 

Redirects users to the Dashboard screen from any page. Users may stop and start a draft 

application anytime and return to it. 

  

Allows the user to review the district's eligibility, authorized contacts, uploaded documents, 

financial hardship, and project tracking number. 

 

Provides the user with the ability to manage District Representatives and Delegates by creating 

and deleting users. 

 

An automated calculator to determine eligibility for the new construction program. 

 

Calculates an estimate of the potential funding a district may receive for its funding application.  

 

Access to the Form SAB 50-01, 50-02, 50-03 Combined Excel Worksheet and Site 

Development Worksheet, and other instructions, such as a guide to generating a new Project 

Tracking Number (PTN). 

 

Public access database of the project information for all School Districts and COE. 

 

 



 
 

 

Users can also update their profile information by clicking the “Welcome” button in the top right-

hand corner of the screen.  

 

Creating a Modernization Funding Application (Form SAB 50-04) –  

Full Grant Phase in OPSC Online 
To create a Form SAB 50-04, select "Create New SFP Funding Application" on the Dashboard 

page.  

Note – Users with delegate access can prepare the Funding Application. However, only an 

Architect can certify it, and only the District Representative can submit an application.  

 

 



 
 

 

Once selected, the application system will ask the user if the district has applied for advanced 

funding for Site Acquisition and/or Design or a Charter School Facilities Program Preliminary 

Apportionment for this project/application. 

 

If the user selects "Yes”, they will be directed to return to the OPSC Online Dashboard and 

select the project from the list of existing program applications to create a linked application for 

the construction phase. For more information, click the link for the OPSC Help Guide. 

 

 

 

 

 

 

 

 



 
 

 

If the user selects "No", they will be prompted to continue entering the required information for a 

new Form SAB 50-04.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

As the user continues, the system will ask for the following information: 

• Select the applicable School District or COE from the list of options.  

• Select "Modernization" as the Funding Program Type from the list of options. 

Note – If this is a combined project (e.g., Modernization and New Construction 

/Rehabilitation), a new application must be created for each program/funding source. 

Combined projects are visible from the application dashboard for applications with a common 

PTN. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

As the user continues, the system will ask for the following information: 

• Select the High School Attendance Area (if applicable). 

• Enter the required Project Tracking Number (PTN). The PTN is used by the Division of 

the State Architect (DSA), California Department of Education (CDE), and OPSC to 

identify a project. The user will not be able to proceed without entering the PTN. 

Instructions for generating a PTN can be found in the PTN User Guide under the 

Resources tab.  

• Enter an application nickname. The nickname could represent the funding phase of the 

application, site name, and program type (e.g., Design Only, Site Only, Design & Site, Full 

Grant, Amended Full Grant), or other identifying names of the applicant's choice. 

• Click "Continue" to enter additional application information. 

 

 

Next, the application system will ask the user if the district is applying for Financial Hardship 

assistance. 

 

Then, the user will be asked to select the type of funding application from a list of options (e.g., 

Full Funding: Modernization or Advanced Funding: Design Only, Schools for Deaf & Blind, 

Design – Schools for Deaf & Blind). 



 
 

 

Note – The district may contact the Financial Hardship Team for assistance if a project includes 

a request for financial hardship assistance. 

Financial hardship status will allow the project to start with advanced approval for separate site 

and/or design funding if plans have not been drawn up. Requests for "Advanced Funding for 

Evaluation and RA" may be requested by districts with or without financial hardship status.  

Then click "Continue" to begin the application process. 

 

Next, the user will advance to the application landing page. The user will click the "Start 

Application" button to begin.  

 

Site Information  
The Form SAB 50-04 comprises of eleven sections (as listed on the navigation pane on the left-

hand side of the screen). 



 
 

 

 

 

The first section of the application is Site Info. If the district has Financial Hardship status, select 

"Yes" and then specify the type of Financial Hardship request from the list of options. 



 
 

 

 

If the district does not have Financial Hardship status, select "No" and enter the required 

information. 

Next, the user will specify where the project will be located from the list of available options: 

• Leased Site: The project is on a school site not owned by the District and meets the 

requirements outlined in School Facility Program (SFP) Regulation Section 1859.22. 

o When selecting this option, the school or site field on the Site Info page must be 

completed. 

• Existing Site with Additional Acreage Acquired: The project will include acquiring 

additional land to the existing school site. 

o When selecting this option, all fields on the Site Info page must be completed 

using information from the most recent CDE Site and Plan Approval letter(s). 

• Existing Site without Additional Acreage Acquired: The project will not include acquiring 

additional land to the existing school site. 

o When this option is selected, the school or site field on the Site Info page must 

be completed using the most recent CDE Plan Approval letter(s) information.  

 

 

 

 

 

 

Next, the user will select a school site from the dropdown menu. All projects must select a 

school site from the list of options. If a specific site is not listed, please email 

OPSCApplicationReviewTeam@dgs.ca.gov to request to add the site to the application system. 

mailto:OPSCApplicationReviewTeam@dgs.ca.gov


 
 

 

 

The application system then requires the user to enter the California Department of Education 

(CDE) Plan Approval Date. 

Then, the user will enter the available existing school site information from the CDE Plan 

Approval letter in the fields as shown in the example below: 

 

Note – The last section for “Total Number of Classroom(s) on the Division of the State Architect 

(DSA) Approved plans” relates to New Construction projects only, for Modernization projects this 

section must be left blank. 

Once the Site Info section is completed, the user may select "Continue" to proceed to the next 

section of the funding application.  

Project Type  
In this section, the user will select the type of project from the drop-down menu that best 

represents this application request. 

Next, enter the total number of pupil grants assigned to the project for each grade group.  



 
 

 

Note – The amount entered cannot exceed the modernization eligibility available at the site as 

of the received date of the funding application.  

 

If the application is eligible for funding for 50 year or older permanent buildings, the user will 

check the box and indicate: 

• The total number of eligible classrooms or the total eligible square footage building area 

at the site.  

o Refer to SFP Regulation Section 1859.78.6(b)(1)(A) or (b)(2)(A). 

• The total number of permanent classrooms or the total permanent square footage 

building area that is at least 50 years old and not been previously modernized with state 

funds.  

o Refer to SFP Regulation Section 1859.78.6 (b)(1)(B) or (b)(2)(B). 

• The greater percentage as calculated under SFP Regulation Section 1859.78.6(b)(1)(C) 

or (b)(2)(C). 

o Divide the classrooms or square footage that are at least 50 years old by the total 

classrooms or square footage eligible for modernization. Round up to the nearest 

one tenth of one percent. 

 

 

 



 
 

 

 

Next, the user will indicate if the project includes eligible 50 year or older pupil grants: 

• Enter the appropriate number of 50 year or older pupil grants assigned to the project for 

each grade group.  

Note – The number of pupils entered cannot exceed the site’s available 50 year or older 

permanent buildings pupil grants and cannot exceed the pupil grants requested in the previous 

section.  

 

Lastly, the user will select whether the site is a 6-8 school by choosing “Yes” or “No”. 

Once the Project Type section is completed, the user may click "Continue" to proceed with the 

next section of the funding application.  

 



 
 

 

Additional Grant Request  
In the Additional Grant Request section, the user will answer “Yes” or “No” to request additional 

grants. For any additional fields for grants that are not requested, leave these blank.  

 

Below is an example for each Additional Grant Request. 

Project Assistance  

• Check “Yes” if the District’s total enrollment is less than 2,500 pupils. 

• Check “Yes” if the District would like to request the Project Assistance grant.   

 

Site Development (60 percent Utilities) – 50 Years or Older Permanent Buildings 

• Check “Yes” if the District requests an additional grant for site development utility costs 

necessary for the modernization of 50 years or older permanent building(s).  

• Enter 60 percent of the eligible cost allowable for the 50 year old buildings in the project 

pursuant to SFP Regulation Section 1859.78.7(a). 

 



 
 

 

Note – A 50 Year Old Utilities Worksheet must be submitted with this request. Please utilize the 

“SFP Modernization – 50YO Utilities Template” found under the “Resources” tab. Complete the 

worksheet per the instructions found in the worksheet.  

Automatic Fire Detection / Alarm System Grant 

• Check “Yes” if the District requests and the project qualifies for additional funding for fire 

code requirements authorized in SFP Regulation Section 1859.78.4.  

 

Once the Additional Grant Request section is completed, the user may select "Continue" to 

proceed to the next section of the funding application. 

Excessive Cost Hardship 
In the Excessive Cost Hardship section, state funding is available to supplement modernization 

grants for excess costs associated with the project.  

 

 

 

 



 
 

 

Below is an example for each Excessive Cost Hardship Grant Request. 

Geographic Percent Factor 

• Check “Yes” if the project is located in a designated geographic area and the District 

requests the grant.  

o Enter the geographic percentage amount.  

• Refer to SFP Regulation Section 1859.83(a).  

Note – To assist in determining the geographic percentage amount, click on the link labeled 

“Geographic Percent Factor”. 

 

Accessibility / Fire Code 

There are two options to request the accessibility/fire code excessive cost hardship grant, 3% of 

the base grant or 60% of the minimum work. 

• Check the box for 3% Base Grant, or  

o If the 3% option is selected, the grant amount will be 3% of the total per-pupil 

modernization grant amount and a Division of the State Architect (DSA) approved 

checklist will not be required. 

• Check the box for 60% Minimum Work 

o Enter 100% of the costs for the Fire Life Safety and Access Compliance 

minimum work. 

o If the 60% option is selected, a DSA approved checklist is required. This checklist 

is available under the “Resources” tab, titled “SFP Modernization – Access 

Compliance, Fire and Life Safety Worksheet” 

• Refer to SFP Regulation Section 1859.83(e). 

Note – For more information on this grant and help determining the grant amount, refer to the 

“?” for the help text. 

 

 

 

 



 
 

 

Two-Stop Elevator 

• Check “Yes” if the project will include any new two-stop elevator(s) required by the 

Division of the State Architect (DSA). 

o Enter the number of two-stop elevators. 

• Check “Yes” if there will any additional stops. 

o Enter the number of additional stops. 

 

Note – A letter from the DSA confirming that the two-stop elevators are required must 

accompany the funding application submittal if the request is for more than one two-stop 

elevator. 

Small Size Project 

• Check “Yes” if the project qualifies for the Small Size Project supplemental grant.  

o Select 12% from the dropdown menu if the pupil grant request is less than 101 

pupils. 

o Select 4% from the dropdown menu if the pupil grant request is more than 101 

pupils but less than 200 pupils. 

• Check “Yes” if it is a minimum pupil grant request pursuant to Section 1859.79.3(a)(1) or 

(a)(2). 

• Refer to SFP Regulation Section 1859.83(b). 

 

 

 

 

 

 

 

 



 
 

 

Urban/Security/Impacted Site 

• Check “Yes” if the useable acres of the site for the project are 60 percent or less of the 

California Department of Education (CDE) recommended site size.  

• Refer to SFP Regulation Section 1859.83(d). 

 

Once the Excessive Cost Hardship section is completed, the user may select "Continue" to 

proceed to the next section of the funding application. 

Adjust Eligibility/Joint-Use  
In the New Construction Eligibility Adjustment – Added Capacity section, the user will click "Yes" 

or "No" if any classrooms were added or replaced by the district in locally funded projects 

outside of SFP funding. If the user selects "Yes", indicate the number of classrooms by grade 

level under the Additional or Replacement columns. 

 

 

 

 

 

 

 



 
 

 

Below is a zoomed in example. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

In the Joint-Use/CTE sections, the user will indicate if:  

• The facilities will be for joint-use with other governmental agencies. 

• The project is located on a leased site. 

• The project has classrooms requesting funding for Career Technical Education Facilities 

Program (CTEFP) grants. If applicable, click "Yes”, then enter the number of CTEFP-

specific classrooms in the project. 

 

Once the Adjust Eligibility/Joint-Use section is completed, the user may select "Continue" to 

proceed to the next section of the funding application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Project Progress 
In this section, the user will indicate if construction contracts have been awarded for the project.  

 

Click "Yes" if the district has awarded construction contracts. Once “Yes” is selected, an 

additional field will appear. The user can then click "Add/Edit Contracts" to enter the contract 

information. 

 

 

 

 



 
 

 

Once "Add/Edit Contracts" is selected, a pop-up box will appear, the user can then enter all 

known fields, such as the contractor names, contract award dates, contract types, contract 

amounts, Notice to Proceed (NTP) dates, construction delivery method, and related DSA 

Application number(s). If the district has not yet issued an NTP the user may leave this field 

blank. The user can add as many contracts as applicable for the project by selecting "Add 

Contract”. 

 

 

  



 
 

 

After the last contract has been entered, the user may close the "Add/Edit Contract" section by 

clicking the "x" in the upper right-hand corner.  

 

Then, the user will return to the Project Progress section, and the user can review the contract 

entries that are accurately reported for the application. 

 

 

 

 



 
 

 

Below is a zoomed-in example. 

 

Once the Project Progress section is completed, the user may select "Continue" to proceed to 

the next section of the funding application. 

 



 
 

 

Licensed Architect 
Once the user has entered the necessary information for their funding application, they will 

request the District's Licensed Architect to review the draft funding application and complete the 

required certification in this section. 

Note – Until this section is certified by the Licensed Architect, the left-hand navigation pane will 

display an orange exclamation point, as shown in the screenshot below. 

Below is a zoomed-in example. 

 

 

 

 

 

 

 



 
 

 

The Licensed Architect must log in to enter the DSA approval date and application number to 

certify that the plans and specifications (P&S) meet the requirements of Title 24. 

Below is an example of the OPSC Online Licensed Architect page. 

 

Note - Other users may enter the architect's full name and date. However, only the architect 

may click the blue "Certify" button to sign the required certification electronically, as shown in the 

screenshot below. 

 

 

 

 

 

 



 
 

 

Once the Licensed Architect section is completed, proceed to the next section by clicking 

"Continue". 

 

Note – If the Licensed Architect is no longer available for certification, the District 

Representative may certify the application on their behalf, provided a certification letter is 

included with the application submission. 

 

 

 

 

 

 

 



 
 

 

Below is a zoomed-in example. 

 

Licensed Design Consultant 
Like the Licensed Architect section, the District's Licensed Design Consultant will review the 

draft funding application and complete the required certification.  

Note – Until this section is certified by the Licensed Design Consultant, the left-hand navigation 

will display an orange exclamation point, as shown in the screenshot below. 

Below is a zoomed-in example. 

 



 
 

 

The Licensed Design Consultant must log in to certify that the P&S meets the requirements of 

Title 24. 

 

Note – Other users may enter the Licensed Design Consultant’s full name and date. However, 

only the Licensed Design Consultant may click the blue "Certify" button to sign the required 

certification electronically, as shown in the screenshot below. 

 

 

 

 

 

 



 
 

 

Once the Licensed Design Consultant section is completed, proceed to the next section by 

clicking "Continue”. 

 

Note – If the Licensed Design Consultant is no longer available for certification, the District 

Representative may certify the application on their behalf, provided a certification letter is 

included with the application submission. 

 

 

 

 



 
 

 

Below is a zoomed-in example. 

 

Certification 
Only the authorized District Representative/Superintendent may complete the Certification 

section. The user must ensure they have only entered the information that applies to the specific 

project. 

 

 



 
 

 

Below is a zoomed-in example. 

 

 

Note – The user must review the entire Certification section using the scroll bar and enter all 

applicable entry fields before completing the required certification. 

Below is a zoomed-in example. 

 



 
 

 

Once the user has completed reviewing and entering all the required fields, the user may click 

"Yes" to agree to the terms of the certification and enter district representative information such 

as phone number, full name, and signature date. 

The user will select "Continue" to proceed to the Review section. 

 

Review 
After completing the Certification section, the user will review all previous sections and make 

any final edits. 

Any incomplete sections will be flagged with an orange exclamation point, and the missing 

required fields will display with red text as (required).  

 

 



 
 

 

Below is a zoomed-in example. 

 

 

 

 

 

 

 

 

 

 



 
 

 

Once all required entries are completed, the left navigation will display only green checkmarks, 

and the user will click "Continue" to proceed to the Submit section. 

 

Below is a zoomed-in example. 

 



 
 

 

Submit and Upload Documents 
Next, the user will continue to the Submit page. The user will complete the final certification and 

upload all supporting documents in this section. The user may click the blue "Upload file(s)" 

button to upload any supporting files for this application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Once the documents have been uploaded, the text Successfully Uploaded will display 

underneath the document file name. After all documents have been uploaded, the user will 

close the Upload Files section by clicking "Done”. 

 

 

 

 

 

 

 

 

 

 



 
 

 

Next, the user will mark both checked boxes as completed and click "Submit Paperless 

Application". 

 

Note – Only an Authorized District Representative can submit the application. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

After submittal, the user will proceed to a confirmation page displaying the assigned application 

number for the project. The user may notate the application number and nickname from the 

main dashboard for future access. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Additionally, the user can upload additional documents after the submittal by clicking "Upload 

Remaining Files". 

 

Or the user can review and upload additional documents by opening the application from the 

dashboard. 

 

 

 

 



 
 

 

Once the application is displayed, the user will click "Upload File". 

 

After the documents have been uploaded, the text Successfully Uploaded will display 

underneath the document file name. After all documents have been uploaded, the user will 

close the Upload Files section by clicking "Done”. 

 

 

 

 

 

 



 
 

 

Adjusted Full Grant Funding Application 
If the district had previously received an advance design grant and would like to request the 

remaining funds, they must submit an updated Form SAB 50-04. The user should not create a 

new version of the existing Form SAB 50-04. 

Instead, the user should create a linked 50-04 from the application page of the original advance 

design application. After making the linked 50-04, the Form SAB 50-04 should be uploaded as 

an additional document under the Uploaded Files section.  

To create a linked 50-04, the user selects "Create Linked 50-04" on the left-hand navigation on 

the design application's dashboard, as shown below. 

Please note that users with delegate access can prepare the Funding Application. However, 

only the District Representative can submit an application.  

 

Once selected, the application system will ask the user for more information. 

Please note that the first question, "Select a linked application type”, will auto-populate with 

"Funding Phase 50-04”, as shown below. 

• Does the district want to apply for Financial Hardship assistance? 

• Select Modernization as the Funding Program Type from the list of options. 

• Enter an application nickname. The nickname may include the funding phase of the 

application, site name, and program type (e.g., Design Only, Site Only, Design & Site, 

Full Grant, Amended Full Grant). 

Once all fields are completed, click "Create Linked App" to begin the application process. 

 



 
 

 

A blue pop-up box will be displayed in the lower right-hand corner notifying the user that the 

linked application has been successfully created and a linked application component will appear 

on the left-hand side of the application's dashboard, located below the Mod Design Only tile. 

 

Then click the "Draft" to begin the application process. 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Site Information  
The Form SAB 50-04 comprises of eleven sections (as listed on the navigation pane on the left-

hand side of the screen). 

 

 

 



 
 

 

The first section of the application is Site Info. If the district has Financial Hardship status, select 

"Yes" and then specify the type of Financial Hardship request from the list of options. 

 

If the district does not have Financial Hardship status, select "No" and enter the required 

information. 

Next, the user will specify where the project will be located from the list of available options: 

• Leased Site: The project is on a school site not owned by the District and meets the 

requirements outlined in School Facility Program (SFP) Regulation Section 1859.22. 

o When selecting this option, the school or site field on the Site Info page must be 

completed. 

• Existing Site with Additional Acreage Acquired: The project will include acquiring 

additional land to the existing school site. 

o When selecting this option, all fields on the Site Info page must be completed 

using information from the most recent CDE Site and Plan Approval letter(s). 

• Existing Site without Additional Acreage Acquired: The project will not include acquiring 

additional land to the existing school site. 

o When this option is selected, the school or site field on the Site Info page must 

be completed using the most recent CDE Plan Approval letter(s) information.  

 

 

 

 

 

 

 



 
 

 

Next, the user will select a school site from the dropdown menu. All projects must select a 

school site from the list of options. If a specific site is not listed, please email 

OPSCApplicationReviewTeam@dgs.ca.gov to request to add the site to the application system. 

 

The application system then requires the user to enter the California Department of Education 

(CDE) Plan Approval Date. 

Then, the user will enter the available existing school site information from the CDE Plan 

Approval letter in the fields as shown in the example below: 

 

Note – The last section for “Total Number of Classroom(s) on the Division of the State Architect 

(DSA) Approved plans” relates to New Construction projects only, for Modernization projects this 

section must be left blank. 

Once the Site Info section is completed, the user may select "Continue" to proceed to the next 

section of the funding application.  

mailto:OPSCApplicationReviewTeam@dgs.ca.gov


 
 

 

Project Type  
In this section, the user will select the type of project from the drop-down menu that best 

represents this application request. 

Next, enter the total number of pupil grants assigned to the project for each grade group.  

Note – The amount entered cannot exceed the modernization eligibility available at the site as 

of the received date of the funding application.  

 

If the application is eligible for funding for 50 year or older permanent buildings, the user will 

check the box and indicate: 

• The total number of eligible classrooms or the total eligible square footage building area 

at the site.  

o Refer to SFP Regulation Section 1859.78.6(b)(1)(A) or (b)(2)(A). 

• The total number of permanent classrooms or the total permanent square footage 

building area that is at least 50 years old and not been previously modernized with state 

funds.  

o Refer to SFP Regulation Section 1859.78.6 (b)(1)(B) or (b)(2)(B). 

• The greater percentage as calculated under SFP Regulation Section 1859.78.6(b)(1)(C) 

or (b)(2)(C). 

o Divide the classrooms or square footage that are at least 50 years old by the total 

classrooms or square footage eligible for modernization. Round up to the nearest 

one tenth of one percent. 



 
 

 

 

Next, the user will indicate if the project includes eligible 50 year or older pupil grants: 

• Enter the appropriate number of 50 year or older pupil grants assigned to the project for 

each grade group.  

Note – The number of pupils entered cannot exceed the site’s available 50 year or older 

permanent buildings pupil grants and cannot exceed the pupil grants requested in the previous 

section.  

 

Lastly, the user will select whether the site is a 6-8 school by choosing “Yes” or “No”. 

Once the Project Type section is completed, the user may click "Continue" to proceed with the 

next section of the funding application.  

 



 
 

 

Additional Grant Request  
In the Additional Grant Request section, the user will answer “Yes” or “No” to request additional 

grants. For any additional fields for grants that are not requested, leave these blank.  

 

Below is an example for each Additional Grant Request. 

Project Assistance  

• Check “Yes” if the District’s total enrollment is less than 2,500 pupils. 

• Check “Yes” if the District would like to request the Project Assistance grant.   

 

Site Development (60 percent Utilities) – 50 Years or Older Permanent Buildings 

• Check “Yes” if the District requests an additional grant for site development utility costs 

necessary for the modernization of 50 years or older permanent building(s).  

• Enter 60 percent of the eligible cost allowable for the 50 year old buildings in the project 

pursuant to SFP Regulation Section 1859.78.7(a). 

 



 
 

 

Note – A 50 Year Old Utilities Worksheet must be submitted with this request. Please utilize the 

“SFP Modernization – 50YO Utilities Template” found under the “Resources” tab. Complete the 

worksheet per the instructions found in the worksheet. For more information on how to access 

the “Resources” tab, please refer to the “General Navigation in OPSC Online” section in this 

document.   

Automatic Fire Detection / Alarm System Grant 

• Check “Yes” if the District requests and the project qualifies for additional funding for 

fire code requirements authorized in SFP Regulation Section 1859.78.4.  

 

Once the Additional Grant Request section is completed, the user may select "Continue" to 

proceed to the next section of the funding application. 

Excessive Cost Hardship 
In the Excessive Cost Hardship section, state funding is available to supplement modernization 

grants for excess costs associated with the project.  

 

 

 



 
 

 

Below is an example for each Excessive Cost Hardship Grant Request. 

Geographic Percent Factor 

• Check “Yes” if the project is located in a designated geographic area and the District 

requests the grant.  

o Enter the geographic percentage amount.  

• Refer to SFP Regulation Section 1859.83(a).  

Note – To assist in determining the geographic percentage amount, click on the link labeled 

“Geographic Percent Factor”. 

 

Accessibility / Fire Code 

There are two options to request the accessibility/fire code excessive cost hardship grant, 3% of 

the base grant or 60% of the minimum work. 

• Check the box for 3% Base Grant, or  

o If the 3% option is selected, the grant amount will be 3% of the total per-pupil 

modernization grant amount and a Division of the State Architect (DSA) approved 

checklist will not be required. 

• Check the box for 60% Minimum Work 

o Enter 100% of the costs for the Fire Life Safety and Access Compliance 

minimum work. 

o If the 60% option is selected, a DSA approved checklist is required. This checklist 

is available under the “Resources” tab, titled “SFP Modernization – Access 

Compliance, Fire and Life Safety Worksheet”. For more information on how to 

access the “Resources” tab, please refer to the “General Navigation in OPSC 

Online” section in this document. 

• Refer to SFP Regulation Section 1859.83(e). 

Note – For more information on this grant and help determining the grant amount, refer to the 

“?” for the help text. 

 

 

 



 
 

 

Two-Stop Elevator 

• Check “Yes” if the project will include any new two-stop elevator(s) required by the 

Division of the State Architect (DSA). 

o Enter the number of two-stop elevators. 

• Check “Yes” if there will any additional stops. 

o Enter the number of additional stops. 

 

Note – A letter from the DSA confirming that the two-stop elevators are required must 

accompany the funding application submittal if the request is for more than one two-stop 

elevator. 

Small Size Project 

• Check “Yes” if the project qualifies for the Small Size Project supplemental grant.  

o Select 12% from the dropdown menu if the pupil grant request is less than 101 

pupils. 

o Select 4% from the dropdown menu if the pupil grant request is more than 101 

pupils but less than 200 pupils. 

• Check “Yes” if it is a minimum pupil grant request pursuant to Section 1859.79.3(a)(1) or 

(a)(2). 

• Refer to SFP Regulation Section 1859.83(b). 

 

 

 

 

 

 

 

 



 
 

 

Urban/Security/Impacted Site 

• Check “Yes” if the useable acres of the site for the project are 60 percent or less of the 

California Department of Education (CDE) recommended site size.  

• Refer to SFP Regulation Section 1859.83(d). 

 

Once the Excessive Cost Hardship section is completed, the user may select "Continue" to 

proceed to the next section of the funding application. 

Adjust Eligibility/Joint-Use  
In the New Construction Eligibility Adjustment – Added Capacity section, the user will click "Yes" 

or "No" if any classrooms were added or replaced by the district in locally funded projects 

outside of SFP funding.  

 

 

 

 

 

 

 



 
 

 

If the user selects "Yes", indicate the number of classrooms by grade level under the Additional 

or Replacement columns. 

Below is a zoomed in example. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

In the “Joint-Use/CTE” sections, the user will indicate if:  

• The facilities will be for joint-use with other governmental agencies. 

• The project is located on a leased site. 

• The project has classrooms requesting funding for Career Technical Education Facilities 

Program (CTEFP) grants. If applicable, click "Yes”, then enter the number of CTEFP-

specific classrooms in the project. 

 

Once the Adjust Eligibility/Joint-Use section is completed, the user may select "Continue" to 

proceed to the next section of the funding application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Project Progress 
In this section, the user will indicate if construction contracts have been awarded for the project.  

 

Click "Yes" if the district has awarded construction contracts. Once “Yes” is selected, an 

additional field will appear. The user can then click "Add/Edit Contracts" to enter the contract 

information. 

 

 

 

 



 
 

 

Once "Add/Edit Contracts" is selected, a pop-up box will appear, the user can then enter all 

known fields, such as the contractor names, contract award dates, contract types, contract 

amounts, Notice to Proceed (NTP) dates, construction delivery method, and related DSA 

Application number(s). If the district has not yet issued an NTP the user may leave this field 

blank. The user can add as many contracts as applicable for the project by selecting "Add 

Contract”. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

After the last contract has been entered, the user may close the "Add/Edit Contract" section by 

clicking the "x" in the upper right-hand corner.  

 

Then, the user will return to the Project Progress section, and the user can review the contract 

entries that are accurately reported for the application. 

 

  



 
 

 

Below is a zoomed-in example. 

 

Once the Project Progress section is completed, the user may select "Continue" to proceed to 

the next section of the funding application. 

 



 
 

 

Licensed Architect 
Once the user has entered the necessary information for their funding application, they will 

request the District's Licensed Architect to review the draft funding application and complete the 

required certification in this section. 

Note – Until this section is certified by the Licensed Architect, the left-hand navigation pane will 

display an orange exclamation point, as shown in the screenshot below. 

Below is a zoomed-in example. 

 

 

 

 

 

 

 



 
 

 

The Licensed Architect must log in to enter the DSA approval date and application number to 

certify that the plans and specifications (P&S) meet the requirements of Title 24. 

Below is an example of the OPSC Online Licensed Architect page. 

 

Note - Other users may enter the architect's full name and date. However, only the architect 

may click the blue "Certify" button to sign the required certification electronically, as shown in the 

screenshot below. 

 

 

 

 

 

 



 
 

 

Once the Licensed Architect section is completed, proceed to the next section by clicking 

"Continue". 

 

Note – If the Licensed Architect is no longer available for certification, the District 

Representative may certify the application on their behalf, provided a certification letter is 

included with the application submission. 

 

 

 

 

 

 

 



 
 

 

Below is a zoomed-in example. 

 

Licensed Design Consultant 
Like the Licensed Architect section, the District's Licensed Design Consultant will review the 

draft funding application and complete the required certification.  

Note – Until this section is certified by the Licensed Design Consultant, the left-hand navigation 

will display an orange exclamation point, as shown in the screenshot below. 

Below is a zoomed-in example. 

 



 
 

 

The Licensed Design Consultant must log in to certify that the P&S meets the requirements of 

Title 24. 

 

Note – Other users may enter the Licensed Design Consultant’s full name and date. However, 

only the Licensed Design Consultant may click the blue "Certify" button to sign the required 

certification electronically, as shown in the screenshot below. 

 

 

 

 

 

 



 
 

 

Once the Licensed Design Consultant section is completed, proceed to the next section by 

clicking "Continue”. 

 

Note – If the Licensed Design Consultant is no longer available for certification, the District 

Representative may certify the application on their behalf, provided a certification letter is 

included with the application submission. 

 

 

 

 



 
 

 

Below is a zoomed-in example. 

 

Certification 
Only the authorized District Representative/Superintendent may complete the Certification 

section. The user must ensure they have only entered the information that applies to the specific 

project. 

 

 



 
 

 

Below is a zoomed-in example. 

 

 

Note – The user must review the entire Certification section using the scroll bar and enter all 

applicable entry fields before completing the required certification. 

Below is a zoomed-in example. 

 



 
 

 

Once the user has completed reviewing and entering all the required fields, the user may click 

"Yes" to agree to the terms of the certification and enter district representative information such 

as phone number, full name, and signature date. 

The user will select "Continue" to proceed to the Review section. 

 

Review 
After completing the Certification section, the user will review all previous sections and make 

any final edits. 

Any incomplete sections will be flagged with an orange exclamation point, and the missing 

required fields will display with red text as (required).  

 

Below is a zoomed-in example. 



 
 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Once all required entries are completed, the left navigation will display only green checkmarks, 

and the user will click "Continue" to proceed to the Submit section. 

 

Below is a zoomed-in example. 

 



 
 

 

Submit and Upload Documents 
Next, the user will continue to the Submit page. The user will complete the final certification and 

upload all supporting documents in this section. The user may click the blue "Upload file(s)" 

button to upload any supporting files for this application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Once the documents have been uploaded, the text Successfully Uploaded will display 

underneath the document file name. After all documents have been uploaded, the user will 

close the Upload Files section by clicking "Done”. 

 

 

 

 

 

 

 

 

 

 



 
 

 

Next, the user will mark both checked boxes as completed and click "Submit Paperless 

Application". 

 

Note – Only an Authorized District Representative can submit the application. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

After submittal, the user will proceed to a confirmation page displaying the assigned application 

number for the project. The user may notate the application number and nickname from the 

main dashboard for future access. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Additionally, the user can upload additional documents after the submittal by clicking "Upload 

Remaining Files". 

 

Or the user can review and upload additional documents by opening the application from the 

dashboard. 

 

 

 

 



 
 

 

Once the application is displayed, the user will click "Upload File". 

 

After the documents have been uploaded, the text Successfully Uploaded will display 

underneath the document file name. After all documents have been uploaded, the user will 

close the Upload Files section by clicking "Done”. 

 

 

 

 

 

 



 
 

 

Revising a Form SAB 50-04 
After submitting a Form SAB 50-04, a user may request or be requested by OPSC staff to 

submit a revised Form SAB 50-04. The user creates a new draft from the existing funding 

application page. 

Create a New Draft 
From the Dashboard, the user can view all existing applications. 

Below is an example of the OPSC Online application page. 

 

If the user cannot locate a specific application, they may use the search toolbar by entering the 

application number or nickname. 

 

 

 

 

 

 



 
 

 

To create a new draft of an application, the user will click the "New Blank Draft" on the 

application's home page. This action will create a new draft while maintaining the assigned 

application number. 

Below is an example of the OPSC Online application page. 

 

The new draft will appear under the Drafts section of the application landing page. 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Alternatively, creating a duplicate draft may be more beneficial if the user wishes to maintain the 

existing entries and only needs to modify a few fields. There are two methods for creating a 

duplicate draft in OPSC Online. 

Method 1: 

Click "Options" on the application's home page and select "Duplicate as Draft" on the list of 

options. 

 

Method 2: 

Open the existing application and select "Duplicate as New Draft" under “Options” on the right-

hand navigation pane. 

 

Both methods generate an identical draft of the existing application, allowing users to change 

existing entries and add new information. Once all revisions have been made, the user will 

resubmit the new draft following the above steps. 

 

 

 

 



 
 

 

Updating the Application Nickname 
From the application dashboard, the user can update the application nickname by clicking the 

pencil icon located to the right of the application nickname. 

 

A section will open, and the user can edit and save the application nickname. 

Below is a zoomed-in example. 

 

Reviewing the Application Status 
After submitting a Form SAB 50-04, OPSC staff will process applications by the date order of 

submission, and the user may monitor the processing of its application by reviewing the 

application status. For instance, the application may have the status of submitted, Application 

Received Beyond Bond Authority (ARBBA), 15-Day Letter, 4-Day Letter, and SAB Approved. 

There are two ways a user can review the status of the funding application. The first way to 

review the application status would be to sort the main dashboard by clicking the "OPSC App #" 

category, locating the specific application number, and reviewing the label "Status". 

 

 

 



 
 

 

Below is an example of the OPSC Online Funding Applications page. 

 

Alternatively, the user may open a specific application to review the status in the application 

management section. The application status will be indicated in the header to the right of the 

application nickname. 

Note – If multiple application phases exist, such as a Design Only and an Adjusted Full Grant, 

these will also be listed in the left navigation pane with a status label. 

 

 

 

 

 

 

 



 
 

 

Navigation to Application Components and Program Modules 
From the Dashboard, access links to various application components such as separate 

apportionments, grant agreements, Fund Release Authorization (Form SAB 50-05), and 

Expenditure Report (Form SAB 50-06) in the left navigation pane. 

Below is an example of the OPSC Online application page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Below is a zoomed-in example. 

 

 

 

 

 

 



 
 

 

Additionally, the user will find links to the various program modules, such as eligibility, 

accounting activity, associated applications, all uploaded documents, and all contractor 

information. 

Below are zoomed-in examples. 

 

 



Section 11. Grant Agreements 

  



Grant Agreements 
 
A Grant Agreement (GA) is an agreement between the Office of Public-School Construction 

(OPSC) and an applicant who is approved by the State Allocation Board (SAB) to receive grants 

from the School Facility Program (SFP). A GA is required for each approved funding application. 

It serves as a binding document that defines the responsibilities of districts and the state, from 

the determination of the amount of eligible state funding, to the reporting of all project funds 

including any savings achieved. It is designed as a useful tool to ensure districts receiving funds 

have a thorough understanding of the requirements in receiving the funds.  

 

Pursuant to SFP Regulation Section 1859.90.4, an authorized district representative must first 

submit a signed GA to the OPSC, then follow with a Fund Release Authorization (Form SAB 50-

05) concurrently or within 180 days from the SAB approval, in order for the fund release request 

submittal to be considered valid. Signed GAs may only be submitted after the project has 

received an unfunded approval. A Form SAB 50-05 cannot be submitted until the district is 

participating in an active Priority in Funding (PIF) Round and the SAB has awarded the project 

an apportionment. 

 
OPSC Online supports submission of GAs and is the preferred method. The OPSC creates the 

draft GA in OPSC Online and notifies the school district when it is available for review and 

signature. A District Representative or District Superintendent (authorized users) on record with 

OPSC must log in to sign and submit the paperless GA. 

 
An authorized user may review and submit the GA through OPSC Online. In this section we will 

go through the steps of downloading a GA for the purposes of reviewing the school district’s 

responsibilities and requirements in receiving funds, including reporting of all project funds and 

a listing of eligible and ineligible expenditures. Then, we will show you how to sign and submit 

the GA through OPSC Online. 

Locating Grant Agreements on the OPSC Online Dashboard 
 
To review and submit a GA in OPSC Online, an authorized user must locate the appropriate GA 
on the Dashboard page of their OPSC Online account. The process is the same for all GAs no 
matter the project type.  
 
Upon logging in to OPSC Online, the authorized user is directed to the Dashboard.  
 
To start the GA process and to locate the appropriate Grant Agreement, the authorized user will 
type the application number in the Search field located in the upper right of the Dashboard page 
and click “Search All”. The search filter can also be performed using text.  
 

 

 

 

 

 



 OPSC Online Dashboard Page Search Field: 

 

 
 
 
From the application number search results, select the “Draft” GA, ensuring that the Project Type is 
“Grant Agreement.” 
 
 

 
 

 
Please note:  If you wish to review and sign multiple GAs you must repeat the process for each, as 
only one application can be reviewed at a time.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Reviewing the Grant Agreement 
 
Selecting the “Draft” Grant Agreement from the search results on the Dashboard will navigate you to 

the Grant Agreement application page. The Grant Agreement tile, highlighted in blue, is located on 

the left side of the application page. In the Drafts section of the page, select the “Draft” line item 

to be directed to the Review & Certify page. 
 

OPSC Online Application Page: 

 

 
Selecting the “Draft” line item takes you to the “Review & Certify” page of the GA. 

 
Grant Agreement Review & Certify Page: 

 

The GA is watermarked as a draft and will remain in draft status until OPSC obtains all required 

signatures and approves the final version.  

 



To read and review the draft GA prior to certifying, click Preview Form SAB Grant Agreement 

from the links in the Options section. This will download the PDF file to the Downloads folder. 

 

 
 
 
Carefully review the full GA prior to agreeing to the terms and certifying the information, 
ensuring the General Information and Project Descrition sections are accurate. The compliance 
and reporting requirements should also be reviewed. 

View Grant Agreement (PDF) in Adobe Acrobat 

The following section will provide tips for ease of reviewing the various sections and pages of 
the GA using Adobe Acrobat.  

 



 
With the PDF open in Adobe Acrobat, click the Bookmark icon, to the right of the page.  
 

 

 
Selecting the icon will open the Bookmarks panel, displaying the various sections of the GA. The 
sections to be reviewed can be selected from the Bookmarks panel. Clicking on a section will 
take you directly to the first page of that section in the PDF. 
 
 

 

  



Common Eligible Project Expenditures 

An important section to review is the Common Eligible Project Expenditures. To view them, click 

G. Advisory Listing Detailing Common Eligible Project Expenditures in the Bookmarks panel, and 

you will be directed to the section of the GA which provides the page numbers to view common 

eligible project expenditures specific to the Project Type (New Construction, Modernization, 

New Construction, Facility Hardship, etc.). To review common eligible project expenditures for 

the District’s specific project type, navigate to the applicable page stated in the Advisory Listing. 

 

 

Common Ineligible Project Expenditures 

Another important section to review is the Common Ineligible Project Expenditures. To view 

them, click H. Advisory Listing Detailing Common Ineligible Project Expenditures in the 

Bookmarks panel, and you will be directed to the section of the GA which provides the page 

numbers to view common ineligible project expenditures specific to the Project Type (New 

Construction, Modernization, New Construction, Facility Hardship, etc.). To review common 

ineligible project expenditures for the District’s specific project type, navigate to the applicable 

page stated in the Advisory Listing. 



 

 

Once you have completed reviewing the draft of the GA, close the PDF window browser and 

return to the Review & Certify screen in OPSC Online. 

 

Please note: If you have any discrepancies with the Grant Agreement, please reach out to 
OPSCGrantAgreements@dgs.ca.go with your concerns. 

mailto:OPSCGrantAgreements@dgs.ca.go


Certify and Submit the Grant Agreement 

Once the draft is reviewed, the GA is ready to be certified. Only an authorized user can certify 
the GA. On the “Review & Certify” page, using the right-side browser page’s scroll bar, scroll to 
the bottom of the page below the preview screen of the draft.  

Grant Agreement Review & Certify Page: 

The authorized user will click the “Yes” button and complete the required fields. 

Grant Agreement Review & Certify Page – District Certification: 



Once the authorized user has completed the information, click the “Continue” Button at the 

bottom of the page. 

You will be directed to electronically certify and submit the GA. An authorized user must check 

the certification box and click “Submit Paperless Application.” 



A message will appear confirming the paperless GA was successfully submitted to OPSC. 

Next, click on Go To Application Dashboard from the links under Application Options. 

You will be directed to the Application page to confirm the GA is in “Submitted” status. 



Executed Grant Agreement 
The GA is fully executed when both parties complete the Review & Certify section. Once the 

paperless GA is submitted to OPSC by the district’s authorized user, please allow up to three 

(3) business days for OPSC’s Executive Officer to certify and submit.

The District may view the Dashboard page for the GA. The status will reflect “SAB Approved” 

once the GA is fully executed. 

OPSC Online Dashboard Page: 



Section 12. Charter School Facilities Program Funding 



Introduction 
Submitting an Application for Charter Preliminary Apportionment (Form SAB 50-09) is the first 
step in applying for funding under the Charter School Facilities Program (CSFP.) The Form SAB 
50-09 is submitted during specified CSFP filing rounds by an authorized Charter Representative 
(charter school applicants) or District Representative/Superintendent (district applicants.) The 
Form SAB 50-09 is submitted using the Office of Public School Construction (OPSC) Online 
System.  

After an Application for Charter Preliminary Apportionment (Form SAB 50-09) is submitted and 
all program requirements are met to convert a preliminary apportionment to a final 
apportionment, the applicant will submit an Application for Funding (Form SAB 50-04) using the 
Office of Public School Construction (OPSC) Online System. The deadline to submit a Form 
SAB 50-04 is four years from the date the preliminary apportionment is approved by the State 
Allocation Board. Applicants may request a one-time, one-year extension to this deadline. Note 
that the Form SAB 50-04 must be submitted prior to the occupancy of any classrooms in the 
project for new construction projects. The submittal of the Form SAB 50-09 does not meet this 
requirement.  

Creating an Application for Charter Preliminary Apportionment 

(Form SAB 50-09) in OPSC Online – New Construction 
 

User Dashboard 
Upon login, the user is directed to the user dashboard. The user dashboard displays all 

applications created by authorized users. The District Representative and Superintendent can 

review all district-specific applications. District Delegates can view applications for all school 

districts they are authorized to access. The Charter School Representative and Charter School 

Delegates can view CSFP applications for all school districts they are authorized to access. 

Users can create a Form SAB 50-09, check existing applications' statuses, and view drafted 

applications not yet submitted from the user dashboard. Note that once a Form SAB 50-09 has 

been created, any revisions to the form should be made on the application dashboard for the 

specific Form SAB 50-09. Additionally, new Form SAB 50-09s should not be created unless they 

are for new applications.  

To sort applications, click on any column header. Users can search for an application by 

entering the application number in the search field and clicking "Search All." All Forms (funding, 

grant agreement, fund release, or expenditure report) submitted for that application will appear. 

Note that Form SAB 50-04s are not created from the user dashboard; they are created from the 

application dashboard of the applicable, submitted Form SAB 50-09. 

Below is an example of the user dashboard. Refer to Section 1 of this user manual for more 

information on navigating the user dashboard. 



 

Create New Application  
This section collects information necessary to create the application, such as the type of 

application (new construction or rehabilitation) and the district where the project will be located. 

The district selected will determine the county the project is located in, which will determine the 

Region classification for the application. Regions are defined in School Facility Program (SFP) 

Regulations, Section 1859.2, under Region One, Region Two, Region Three, and Region Four.  

1. To create a Form SAB 50-09, click "Create New SFP Funding Application" on the main user 

dashboard page. This will take the user to the Create New Application page.  

 

Note that users with delegate access can prepare the application. However, only the Charter 

Representative (charter school applicants) or District Representative/Superintendent (district 

applicants) can submit an application.  

 

 

 

Below is a zoomed-in example. 

 

2. Click “No” to indicate the applicant has not applied for or a Charter School Facilities Program 

Preliminary Apportionment for this project/application. 



 

If the user selects "Yes," they will be directed to return to the OPSC Online Dashboard and 

select the project from the list of existing program applications to either create a draft of the 

previously submitted Form SAB 50-09 or create a linked application to convert the 

preliminary apportionment to a final apportionment.  

If the user selects "No," they will be prompted to continue entering the required information 

for a new Form SAB 50-09.  

 

Below are zoomed-in examples.

  

Below is a zoomed-in example. 



 

 

3. Select the applicable School District or COE from the list of options. The applicable School 

District or COE serves the same grade level that will be housed in the CSFP project and is 

where the project will be physically located. The selected District/COE may be different than 

the charter authorizer. 

 

4. Select "Charter Preliminary Apportionment" as the Funding Program Type from the list of 

options. 

Note that if this is a combined project (e.g., New Construction and Rehabilitation), or if this 

project is not located in a Unified School District and includes grade levels served by multiple 

districts (i.e., an elementary and high school district), a separate application must be created 

for each project type and/or district. Combined projects and projects submitted under multiple 

districts are visible from the user dashboard and are identified by a common Project Tracking 

Number (PTN) and school/site location. 

Below is a zoomed-in example. 



 

5. Select the High School Attendance Area (HSAA), if applicable. Charter school applicants 

may need to verify with the district if an HSAA should be used and which HSAA the charter 

school site is located in. 

  

6. Enter the required PTN. The PTN is used by the Division of the State Architect (DSA), 

California Department of Education (CDE), and OPSC to identify a project. The user will not 

be able to proceed without entering the PTN. Instructions for generating a PTN can be found 

in the PTN User Guide under the Resources tab.  

 

7. Enter an application nickname. The nickname can be any identifying name of the applicant's 

choice. 

 

8. Click "Continue" to enter additional application information. 

 

 

 

Below is a zoomed-in example.  



 

9. Select the type of funding application from a list of options (e.g., New Construction, 

Rehabilitation.) 

 

10. Click “New Construction,” then click "Continue" to advance to the Information and Instruction 

page. 

 

 

 

 

 

 

Below is a zoomed-in example. 



 
11. From the Information and Instruction page, click "Start Application" to advance to the 

application.  

 

Application Details 
The Form SAB 50-09 is comprised of 11 sections (as listed on the navigation pane on the left-

hand side of the screen).  

 

 

 

 

 

 

 

Below is a zoomed-in example. 



 

The first section of the application is Application Details. This section identifies the applicant, 

provides the petition approval date, and indicates if this is a combination application (new 

construction and rehabilitation; multiple districts). Note that a separate application must be 

submitted for the combination application.  

New construction applications that are a combination project with a rehabilitation application will 

receive the 40 points generated by the rehabilitation application, provided in SFP Regulations, 

Section 1859.164.1(d). Rehabilitation applications that are a combination project with a new 

construction application will receive any points the new construction application is eligible to 

receive for relieving overcrowding in an overcrowded district, provided in SFP Regulations, 



Section 1859.164.1(d). An application that qualifies for preference points for relieving 

overcrowding in an overcrowded district may receive between 4-40 points.  

 

1. Indicate if the charter school is the applicant or if a school district is applying on behalf of the 

applicant. Districts may only submit applications for projects that will be physically located 

within their district boundaries and that will serve the same grade level the district is 

approved to serve. The district must be the applicant for a non-autonomous (district 

dependent) Charter School.  

 

2. If the charter school is the applicant, provide the legal name of the applicant. This will be the 

name of the entity that will appear on program agreements and fund release warrants. This 

may be the individual charter school or the charter school organization operating the charter 

school.  

 

3. Enter the most recent date the petition was approved, revised or renewed. 

 

4. Indicate if this is a combined application (new construction and rehabilitation; a separate 

application must be submitted for the new construction portion.) New construction 

applications that are combination projects with a rehabilitation application will receive the 40 

points generated by the rehabilitation application. Rehabilitation applications that are 

combination projects with a new construction application will receive any points the new 

construction application is eligible to receive for relieving overcrowding in an overcrowded 

district.  

If the applicant indicates this is a combined application, an additional box will appear for the 

additional application number. Provide the additional application number, if available. The 

application number field may be left blank and provided on a later application version if the 

applicant does not have the additional application number.  

5. Click “Continue” to proceed to the next section of the funding application. 

 

Below is a zoomed-in example. 



 

Preference Points  
In this section, the applicant will provide the information necessary to assign the preference 

points for Non-Profit Entity, provided in SFP Regulations, Section 1859.164.1 (c), and Low 

Income, provided in SFP Regulations, Section 1859.164.1 (a). Non-Profit Entity is defined in 

SFP Regulations, Section 1859.2.  

 

1. Indicate if the entity operating the charter school meets the definition of a Non-Profit Entity, 

which is defined in School Facility Program (SFP) Regulation Section 1859.2 as an entity 

that is organized and operated for purposes of not making a profit under the provisions of 

the federal Internal Revenue Code Section 501(c)(3), or is organized as/operated by a 



nonprofit public benefit corporation, pursuant to State Corporations Code, Title 1, Division 2, 

Part 2, Section 5110, et seq. 

 

2. Enter the most current Free and Reduced Price Meals percentage approved by the 

California Department of Education (CDE) and published on their DataQuest website as of 

the application deadline for the CSFP funding round. Applicants may use the highest 

percentage that belongs to either the charter school, the school district where the charter 

school is or will be located, or another public school located within the Charter School 

General Location. The Charter School General Location is defined in SFP Regulation 

Section 1859.2 as a minimum of a one-mile radius to a maximum of a three-mile radius from 

the present or proposed location of the Charter School project as identified in the chartering 

agreement. 

 

3. Indicate if the entered Free and Reduced Priced Meal percentage belongs to the charter 

school, school district, or another public school located within the Charter School General 

Location.  

If the Free and Reduced Priced Meal Percentage belongs to another public school, enter the 

school’s name and address.    

4. Click “Continue” to proceed to the next section of the funding application. 

Below is a zoomed-in example. 

 

https://dq.cde.ca.gov/dataquest/


Funding Matrix Criteria   
In this section, the applicant will provide the information necessary to assign the urban, 

suburban, or rural locale, charter school size, and charter school grade level funding matrix 

categories. Urban Locale, Suburban Locale and Rural Locale, and Small Charter School, 

Medium Charter School, and Large Charter School are defined in SFP Regulations, Section 

1859.2.  

 

1. Select the locale for the charter school. Locale is determined by the locale code classified by 

the National Center for Education Statistics (NCES) on their website: Search for Public 

Schools (ed.gov).  

• Rural: NCES codes 31, 32, 33, 41, 42, and 43.  

• Suburban: NCES codes 21, 22, and 23.  

• Urban: NCES codes 11, 12 and 13. 

 

2. Enter the charter school’s current enrollment listed on the California Department of 

Education’s DataQuest website as of the application deadline for the CSFP funding round. 

 

3. Enter the highest grade level the charter school is approved to serve in the most recently 

approved petition, regardless of the grade levels included in the project.  

 

4. Click “Continue” to proceed to the next section of the funding application. 

 

 

 

 

 

 

https://nces.ed.gov/ccd/schoolsearch/
https://nces.ed.gov/ccd/schoolsearch/
https://dq.cde.ca.gov/dataquest/


 

Below is a zoomed-in example. 

 

Project Capacity   
In this section, the applicant will indicate the number of pupils that will be housed by the project 

and the number of classrooms that will be constructed in the project. The pupils reported will be 

used to calculate the new construction base grant portion of the preliminary apportionment. This 

section will also indicate if any of the pupils that will be housed by this project will be district 

unhoused pupils, which is part of the process to determine if a project qualifies for additional 

preference points for relieving overcrowding in an overcrowded district.  

 



 

1. Enter the total number of pupils housed in the project for each grade group listed. The pupils 

reported should be less than or equal to the number of pupils that will be housed by the 

classrooms that will be constructed in the project, using the following classroom loading 

standards:  

• 25 pupils in each K-6 classroom 

• 27 pupils in each 7-12 classroom 

• 13 pupils in each non-severe Special Day Class (SDC) classroom 

• 9 pupils in each severe SDC classroom 

 

2. Indicate if this is a 6-8 school. If this is a 6-8 school, indicate that all K-6 pupils requested 

are 6th graders.  

 

 

 



Below is a zoomed-in example. 

 

3. Enter the number of classrooms that will be constructed in the project by the grade levels 

specified.  

Below is a zoomed-in example. 

 

 

4. Indicate if the district has certified that district unhoused pupils will be housed by the charter 

school project and enter the certified number of pupils by grade level, if applicable. If the 

user does not know if the district will certify that district unhoused pupils will be housed by 



the charter school project, click "Yes" and leave the pupil section blank. The answer to this 

question can be changed to “No” or the district unhoused pupil amount can be provided 

when it is available on a revised application.  

 

5. Click “Continue” to proceed to the next section of the funding application. 

Below is a zoomed-in example. 

 

Site Information   
In this section, the applicant will provide information about where the project will be located and 

will indicate if the amount reserved for the preliminary apportionment will be increased for costs 

associated with site acquisition.  



 

1. Enter the recommended acreage as it appears in the California Department of Education 

recommended site size letter. 

 

2. Enter the charter school name as it appears in the most recently approved petition for the 

Proposed Project Name.  

 

3. Select the site where the project will be located. All projects must select a school site from 

the list of options. If the exact site where the project will be located is not listed, please email 

OPSCApplicationReviewTeam@dgs.ca.gov to request to add the site to the application 

system. 

 

4. If this is an addition to an existing site, enter the acreage for the existing site. If this is a new 

site, indicate there are zero existing acres. Note that at the preliminary phase, the existing 

acreage information is provided by the applicant. When this application is converted to a 

final apportionment, the existing acres will be provided in the CDE Final Site Approval Letter. 

  

 

 

 

 

 

mailto:OPSCApplicationReviewTeam@dgs.ca.gov


Below is a zoomed-in example. 

  

5. Indicate if the project includes a request for site acquisition funding. 

 

6. If the project includes the acquisition of additional acreage, enter the proposed usable acres 

to be acquired. Note that at the preliminary phase, the proposed acreage information is 

provided by the applicant. When this application is converted to a final apportionment, the 

proposed usable acres will be provided in the CDE Final Site Approval Letter. 

 

7. Enter 50 percent of the appraised value for the proposed property on which the project will 

take place, or 50 percent of the median cost valuation. The appraised value is based on a 

valid appraisal with a valuation date within six months of the OPSC received date for the 

application. See Regulation Section 1859.74.1 for what constitutes a valid appraisal. The 

median cost valuation is calculated by determining a median cost per acre and multiplying it 

by the proposed acres. See Regulation Section 1859.163.2 for requirements for calculating 

the median cost valuation. 

 

8. If 50 percent of the median cost valuation was entered, enter the street intersection that was 

used to calculate the median cost valuation. Leave this section blank if 50 percent of the 

appraised value was entered.  

 



Below is a zoomed-in example. 

 

9. Indicate if the project includes a request for relocation and/or Department of Toxic 

Substances Control (DTSC) costs. Relocation costs are incurred when sites are acquired 

through condemnation/eminent domain. They are not costs to relocate the charter school to 

a new site.  

 

10. If the user indicated the project includes a request for relocation and/or DTSC costs, indicate 

if the applicant is requesting these costs be calculated as 15 percent of the new construction 

base grant or off specific or historical costs.  

 

11. If specific or historical costs are selected, enter 50 percent of the specific of historical 

amount. The specific or historical documentation must be submitted to support the costs.  

 

12. Indicate if the applicant is requesting the 2 percent grant, which provides funding for costs 

involved in the real estate transaction, such as costs for appraisal, escrow, survey, site 

testing, and CDE review/approvals. 

 

13. Click “Continue” to proceed to the next section of the funding application. 

 

 

 

 

 

 

 

 

 

 

 



 

Below is a zoomed-in example. 

 

Project Costs   
In this section, the user will indicate if the project includes certain elements that may increase 

the amount reserved for the preliminary apportionment.  

 



1. Indicate if the project includes a request to increase the preliminary apportionment for costs 

associated with multi-level construction. To qualify for multi-level funding at the preliminary 

apportionment phase, the project will include multilevel construction and will be located on a 

site that is less than 75 percent of the previously provided CDE recommended site size. 

Note that when this application is converted to a final apportionment, the project will need to 

be located on a site that is less than 75 percent of the site size recommended by the CDE 

for the master planned project capacity. This recommended acreage amount will be 

provided in the CDE Final Plan Approval Letter. 

 

2. If the project will include multi-level construction, indicate if the project includes a request to 

increase the preliminary apportionment for costs associated with urban/security/impacted 

site costs. To qualify for urban/security/impacted site funding at the preliminary 

apportionment phase, the project will be located on a site that is less than 60 percent of the 

previously provided CDE recommended acreage amount, the project will include multi-level 

construction, and, if acquiring a site, the value of the site is at least $750,000 per acre. Note 

that when this application is converted to a final apportionment, at least 60% of the 

classrooms in the project will need to be multistory facilities and the project will need to be 

located on a site with Useable Acres that are 60 percent or less of the CDE recommended 

site size. The Usable acres and recommended site size will be provided in CDE Final Plan 

Approval Letter. 

Below is a zoomed-in example. 

 

3. Indicate if the project includes a request to increase the preliminary apportionment for site 

development costs. 

 

4. If site development costs are requested, indicate if the applicant is requesting these costs be 

provided using the calculation of $70,000 per proposed acre for new sites, $70,000 per 

existing acres that are included in the project for additions to existing sites, or based on 

specific or historical costs.  

 

5. If specific or historical costs are selected, enter 50 percent of the specific of historical 

amount. The specific or historical documentation must be submitted to support the costs.  

 

6. If the project includes proposed acreage, indicate if the project includes a request to 

increase the preliminary apportionment for general site costs.  



7. Indicate if the project will be located in a designated geographic area and the project 

includes a request to increase the preliminary apportionment for increased construction 

costs due to the geographical location. To assist in determining the geographic percentage 

amount, please see the Geographical Percent Factor list by county. 

 

8. If the project qualifies for the Small Size Project grant, indicate if the project includes a 

request to include this grant to increase the preliminary apportionment to help with economy 

of scale cost escalation in a smaller sized project. To qualify for this grant, the project must 

house less than 201 pupils. The number of pupils housed in a project is determined by the 

number of classrooms that will be constructed in the project and their grade level and 

loading standard, provided below. Combined projects should include the pupils housed in 

both applications when determining if the project qualifies for this grant. 

 

If the Small Size Project grant is requested, indicate the percentage requested based on the 

number of pupils that will be housed in the project, using the classrooms that will be 

constructed and the following classroom loading standards:  

 

• 25 pupils in each K-6 classroom 

• 27 pupils in each 7-12 classroom 

• 13 pupils in each non-severe Special Day Class (SDC) classroom 

• 9 pupils in each severe SDC classroom 

The Small Size grant will be 12 percent of the new construction base grant for projects that 

house 100 pupils or less, and 4 percent of the new construction base grant for projects that 

house between 101 and 200 pupils.  

9. Click “Continue” to proceed to the next section of the funding application. 

Below is a zoomed-in example. 

 

https://www.dgs.ca.gov/-/media/Divisions/OPSC/Resources/Laws-and-Regulations/SFP_GeoPercentFactor_REGS.ashx?la=en&hash=1953A3E0570ECF68429C6D3F47699C3B1E1A9D59


California School Finance Authority Lease  
The project information entered in the previous sections is used to calculate the State grant 

portion of the preliminary apportionment that will be reserved for this project. Applicants are 

required to match the State grant with either a cash contribution, loan or a combination of the 

two. In this section, the user will indicate if the applicant anticipates requesting a loan for all or a 

portion of the applicant match for this project. The request for a loan and the amount requested 

may be modified on revised applications during the OPSC application review process, and is not 

finalized until the applicant completes the financial soundness process with the California 

School Finance Authority.  

 

1. If the applicant will not be requesting a loan and will be providing a cash contribution for the 

entire matching share, click “No” and then click “Continue” to proceed to the next navigation 

section of the funding application.  

Below is a zoomed-in example. 

 

2. If the applicant will be requesting a loan for all or a portion of their matching share, click 

“Yes.”  

 

3. After “Yes” is selected, a link will appear. To determine the amount to enter for the loan, the 

user may see the estimated preliminary apportionment State grant that was calculated 

based on the information that was previously provided by clicking the highlighted word, 

“here.” 



Below is a zoomed in example.  

 

  

4. The amount listed as the Total Grant Amount will be the State grant that needs to be 

matched by the applicant. The applicant may request a loan for all or a portion of this 

amount. If the applicant does not request a loan or requests a loan for only a portion of the 

amount, the applicant will be required to provide a cash contribution for the remaining 

amount.   

Note that the Total Grant Amount reflects the total amount of bond authority that will be 

reserved for the project. The Total Grant Amount must be reviewed prior to entering an 

amount for the loan for it to reflect the State grant amount. If an amount is entered for a 

loan, it will be included in the Total Grant Amount. 

Below is a zoomed-in example. 

 

5. Enter the amount the applicant would like to request for the loan. 

 

6. Click “Continue” to proceed to the next section of the funding application.  

 

 

 

 



Below is a zoomed-in example. 

 

Project Progress 
In this section, the user indicates if construction contracts have been awarded for the project.  

 

1. Click “No” if the applicant has not awarded construction contracts, then, click “Continue” to 

proceed to the next section of the funding application.  

Below is a zoomed-in example. 

  



1. Click "Yes" if the applicant has awarded construction contracts. 

 

2. Click "Add/Edit Contracts" to enter the contract information. 

Below is a zoomed-in example. 

 

3. Enter all known fields, such as the contract name, award date, type, and amount. The 

contract award date and construction delivery method must be entered for the contract 

information to save.  

The user can add as many contracts as applicable for the project by clicking "Add Contract" 

after a contract is saved. 

 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

4. After the last contract has been entered, the user may close the "Add/Edit Contract" section 

by clicking the "x" in the upper right corner.  

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

5. The user will be returned to the Project Progress section, and the user can review that the 

contract entries are accurately reported for the application. 

 

6. Once the Project Progress section is completed, click "Continue" to proceed to the next 

section of the funding application. 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

 

Certification 
In this final section of the application, the designated representative of the applicant will certify 

to the requirements for submitting a Form SAB 50-09. Only the authorized Charter 

Representative (charter applicants) or District Representative/Superintendent (district 

applicants) may complete the certification section.  



 

1. Enter the date a resolution or other appropriate documentation supporting this application 

under Article 12, Chapter 12.5, Part 10, Division 1, Title 2, commencing with Section 

17078.50, et. seq., of the Education Code was adopted by the School District’s governing 

Board or the governing board or other equivalent authority of the Charter School. This date 

must be prior to the submittal date of the application. 

Below are zoomed-in examples. 

Charter school applicant certification: 

 

 

 



District applicant certification:  

 

2. Read all certifications and click “Yes” to indicate the certifications have been read and the 

applicant agrees to the terms and certification information.  

 

3. Enter the representative’s information. 

 

4. Click "Continue" to proceed to the Review section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Below are zoomed-in examples. 

Charter school applicant information: 

 

 

 

 

 

 

 

 

 

 

 

 

 



School district applicant information: 

  

Review 
After completing the certification section, the user will review all previous sections and make any 

final edits. Any incomplete sections will be flagged with an orange exclamation point, and the 

missing required fields will display with red text as (required).  

 

 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

1. Go to the first page with missing information.  

 

2. Click “Edit Page” at the bottom of the page.  

 

 

 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

1. Enter any missing information.  

 

2. Click “Continue” to save the information. 

 

 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

3. Once all required entries are completed, the left navigation will display only green 

checkmarks.  

 

4. If the authorized Charter School Representative (charter school applicants) or District 

Representative (district applicants) is entering the application information, at this point they 

may click “Submit” on the left navigation screen. This will take them back to the certification 

page where they can click “Continue” to proceed to the Submit section.  

 

 



Below are zoomed-in examples. 

 

 

 



5. If a delegate to the charter school or district is entering the application, they may click 

“Submit” on the left navigation screen to proceed to the Submit section, but they will not be 

able to submit the application. The buttons used to indicate the required documents have 

been uploaded, upload documents, and to certify and submit the paperless application will 

be deactivated.  

Delegates may upload the required documents from the Application Dashboard and copy a 

link to send to the representative so they may submit the application. To get to the 

Application Dashboard, click “Application” in the top left corner or “Application Dashboard” in 

the bottom right corner. For instructions on how to upload documents and copy a link from 

the Application Dashboard, refer to the “Application Dashboard” section further down in this 

manual.  

Below is a zoomed-in example. 

 

Submit and Upload Documents 
In this section, the authorized Charter School Representative or District 

Representative/Superintendent will upload all supporting documents, complete the final 

certification, and submit the paperless application.  



 

1. Click the blue "Upload file(s)" button to upload any supporting files for this application.  

Below is a zoomed-in example. 

 



2. Click “Browse Files” to locate the documents. Prior to uploading any documents, review the 

file names for accuracy. Once documents are uploaded, applicants cannot edit file names. 

When uploading documents that are larger than 20 MB, please either resize to less than 20 

MB or submit in multiple parts that are less than 20 MB. 

  

3. After a document has been selected, it will be listed under the File Name column. Select a 

Document Type and Description from the drop-down box. If there is no Document Type and 

Description listed that accurately identifies the document, click “Other” in both fields.  

 

4. After all files have been selected and identified, click “Upload Files” to upload the files to the 

application.  

 

5. If a file was selected in error and needs to be removed, click “Remove” next to the file name 

to remove the file prior to uploading. If “Upload Files” has been clicked, but the file has not 

been identified as uploaded, click “Cancel” and the upload process will be cancelled, and 

the file can be removed. Once a file has been uploaded, the user will not be able to remove 

it. 

 

 

 

 

 

 

 

 



Below is a zoomed in example. 

  

6. Once the documents have been uploaded, the text Successfully Uploaded will display 

underneath the document file name. After all documents have been uploaded, close the 

Upload Files section by clicking "Done." 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

7. After the documents have been uploaded, click the box indicating all required documents 

have been uploaded.  

 

8. Next, click the final certification box then click “Submit Paperless Application” to submit the 

application.  

Reminder: only an Authorized District Representative or Charter School Representative can 

submit the application. 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

 

9. After submittal, the user will proceed to a confirmation page displaying the assigned 

application number for the project. The user may notate the application number, submittal 

date and nickname for future access. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

10. At the confirmation page, the user may do the following: 

• Upload additional documents after the submittal by clicking "Upload Remaining Files" 

• View a list of required documents by clicking “Review Required Documents” 

• Download a PDF version of the online application by clicking on “Download Completed 

Form.”  

• Go to the dashboard for this application by clicking “Go to Application Dashboard.” 

 

 

 

 

 

 

 

 

 

 

 



 

Below is a zoomed in example. 

 

11. At this point, the application submittal process is complete. To go to the dashboard for this 

application, click “Go to Application Dashboard.” 

 

Creating an Application for Charter Preliminary Apportionment 

(Form SAB 50-09) in OPSC Online – Rehabilitation 
 

User Dashboard 
Upon login, the user is directed to the user dashboard. The user dashboard displays all 

applications created by authorized users. The District Representative and Superintendent can 

review all district-specific applications. District Delegates can view applications for all school 

districts they are authorized to access. The Charter School Representative and Charter School 

Delegates can view CSFP applications for all school districts they are authorized to access. 

Users can create a Form SAB 50-09, check existing applications' statuses, and view drafted 

applications not yet submitted from the user dashboard. Note that once a Form SAB 50-09 has 

been created, any revisions to the Form should be made on the application dashboard for the 

specific Form SAB 50-09. Additional, new Form SAB 50-09s should not be created unless they 

are for new applications.  

To sort applications, click on any column header. Users can search for an application by 

entering the application number in the search field and clicking "Search All." All Forms (funding, 



grant agreement, fund release, or expenditure report) submitted for that application will appear. 

Note that Form SAB 50-04s are not created from the user dashboard; they are created from the 

application dashboard of the applicable, submitted Form SAB 50-09. 

Below is an example of the user dashboard. Refer to Section 1 of this user manual for more 

information on navigating the user dashboard. 

 

 

Create New Application  
This section collects information necessary to create the application, such as the type of 

application (new construction or rehabilitation) and the district where the project will be located. 

The district selected will determine the county the project is located in, which will determine the 

Region classification for the application. Regions are defined in School Facility Program (SFP) 

Regulations, Section 1859.2, under Region One, Region Two, Region Three, and Region Four.  

1. To create a Form SAB 50-09, click "Create New SFP Funding Application" on the main user 

dashboard page. This will take the user to the Create New Application page.  

 

Note that users with delegate access can prepare the application. However, only the Charter 

Representative (charter school applicants) or District Representative/Superintendent (district 

applicants) can submit an application.  

Below is a zoomed-in example. 

 

2. Click “No” to indicate the applicant has not applied for or a Charter School Facilities Program 

Preliminary Apportionment for this project/application. 



 

If the user selects "Yes," they will be directed to return to the OPSC Online Dashboard and 

select the project from the list of existing program applications to either create a draft of the 

previously submitted Form SAB 50-09 or create a linked application to convert the 

preliminary apportionment to a final apportionment.  

If the user selects "No," they will be prompted to continue entering the required information 

for a new Form SAB 50-09.  

Below are zoomed-in examples.

  

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

3. Select the applicable School District or COE from the list of options. The applicable School 

District or COE serves the same grade level that will be housed in the CSFP project and is 

where the project will be physically located. The selected District/COE may be different than 

the charter authorizer. 

 

4. Select "Charter Preliminary Apportionment" as the Funding Program Type from the list of 

options. 

Note that if this is a combined project (e.g., New Construction and Rehabilitation), or if this 

project is not located in a Unified School District and includes grade levels served by multiple 

districts (i.e., an elementary and high school district), a separate application must be created 

for each project type and/or district. Combined projects and projects submitted under multiple 

districts are visible from the user dashboard and are identified by a common Project Tracking 

Number (PTN) and school/site location. 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

5. Select the High School Attendance Area (HSAA), if applicable. Charter school applicants 

may need to verify with the district if an HSAA should be used and which HSAA the charter 

school site is located in. 

  

6. Enter the required PTN. The PTN is used by the Division of the State Architect (DSA), 

California Department of Education (CDE), and OPSC to identify a project. The user will not 

be able to proceed without entering the PTN. Instructions for generating a PTN can be found 

in the PTN User Guide under the Resources tab.  

 

7. Enter an application nickname. The nickname can be any identifying name of the applicant's 

choice. 

 

8. Click "Continue" to enter additional application information. 

 

 

 

 

 

 

 



Below is a zoomed-in example.  

 

9. Select the type of funding application from a list of options (e.g., New Construction, 

Rehabilitation.) 

 

10. Click “Rehabilitation,” then click "Continue" to advance to the Information and Instruction 

page. 

 

 

 

 

 

 



Below is a zoomed in example.  

 
11. From the Information and Instruction page, click "Start Application" to advance to the 

application.  

 

Application Details 
The Form SAB 50-09 is comprised of 11 sections (as listed on the navigation pane on the left-

hand side of the screen). 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

The first section of the application is Application Details. This section identifies the applicant, 

provides the petition approval date, and indicates if this is a combination application (new 

construction and rehabilitation; multiple districts). Note that a separate application must be 

submitted for the combination application.  

New construction applications that are a combination project with a rehabilitation application will 

receive the 40 points generated by the rehabilitation application, provided in SFP Regulations, 

Section 1859.164.1(d). Rehabilitation applications that are a combination project with a new 



construction application will receive any points the new construction application is eligible to 

receive for relieving overcrowding in an overcrowded district, provided in SFP Regulations, 

Section 1859.164.1(d). An application that qualifies for preference points for relieving 

overcrowding in an overcrowded district may receive between 4-40 points.  

 

1. Indicate if the charter school is the applicant or if a school district is applying on behalf of the 

applicant. Districts may only submit applications for projects that will be physically located 

within their district boundaries and that will serve the same grade level the district is 

approved to serve. The district must be the applicant for a non-autonomous (district 

dependent) Charter School.  

 

2. If the charter school is the applicant, provide the legal name of the applicant. This will be the 

name of the entity that will appear on program agreements and fund release warrants. This 

may be the individual charter school or the charter school organization operating the charter 

school.  

 

3. Enter the most recent date the petition was approved, revised or renewed. 

 

4. Indicate if this is a combined application (new construction and rehabilitation; a separate 

application must be submitted for the new construction portion.) New construction 

applications that are combination projects with a rehabilitation application will receive the 40 

points generated by the rehabilitation application. Rehabilitation applications that are 

combination projects with a new construction application will receive any points the new 

construction application is eligible to receive for relieving overcrowding in an overcrowded 

district.  

If the applicant indicates this is a combined application, an additional box will appear for the 

additional application number. Provide the additional application number, if available. The 

application number field may be left blank and provided on a later application version if the 

applicant does not have the additional application number.  

5. Click “Continue” to proceed to the next section of the funding application. 

 



Below is a zoomed-in example. 

 

Preference Points  
In this section, the applicant will provide the information necessary to assign the preference 

points for Non-Profit Entity, provided in SFP Regulations, Section 1859.164.1(c), and Low 

Income, provided in SFP Regulations, Section 1859.164.1(a). Non-Profit Entity is defined in SFP 

Regulations, Section 1859.2.  

 

1. Indicate if the entity operating the charter school meets the definition of a Non-Profit Entity, 

which is defined in School Facility Program (SFP) Regulation Section 1859.2 as an entity 

that is organized and operated for purposes of not making a profit under the provisions of 

the federal Internal Revenue Code Section 501(c)(3), or is organized as/operated by a 



nonprofit public benefit corporation, pursuant to State Corporations Code, Title 1, Division 2, 

Part 2, Section 5110, et seq. 

 

2. Enter the most current Free and Reduced Price Meals percentage approved by the 

California Department of Education (CDE) and published on their DataQuest website as of 

the application deadline for the CSFP funding round. Applicants may use the highest 

percentage that belongs to either the charter school, the school district where the charter 

school is or will be located, or another public school located within the Charter School 

General Location. The Charter School General Location is defined in SFP Regulation 

Section 1859.2 as a minimum of a one-mile radius to a maximum of a three-mile radius from 

the present or proposed location of the Charter School project as identified in the chartering 

agreement. 

 

3. Indicate if the entered Free and Reduced Priced Meal percentage belongs to the charter 

school, school district, or another public school located within the Charter School General 

Location.  

If the Free and Reduced Priced Meal Percentage belongs to another public school, enter the 

school’s name and address.    

4. Click “Continue” to proceed to the next section of the funding application. 

Below is a zoomed-in example. 

 

https://dq.cde.ca.gov/dataquest/


Funding Matrix Criteria   
In this section, the applicant will provide the information necessary to assign the urban, 

suburban, or rural locale, charter school size, and charter school grade level funding matrix 

categories. Urban Locale, Suburban Locale and Rural Locale, and Small Charter School, 

Medium Charter School, and Large Charter School are defined in SFP Regulations, Section 

1859.2.  

 

1. Select the locale for the charter school. Locale is determined by the locale code classified by 

the National Center for Education Statistics (NCES) on their website: Search for Public 

Schools (ed.gov).  

• Rural: NCES codes 31, 32, 33, 41, 42, and 43.  

• Suburban: NCES codes 21, 22, and 23.  

• Urban: NCES codes 11, 12 and 13. 

 

2. Enter the charter school’s current enrollment listed on the California Department of 

Education’s DataQuest website as of the application deadline for the CSFP funding round. 

 

3. Enter the highest grade level the charter school is approved to serve in the most recently 

approved petition, regardless of the grade levels included in the project.  

 

4. Click “Continue” to proceed to the next section of the funding application. 

 

 

 

 

 

 

https://nces.ed.gov/ccd/schoolsearch/
https://nces.ed.gov/ccd/schoolsearch/
https://dq.cde.ca.gov/dataquest/


Below is a zoomed-in example. 

 

Project Capacity   
In this section, the applicant will indicate the number of classrooms that will be rehabilitated in 

the project. The classrooms reported will be used to calculate the project capacity cap to the 

rehabilitation base grant portion of the preliminary apportionment. The project capacity cap is 

required per SFP Regulations, Section 1859.163.5(a). 



 

 

1. Enter the total number of eligible classrooms by grade level that will be rehabilitated in the 

project. To be eligible, a classroom must be at least 15 years of age or older as of the date 

the application is received by OPSC. An eligible rehabilitation project must contain at least 

one classroom. 

 

2. Indicate if this is a 6-8 school. If this is a 6-8 school, indicate that all K-6 classrooms house 

6th graders. 

 

3. Click “Continue” to proceed to the next section of the funding application. 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

Site Information   
In this section, the applicant will provide information about where the project will be located. 

 



1. Enter the recommended acreage as it appears in the California Department of Education 

(CDE) recommended site size letter. 

 

2. Enter the charter school name as it appears in the most recently approved petition for the 

Proposed Project Name.  

 

3. Enter the existing acres available to the charter school at the district owned site. Note that at 

the preliminary phase, the existing acreage information is provided by the applicant. When 

this application is converted to a final apportionment, the existing acres will be provided in 

the CDE Final Plan Approval Letter. 

 

4. If this application is combined with a new construction application that includes site 

acquisition, enter the proposed usable acres that will be acquired. Note that at the 

preliminary phase, the proposed acreage information is provided by the applicant. When this 

application is converted to a final apportionment, the proposed acres will be provided in the 

CDE Final Site Approval Letter. 

 

5. Select the site where the project will be located. All projects must select a school site from 

the list of options. If the exact site where the project will be located is not listed, please email 

OPSCApplicationReviewTeam@dgs.ca.gov to request to add the site to the application 

system. 

 

6. Click “Continue” to proceed to the next section of the funding application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:OPSCApplicationReviewTeam@dgs.ca.gov


Below is a zoomed-in example. 

 

 

 

Project Costs   
In this section, the user will provide the eligible square footage that will be rehabilitated and 

indicate if the project includes certain elements that may increase the amount reserved for the 

preliminary apportionment.  



 

1. Enter the eligible non-toilet and toilet area that will be rehabilitated in the project. To be 

eligible, the area entered is at least 15 years of age or older as of the date the application is 

received by OPSC. For purposes of the Preliminary Charter School Rehabilitation 

Apportionment, eligible square footage is defined as the total enclosed exterior square 

footage of the school buildings. For multilevel buildings, include the square footage at each 

level. 

Below is a zoomed in example. 

 

 

2. Indicate if the project will be located in a designated geographic area and if the project 

includes a request to increase the preliminary apportionment for increased construction 

costs due to the geographical location. To assist in determining the geographic percentage 

amount, please see the Geographical Percent Factor list by county. 

 

3. If the project qualifies for the Small Size Project grant, indicate if the project includes a 

request to include this grant to increase the preliminary apportionment to help with economy 

https://www.dgs.ca.gov/-/media/Divisions/OPSC/Resources/Laws-and-Regulations/SFP_GeoPercentFactor_REGS.ashx?la=en&hash=1953A3E0570ECF68429C6D3F47699C3B1E1A9D59


of scale cost escalation in a smaller sized project. To qualify for this grant, the project must 

house less than 201 pupils. The number of pupils housed in a project is determined by the 

number of classrooms that will be rehabilitated in the project and their grade level and 

loading standard, provided below. Combined projects should include the pupils housed in 

both applications when determining if the project qualifies for this grant.   

If the Small Size Project grant is requested, indicate the percentage requested based on the 

number of pupils that will be housed in the project, using the classrooms that will be 

rehabilitated and the following classroom loading standards:  

• 25 pupils in each K-6 classroom 

• 27 pupils in each 7-12 classroom 

• 13 pupils in each non-severe Special Day Class (SDC) classroom 

• 9 pupils in each severe SDC classroom 

The Small Size grant will be 12 percent of the rehabilitation base grant for projects that 

house 100 pupils or less, and 4 percent of the rehabilitation base grant for projects that 

house between 101 and 200 pupils.  

Below is a zoomed-in example. 

 

4. Indicate if the project includes a request to increase the preliminary apportionment for costs 

associated with urban/security/impacted site costs. To qualify for urban/security/impacted 

site funding at the preliminary apportionment phase, the project will be located on a site that 

is less than 60 percent of the previously provided CDE recommended acreage amount. 

Note that when this application is converted to a final apportionment, the project will need to 

be located on a site with Useable Acres that are 60 percent or less of the CDE 

recommended site size. The Usable acres and recommended site size will be provided in 

CDE Final Plan Approval Letter. 

 

5. Indicate if the project will include any new two-stop elevator(s) required to be included in the 

project by the Division of the State Architect (DSA) and indicate how many will be included. 

 

6. If the project will include any new two stop elevator(s), indicate if the two-stop elevator(s) will 

have an additional stop and indicate the number of additional stops.  

 

7. Click “Continue” to proceed to the next section of the funding application. 

 

 



Below is a zoomed-in example. 

 

California School Finance Authority Lease  
The project information entered in the previous sections is used to calculate the State grant 

portion of the preliminary apportionment that will be reserved for this project. Applicants are 

required to match the State grant with either a cash contribution, loan or a combination of the 

two. In this section, the user will indicate if the applicant anticipates requesting a loan for all or a 

portion of the applicant match for this project. The request for a loan and the amount requested 

may be modified on revised applications during the OPSC application review process and is not 

finalized until the applicant completes the financial soundness process with the California 

School Finance Authority.  

 

1. If the applicant will not be requesting a loan and will be providing a cash contribution for the 

entire matching share, click “No” and then click “Continue” to proceed to the next navigation 

section of the funding application.  



Below is a zoomed-in example. 

 

2. If the applicant will be requesting a loan for all or a portion of their matching share, click 

“Yes.” 

 

3. After “Yes” is selected, a link will appear. To determine the amount to enter for the loan, the 

user may see the estimated preliminary apportionment State grant that was calculated 

based on the information that was previously provided by clicking the highlighted word, 

“here.” 

Below is a zoomed in example.  

 

4. The amount listed as the Total Grant Amount will be the State grant that needs to be 

matched by the applicant. The applicant may request a loan for all or a portion of this 

amount. If the applicant does not request a loan or requests a loan for only a portion of the 

amount, the applicant will be required to provide a cash contribution for the remaining 

amount.   

Note that the Total Grant Amount reflects the total amount of bond authority that will be 

reserved for the project. The Total Grant Amount must be reviewed prior to entering an 

amount for the loan for it to reflect the State grant amount. If an amount is entered for a 

loan, it will be included in the Total Grant Amount. 

 

 

 

 



Below is a zoomed-in example. 

 

5. Enter the amount the applicant would like to request for the loan. 

 

6. Click “Continue” to proceed to the next section of the funding application.  

Below is a zoomed-in example. 

 

Project Progress 
In this section, the user indicates if construction contracts have been awarded for the project.  

 



1. Click “No” if the applicant has not awarded construction contracts, then, click “Continue” to 

proceed to the next section of the funding application.  

Below is a zoomed-in example. 

  

2. Click "Yes" if the applicant has awarded construction contracts. 

 

3. Click "Add/Edit Contracts" to enter the contract information. 

Below is a zoomed-in example. 

 

4. Enter all known fields, such as the contract name, award date, type and amount. The 

contract award date and construction delivery method must be entered for the contract 

information to save.  

The user can add as many contracts as applicable for the project by clicking "Add Contract" 

after a contract is saved. 

 

 



Below is a zoomed-in example. 

 

5. After the last contract has been entered, close the "Add/Edit Contract" section by clicking the 

"x" in the upper right corner.  

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

6. The user with then be returned to the Project Progress section, and the user can review that 

the contract entries are accurately reported for the application. 

 

7. Once the Project Progress section is completed, click "Continue" to proceed to the next 

section of the funding application. 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

 

Certification 
In this final section of the application, the designated representative of the applicant will certify 

to the requirements for submitting a Form SAB 50-09. Only the authorized Charter 

Representative (charter applicants) or District Representative/Superintendent (district 

applicants) may complete the certification section.  



 

1. Enter the date a resolution or other appropriate documentation supporting this application 

under Article 12, Chapter 12.5, Part 10, Division 1, Title 2, commencing with Section 

17078.50, et. seq., of the Education Code was adopted by the School District’s governing 

Board or the governing board or other equivalent authority of the Charter School. This date 

must be prior to the submittal date of the application. 

Below are zoomed-in examples. 

Charter school applicant certification: 

 

 

 



District applicant certification:  

 

2. Read all certifications and click “Yes” to indicate the certifications have been read and the 

applicant agrees to the terms and certification information.  

 

3. Enter the representative’s information. 

 

4. Click "Continue" to proceed to the Review section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Below are zoomed-in examples. 

Charter school applicant information: 

 

 

 

 

 

 

 

 

 

 

 

 

 



School district applicant information: 

  

Review 
After completing the certification section, the user will review all previous sections and make any 

final edits. Any incomplete sections will be flagged with an orange exclamation point, and the 

missing required fields will display with red text as (required). 

 

 

 

 

 

 

 

 

 

 

 

 



 

Below is a zoomed-in example. 

 

1. Go to the first page with missing information.  

 

2. Click “Edit Page.”  

 

 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

3. Enter any missing information.  

 

4. After all missing information has been entered, click “Continue” to save the information. 

 

 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

5. Once all required entries are completed, the left navigation will display only green 

checkmarks.  

 

6. If the authorized Charter School Representative (charter school applicants) or District 

Representative (district applicants) is entering the application information, at this point they 

may click “Submit” on the left navigation screen. This will take them back to the certification 

page where they can click “Continue” to proceed to the Submit section.  

 

 



Below are zoomed-in examples. 

 

 



7. If a delegate to the charter school or district is entering the application, they may click 

“Submit” on the left navigation screen to proceed to the Submit section, but they will not be 

able to submit the application. The buttons used to indicate the required documents have 

been uploaded, upload documents, and to certify and submit the paperless application will 

be deactivated.  

Delegates may upload the required documents from the Application Dashboard and copy a 

link to send to the representative so they may submit the application. To get to the 

Application Dashboard, click “Application” in the top left corner or “Application Dashboard” in 

the bottom right corner. For instructions on how to upload documents and copy a link from 

the Application Dashboard, refer to the “Application Dashboard” section further down in this 

manual.   

Below is a zoomed-in example. 

 

Submit and Upload Documents 
In this section, the authorized Charter School Representative or District 

Representative/Superintendent will upload all supporting documents, complete the final 

certification, and submit the paperless application.  



 

1. Click the blue "Upload file(s)" button to upload any supporting files for this application.  

Below is a zoomed-in example. 

 



2. Click “Browse Files” to locate the documents. Prior to uploading any documents, review the 

file names for accuracy. Once documents are uploaded, applicants cannot edit file names. 

When uploading documents that are larger than 20 MB, please either resize to less than 20 

MB or submit in multiple parts that are less than 20 MB. 

  

3. After a document has been selected, it will be listed under the File Name column. Select a 

Document Type and Description from the drop-down box. If there is no Document Type and 

Description listed that accurately identifies the document, click “Other” in both fields. 

  

4. After all files have been selected and identified, click “Upload Files” to upload the files to the 

application.  

 

5. If a file was selected in error and needs to be removed, click “Remove” next to the file name 

to remove the file prior to uploading. If “Upload Files” has been clicked, but the file has not 

been identified as uploaded, click “Cancel” and the upload process will be cancelled, and 

the file can be removed. Once a file has been uploaded, the user will not be able to remove 

it. 

 

 

 

 

 

 

 



Below is a zoomed in example. 

  

6. Once the documents have been uploaded, the text Successfully Uploaded will display 

underneath the document file name. After all documents have been uploaded, close the 

Upload Files section by clicking "Done." 

 

 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

7. After the documents have been uploaded, click the box indicating all required documents 

have been uploaded.  

 

8. Next, click the final certification box then click “Submit Paperless Application” to submit the 

application.  

Reminder: only an Authorized District Representative or Charter Representative can submit 

the application. 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

 

9. After submittal, the user will proceed to a confirmation page displaying the assigned 

application number for the project. The user may notate the application number and 

nickname from the main dashboard for future access. 

 

 

 

  

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

10. At the confirmation page, the user may do the following: 

• Upload additional documents after the submittal by clicking "Upload Remaining Files" 

• View a list of required documents by clicking “Review Required Documents” 

• Download a PDF version of the online application by clicking on “Download Completed 

Form.”  

• Go to the dashboard for this application by clicking “Go to Application Dashboard.” 

 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed in example. 

 

11. At this point, the application submittal process is complete. To go to the dashboard for this 

application, click “Go to Application Dashboard.” 

Revising a Form SAB 50-09 
After a Form SAB 50-09 is submitted it will go through the OPSC review process. As part of this 

process, OPSC often requests revisions be made to the Form SAB 50-09. Revisions should be 

made to the most recent Form SAB 50-09 that was submitted.  

Application Dashboard 

The Application Dashboard will have all application versions and uploaded documents for a 

specific application. From the application dashboard, users can upload additional documents, 

create drafts of the submitted application for revisions, and edit the application nickname and 

PTN. 



 

Create a Duplicate Draft 
1. Click “Options” next to the most recent version of the Form in the Submitted Versions box on 

the Application Dashboard.  

 

2. Click “Duplicate As Draft.” 

Below is a zoomed in example.  

 

3. The draft will appear below in a Drafts box.  

 

4. Click anywhere in the white area of the created draft to open the new draft.  

Below is a zoomed in example.  



 

5. All information from the previously submitted Form will be on the draft, except for the 

certifications. Click edit at the bottom of the section your need to edit, make your edits and 

then re-certify and submit the application. Refer to the Certification, Review, and Submit and 

Upload Documents sections for directions on this process. 

 

Below is a zoomed in example 

 

  



Updating the Application Nickname 
1. Click on the pencil icon next to the current nickname on the Application Dashboard. 

 

2. Type in the new nickname. 

 

3. Click “Change Name.” 

Below is a zoomed in example. 

 

Updating the PTN 
 

1. Click the pencil icon next to the current PTN on the Application Dashboard. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed in example. 

 
1. Click on the “X” next to the current PTN to delete it. If applicable 

 

2. Next, type in the new or additional PTN and press the Enter key to save it. 

 

3. Click “Save” to save all changes and close the box.  

 
 



Upload Additional Documents 
Users can upload additional documents by clicking “Upload File” from the Application 

Dashboard and following the steps that were previously provided for uploading documents.  

Below is a zoomed in example. 

 

Copy Application Link 
Users can copy a link to the application by clicking on “Options” and then clicking “Copy Link” on 

the Application Dashboard. The link can then be sent to the Charter School or District 

Representative. The Representative can then access the application through the link.   

Below is a zoomed in example. 

 

Reviewing the Application Status 
After submitting a Form SAB 50-04, OPSC staff will process applications by the date order of 

submission, and the user may monitor the processing of its application by reviewing the 

application status. For instance, the application may have the status of Submitted, 15-Day 

Letter, 4-Day Letter, and SAB Approved. 

The status for an application can be found in the Status column on the User Dashboard or on 

the Application Dashboard for the specific application.  



Below is an example of the User Dashboard. 

 

Below is an example of the Application Dashboard. 

 

Creating a Charter Application for Funding (Form SAB 50-04) in 

OPSC Online – New Construction  

Introduction 
If an applicant previously submitted an Application for Preliminary Apportionment (Form SAB 

50-09) and meets all program requirements to convert a preliminary apportionment to a final 

apportionment, the applicant may submit an Application for Funding (Form SAB 50-04.) Note 

that a Form SAB 50-04 must be submitted prior to the occupancy of any classrooms in a new 

construction project, per SFP Regulations, Section 1859.70 (a).    



User Dashboard 
Upon login, the user is directed to the user dashboard. The user dashboard displays all 

applications created by authorized users. The District Representative and Superintendent can 

review all district-specific applications. District Delegates can view applications for all school 

districts they are authorized to access. The Charter School Representative and Charter School 

Delegates can view CSFP applications for all school districts they are authorized to access. 

Users can create a Form SAB 50-04 to convert a preliminary apportionment to a final 

apportionment, check existing applications' statuses, and view drafted applications not yet 

submitted from the user dashboard.  

To sort applications, click on any column header. Users can search for an application by 

entering the application number in the search field and clicking "Search All." All Forms (funding, 

grant agreement, fund release, or expenditure report) submitted for that application will appear. 

Note that Form SAB 50-04s for CSFP applications are not created from the user dashboard; 

they are created from the application dashboard of the applicable, submitted Form SAB 50-09. 

Below is an example of the user dashboard. Refer to Section 1 of this user manual for more 

information on navigating the user dashboard. 

 

1. To create a Form SAB 50-04 for a CSFP project, click on the Form SAB 50-09 application 

for the charter school from the listed applications. The Project Type for a New Construction 

Form SAB 50-09 will be Charter NC.  The Project Type for a New Construction Form SAB 

50-04 will be Final Charter NC.   

Below is a zoomed-in example. 

  

2. This will take you to the application dashboard for the application. 



 

Create Linked 50-04  
1. To create a linked Form SAB 50-04, click on "Create Linked Final Charter" on the left-hand 

navigation on the preliminary apportionment’s application dashboard. 

 

 

Below is a zoomed-in example. 

 

Please note that users with delegate access can prepare the Funding Application. However, 

only the Charter Representative (charter school applicants) or District Representative 

Superintendent (district applicants) can submit an application.  



2. Once selected, the application system will ask the user for the funding application type and 

application nickname. Note that the field, Select a linked application type will auto-populate 

with Funding Phase 50-04 Charter as shown below. 

 

3. Select “New Construction” as the type of funding application. 

 

4. Enter an application nickname. The nickname can be any identifying name the applicant 

chooses. 

 

5. Once all fields are completed, click "Create Linked App" to begin the application process. 

Below is a zoomed-in example. 

  

6. The text Successfully Created will be displayed, and another application component will 

appear on the left-hand side of the application's dashboard, located above the 50-09 tile.  

 



7. Click anywhere in the white box area that says "Draft" to access the Form SAB 50-04 

Application Dashboard. This will take you to the application dashboard for the Form SAB 50-

04. The box under the text “50-04” that was previously white will now be blue. 

 

 

 

 

 

 

 

 

 

 

 

Below is a zoomed-in example. 

 



8. Click anywhere in the white row in the center of the page that says "Draft" to begin the 

application process. 

 

 

 

Below is a zoomed-in example. 

 

Site Info  
The Form SAB 50-04 is comprised of 12 sections (as listed on the navigation pane on the left-

hand side of the screen). 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

Below is a zoomed-in example. 



 

The first section of the application is Site Info. This section provides information about where the 

project is located and California Department of Education (CDE) approval dates.   



 

1. Click “Edit Page” to enter information.  

 

 

 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed in example. 

 

Indicate where the project will be located from the list of available options: 

• Leased Site: The project is on a district site that is not owned by the district and meets 

the requirements outlined in School Facility Program (SFP) Regulation Section 1859.22. 

Do not select leased site if the charter school is leasing a site from a district and the site 

is owned by the district. 

• New Site: The project will be on a new school with no pre-existing buildings. School sites 

with buildings and classrooms that have been completely demolished are not considered 

new sites. 

• Existing Site with Additional Acreage Acquired: The project will include acquiring 

additional land to the existing school site. 

• Existing Site with No Additional Acreage Acquired: The project will not include acquiring 

additional land to the existing school site. 

Note that the field, "Select the appropriate school or site for this application" will auto-populate 

with the school or site that was selected on the Form SAB 50-09. If the site listed is incorrect, 



please email OPSCApplicationReviewTeam@dgs.ca.gov to request to add or correct the site in 

the application system. 

Below is a zoomed in example. 

 

2. If this application includes site acquisition, enter the date of the CDE final site approval 

letter. 

 

3. Enter the date of the CDE final plan approval letter. 

 

4. Enter the CDE recommended acres for the master plan capacity of the site and the CDE 

recommended site size provided in the CDE final plan approval letter.  

 

5. Enter the existing acres: 

• If this is an addition to an existing site without additional acreage acquired, enter the 

existing acres provided in the CDE final plan approval letter.  

• If this is an addition to an existing site with additional acreage acquired, enter the 

existing acres at the site prior to acquiring the additional acres provided in the CDE final 

site approval letter. Do not include the additional acres acquired. 

• If this is a new construction project on a new site, enter zero (0) existing acres.  

 

6. If this application includes site acquisition, enter the Proposed Useable Acres (not Gross 

Acres) that were approved by CDE for acquisition. The Proposed Useable Acres can be 

located in the CDE final site approval letter.   

 

7. Once the “Site Info” section is completed, click “Continue” to proceed to the next section of 

the funding application. 

mailto:OPSCApplicationReviewTeam@dgs.ca.gov


Below is a zoomed in example. 

 

Project Type  
This section identifies if the project is for an elementary, middle or high school charter and 

indicates the number of pupil grants requested for funding.   



 

1. Indicate if the project type is for an elementary, middle or high school charter based on the 

highest grade level the charter school was approved to serve in the petition that was 

submitted with the Form SAB 50-09, using the following grade configurations: 

• K-6 Elementary School 

• 7-8 Middle School 

• 9-12 High School 

The project type selected should be the same as the project type that was selected on the 

approved Form SAB 50-09.  

 

2. Indicate the number of pupil grants that are being requested. The number of pupil grants 

requested may be equal to or less than the grants requested by grade level on the Form 

SAB 50-09. The applicant may not request more pupil grants, even if they were reserved on 

the Form SAB 50-09, than will be housed by the classrooms constructed in the new 

construction project, using the following classroom loading standards: 

• K-6     25 pupil grants per classroom 

• 7-12     27 pupil grants per classroom 

• Special Day Class Non-Severe 13 pupil grants per classroom 

• Special Day Class Severe  9 pupil grants per classroom 

 

3. Indicate if this is a 6-8 school.  

 

4. If this is a 6-8 school, indicate that all K-6 pupils requested are 6th graders. 

  

5. Indicate if this is an Alternative Education School. An alternative education school is a 

community day, a county community, a county community day, or a continuation high school 

as defined in SFP Regulation Section 1859.2. 

 



6. Once the “Project Type” section is completed, click “Continue” to proceed to the next section 

of the funding application. 

Below is a zoomed in example.  

 

Additional Grant Request  
In this section, the user will indicate if the project includes certain elements that qualify for 

additional grants to increase the amount of funding provided at the final apportionment.  

1. Indicate the number of classrooms in the Division of the State Architect (DSA) approved 

plans.  

2. Next, indicate if the project will include the construction of multi-level classrooms meeting 

the requirements in SFP Regulation Section 1859.73. If you select yes, an additional data 

entry screen will appear. 

 

3. If multi-level classrooms will be constructed, indicate number of multi-level classrooms 

constructed by grade level and the number of pupils that will be housed in the multi-level 

classrooms by grade level. The number of pupils housed cnanot be more than the number 



of pupil grants requested by grade level. Enter zero for any grade level that does not include 

multilevel classrooms.  

 

4. Next, if multi-level classrooms will be constructed, indicate if the applciant is requesting the 

additional grant for multilevel construction 

 

5. Click “No” to the question regarding district enrollment. CSFP applications are not eligible to 

receive this grant.  

Below is a zoomed in example.    

 

6. Next, indicate if the project will include site acquisition.  

 

7. If no, enter zero for the 50 Percent Actual Cost, Appraised Value and Relocation Cost. 

 

8. If yes, enter the following 50 percent values: 

• Actual Cost – This cost is the price the applicant paid for the site and is usually listed as 

the Sales Price of Total Consideration. Do not include in the purchase price additional 

costs that are funded by the two percent grant, such as title charges and escrow fees on 



the subject property. Site acquisition funding will be based on the lesser of the actual 

cost or the appraised value.  

• Appraised Value – This cost is based on a valid appraisal with a valuation date within six 

months of the OPSC received date for the application. See Regulation Section 

1859.74.1 for what constitutes a valid appraisal. Site acquisition funding will be based on 

the lesser of the actual cost or the appraised value.  

• Relocation cost – This cost pertains to displaced businesses and residents when the site 

is acquired through imminent domain or for the relocation of a district facility that will be 

displaced by a district-owned site application. The cost must conform to Title 25, 

California Code of Regulations, Section 6000, et seq. If the project does not qualify for 

relocation costs, enter zero.  

 

9. An amount equal to two percent of the lesser of the full actual cost or the appraised value 

(100 percent value) will auto populate for the 2 percent grant, which provides funding for 

appraisal, escrow, survey, site testing, CDE review/approvals, and the preparation of the 

Phase One Environmental Site Assessment (POESA) and the Preliminary Environmental 

Assessment (PEA.)  

 

10. Next enter 50 percent of fees paid to the Department of Toxic Substances (DTSC) Control 

for DTSC review, approval, and oversight of the POESA and PEA. Do not enter any fees 

paid to DTSC for review and oversight of the preparation and implementation of the 

Response Action (RA). If no costs were incurred, enter zero.  

 

11. Enter 50 percent of any hazardous waste removal costs that were required in a RA by 

DTSC. Include in this amount, any fees paid to DTSC for review and oversight of the 

preparation and implementation of the RA. The costs may not include continuous 

operational and maintenance costs associated with the RA. If no costs were incurred, enter 

zero.  

 

12. If hazardous waste removal costs were incurred, indicate if they were required as part of a 

RA by DTSC. 

 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed in example. 

 

13. Enter 50 percent of all eligible service site development costs, within school property lines. 

 

14. Enter 50 percent of all eligible off-site development costs, on up to two immediately adjacent 

sides of the site. 

 

15. Enter 50 percent of all eligible utilities’ installation costs for the following: 

• Water 

• Sewage 

• Gas 

• Electric 

• Communication systems 
 
16. If the project includes site acquisition, indicate if the applicant is requesting additional 

funding for general site development costs, which include items within school property lines 

such as finish grading, on-site walkways, driveways, outdoor instructional play facilities, 

athletic fields, landscaping, etc. 

 

17. If the project qualifies for fire detection/alarm system, click "Yes" to request the grant. 

 

18. If the project qualifies for automatic fire sprinkler system, click "Yes" to request the grant. 

 



Below is a zoomed in example. 

 

Excessive Cost Hardship 
In this section, the user will indicate if the project includes certain elements that qualify for 

excessive grants to increase the amount of funding provided at the final apportionment.  

 

1. Indicate if the applicant is requesting a Geographic Percent Factor increase for construction 

costs due to the project’s geographical location. To qualify for this increase, the project must 



be located in a designated geographic area. To assist in determining the geographic 

percentage amount, please see the Geographical Percent Factor list by county. 

 

2. If the applicant requested the Geographic Percent Factor increase, indicate the percentage 

for which the project qualifies.  

 

3. Click “No” to the question regarding New School Project. CSFP applications are not eligible 

to receive this grant. 

 

4. If the project qualifies for the Small Size Project grant, indicate if the project includes a 

request to include this grant to increase the final apportionment to help with economy of 

scale cost escalation in a smaller sized project. To qualify for this grant, the project must 

house less than 201 pupils. The number of pupils housed in a project is determined by the 

number of classrooms that will be constructed in the project and their grade level and 

loading standard, provided below. Combined projects should include the pupils housed in 

both applications when determining if the project qualifies for this grant.   

If the Small Size Project grant is requested, indicate the percentage requested based on the 

number of pupils that will be housed in the project, using the classrooms that will be 

rehabilitated and the following classroom loading standards:  

• 25 pupils in each K-6 classroom 

• 27 pupils in each 7-12 classroom 

• 13 pupils in each non-severe Special Day Class (SDC) classroom 

• 9 pupils in each severe SDC classroom 

The Small Size grant will be 12 percent of the new construction base grant for projects that 

house 100 pupils or less, and 4 percent of the new construction base grant for projects that 

house between 101 and 200 pupils.  

4. Indicate if the proejct qualifes for the Urban/Security/Impacted Site grant and the applicant is 

requesting the grant. If the Urban/Security/Impacted Site is selected, enter the cost per 

usable acre recevied for site acquisitoin. For additions to existing sites, with or without 

additional acreage acquired, enter $750,000.00. 

 

5. Click “Continue” to proceed to the next section of the funding application. 

 

 

 

 

 

 

 

 

 

https://www.dgs.ca.gov/-/media/Divisions/OPSC/Resources/Laws-and-Regulations/SFP_GeoPercentFactor_REGS.ashx?la=en&hash=1953A3E0570ECF68429C6D3F47699C3B1E1A9D59


Below is a zoomed in example.  

 

Alternative Developer Fees/Adjust Eligibility 
In the Alternative Developer Fees/Adjust Eligibility section, districts indicate that State funds are 

unavailable for new construction; therefore, the district can collect Level 3 developer fees 

pursuant to Government Code Section 65995.7. Districts can also indicate if an adjustment is 

needed to their new construction eligibility baseline for classrooms added after the baseline was 

established and if the district has a pending reorganization election.  



 

1. Charter school applicants should leave the first question blank and answer “No” to the 

remaining questions. 

 

2. District applicants enter the amount of level three developer fees being collected, if 

applicable. If not applicable, leave this field blank. 

 

3. District applicants, click "Yes" or "No" if any classrooms were added or replaced by the 

district in locally funded projects outside of an SFP application. If "Yes" is selected, indicate 

the number of classrooms by grade level under the Additional or Replacement columns. 

 

4. District applicants click "Yes" if there is a pending reorganization. 

 

5. Once the Alternative Developer Fee/Adjust Eligibility section is completed, click "Continue" 

to proceed to the next section of the funding application. 

 

 

 

 

 

 

 

 

 

 

 



Below are two zoomed in examples 

 

 

 



 

 

Joint Use/Career Technical Education (CTE) 
In the Joint Use/CTE section, the user will indicate if:  

• The facilities will be for joint use with other governmental agencies. 

• The project is located on a district site that the district leases (leased site.) 

• The plans for the project also include classrooms that will be funded by Career Technical 

Education Facilities Program (CTEFP) grants. These would be classrooms not included 

in this CSFP application. 

  

 
 



1. Indicate if the project includes a Joint Use Facility 

 

2. Indicate if the project is located on a district site that is leased to the district. 

 

3. Indicate if the plans for the project also include classrooms that will be funded by CTEFP 

grants. 

 

4. If classrooms will be funded by CTEFP grants, enter the number of CTEFP-specific 

classrooms in the plans. 

 

5. Once the "Joint Use/CTE" section is completed, click "Continue" to proceed to the next 

section of the funding application. 

Below is a zoomed in example.  

 

 

Project Progress 
In this section, the user indicates if construction contracts have been awarded for the project.  



 

1. Click “No” if the applicant has not awarded construction contracts. 

2. Click “Continue” to proceed to the next section of the funding application.  

Below is a zoomed-in example. 

  

3. Click "Yes" if the applicant has awarded construction contracts. 

 

4. Click "Add/Edit Contacts" to enter the contract information. 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

5. Enter all known fields, such as the contract name, award date, type and amount. The 

contract award date and construction delivery method must be entered for the contract to 

save.  

The user can add as many contracts as applicable for the project by clicking "Add Contract" 

after a contract is saved. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

6. After the last contract has been entered, the user may close the Add/Edit Contract section 

by clicking the "x" in the upper right corner.  

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

7. The user will be returned to the Project Progress section, and the user can review that the 

contract entries were accurately reported for the application. 

 

8. Once the Project Progress section is completed, click "Continue" to proceed to the next 

section of the funding application. 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

 

Licensed Architect 
Once the user has entered the necessary information for the funding application, they will 

request the applicant's Licensed Architect to review the draft funding application and complete 

the required certification in this section. The Licensed Architect must log in to enter the DSA 

approval date and DSA application number to certify that any portion of the plans and 

specifications (P&S) requiring review and approval by DSA were approved by DSA and meet 

the requirements of the California Code of Regulations, Title 24, including any access 

compliance and fire code requirements. 

 



  

1. The Licensed Architect will enter the date of DSA plan approval. This is the date in the DSA 

approval letter. Multiple approval dates may be entered.  

 

2. The Licensed Architect will enter the related DSA application numbers. The application 

number can be found in the DSA approval letter. Multiple application numbers may be 

entered.  

 

 

 

 

 

 

 

 

 



Below is a zoomed in example. 

 
 

3. The Licensed Architect will then click the box to certify the information listed above is 

correct.  

 

4. The Licensed Architect will enter the architect’s full name and signature date. 

 

5. The Licensed Architect will click “Certify” to sign the form. 

Note - other users may enter the architect's full name and date. However, only the architect may 

click the blue "Certify" button to sign the required certification electronically, as shown in the 

screenshot below. 



 

6. Once the Licensed Architect Section is completed, proceed to the next section by clicking 

"Continue." 

Below is a zoomed in example.  

 

7. If the Licensed Architect is no longer available for certification, the District Representee may 

enter the DSA approval dates(s) and application numbers(s) and certify the application on 

their behalf, provided a certification letter is included with the application submission. 

 

 

 

 

 

 



Below is a zoomed in example. 

 

8. Once the Licensed Architect Section is completed, proceed to the next section by clicking 

"Continue." 

Below is a zoomed in example.  

 

Licensed Design Consultant 
Like the Licensed Architect section, the District's Licensed Design Consultant will review the 

draft funding application and complete the required certification that the P&S meets the 

requirements of Title 24. 

  



Please note that until this section is certified by the Licensed Design Consultant, the left-hand 

navigation will display an orange exclamation point, as shown in the screenshot below. 

Below is a zoomed-in example. 

 

Please note other users may enter the licensed design consultant’s full name and date. 

However, only the Licensed Design Consultant may click the blue "Certify" button to sign the 

required certification electronically, as shown in the screenshot below. 

9. The Licensed Design Consultant will click the box to certify the information listed above is 

correct.  

 

10. The Licensed Design Consultant will enter their full name and signature date. 

 

11. The Licensed Design Consultant will click “Certify” to sign the form. 

 

 

 

 



Below is a zoomed in example. 

 

12. Once the Licensed Design Consultant section is completed, proceed to the next section by 

clicking "Continue." 

Below is a zoomed-in example. 

 

13. If the Licensed Design Consultant is no longer available for certification, the District 

Representee may certify the application on their behalf, provided a certification letter is 

included with the application submission. 

 

 



 

Below is a zoomed-in example. 

 

14. Once the Licensed Design Consultant section is completed, proceed to the next section by 

clicking "Continue." 

Below is a zoomed-in example. 

 

 



Certification 
In this final section of the application, the designated representative of the applicant will certify 

to the requirements for submitting a Form SAB 50-04. Only the authorized Charter 

Representative (charter applicants) or District Representative/Superintendent (district 

applicants) may complete the certification section.  

 

1. Enter the date a resolution or other appropriate documentation supporting this application 

under Article 12.5, Part 10, Division 1, commencing with Section 17070.10, et. seq., of the 

Education Code was adopted by the School District’s governing Board or the governing 

board or other equivalent authority of the Charter School. This date must be prior to the 

submittal date of the application. 

Note that the certification on the 50-04 will not indicate if the certification is by a charter 

school representative or district representative, like the Form SAB 50-09. “District 

Representative” on the 50-04 certification means the authorized representative of the 

applicant.  

 

 

 

 

 

 

 

 



Below is a zoomed in example. 

 

2. The user must review the entire Certification section using the scroll bar.  

Below is a zoomed-in example. 

 

3. Once the designated representative has completed reviewing and entering all the required 

fields, click "Yes" to agree to the terms of the certification. 

 

4. Enter charter school or district representative’s information such as phone number, full 

name, and signature date. 

 

5. Click "Continue" to proceed to the Review section. 

 

 



Below is a zoomed in example. 

 

Review 
After completing the certification section, the user will review all previous sections and make any 

final edits. Any incomplete sections will be flagged with an orange exclamation point.  

1. Click on the section with an orange exclamation point to see what information is missing.  

Below is a zoomed in example 

 

2. Click “Edit Page.”  

 

3. The missing required fields will display with red text as (required).  

 

 

 

 



Below is a zoomed in example. 

 

 

4. Enter the missing information. 

 

5. Click “Continue” to save the information.  

 

 

 

 

 

 

 

 



Below is a zoomed in examples.  

 

 

6. Once all required entries are completed, the left navigation will display only green 

checkmarks.  

 

7. Click “Submittal” to continue with submitting the application.  

Below is a zoomed-in example. 

 

8. The user may also scroll to the bottom of the screen and click “Continue” to continue with 

submitting the application.  



Below is a zoomed-in example. 

 

 

Submittal 
In this section, the authorized Charter School Representative or District 

Representative/Superintendent will upload all supporting documents, complete the final 

certification, and submit the paperless application.  

 



1. Click the blue "Upload file(s)" button to upload any supporting files for this application.  

Below is a zoomed-in example. 

 

2. Click “Browse Files” to locate the documents. Prior to uploading any documents, ensure file 

names clearly identify the document type. When uploading documents that are larger than 

20 MB, please either resize to less than 20 MB or submit in multiple parts that are less than 

20 MB. 

 

 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

  

3. After a document has been selected, it will be listed under the File Name column. Select a 

Document Type and Description from the drop-down box. If there is no Document Type and 

Description listed that accurately identifies the document, click “Other” in both fields.  

 

4. After all files have been selected and identified, click “Upload Files” to upload the files to the 

application.  

 

 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

5. If a file was selected in error and needs to be removed, click “Remove” next to the file name 

to remove the file prior to uploading. 

 

 

 

 

 

 



Below is a zoomed in example.  

 

6. If “Upload Files” has been clicked, but the file has not been identified as uploaded, click 

“Cancel” and the upload process will be cancelled, and the file can be removed. Once a file 

has been uploaded, the user will not be able to remove it. 

 

 

 

 

 

 



Below is a zoomed in example. 

 

  

7. Once the documents have been uploaded, the text Successfully Uploaded will display 

underneath the document file name. After all documents have been uploaded, close the 

Upload Files section by clicking "Done." 

 

 

 

 



Below is a zoomed-in example. 

 

8. After the documents have been uploaded, click the box indicating all required documents 

have been uploaded.  

 

9. Next, click the final certification box then click “Submit Paperless Application” to submit the 

application.  

Reminder: only an Authorized District Representative or Charter Representative can submit 

the application. 

 

 

 



 

Below is a zoomed-in example. 

 

 

1. After submittal, the user will proceed to a confirmation page displaying the assigned 

application number for the project.  



 
 

2. The user may notate the application number and nickname from the main dashboard for 

future access. 

Below is a zoomed in example.  

 



3. At the confirmation page, the user may do the following: 

• Upload additional documents after the submittal by clicking "Upload Remaining Files" 

• View a list of required documents by clicking “Review Required Documents” 

• Download a PDF version of the online application by clicking on “Download Completed 

Form.”  

• Go to the dashboard for this application by clicking “Go to Application Dashboard.” 

Below is a zoomed in example. 

 

4. At this point, the application submittal process is complete. To go to the dashboard for this 

application, click “Go to Application Dashboard.” 

Creating a Charter Application for Funding (Form SAB 50-04) in 

OPSC Online – Rehabilitation  
 

Introduction 
If an applicant previously submitted an Application for Preliminary Apportionment (Form SAB 

50-09) and meets all program requirements to convert a preliminary apportionment to a final 

apportionment, the applicant may submit an Application for Funding (Form SAB 50-04.)  

User Dashboard 
Upon login, the user is directed to the user dashboard. The user dashboard displays all 

applications created by authorized users. The District Representative and Superintendent can 

review all district-specific applications. District Delegates can view applications for all school 

districts they are authorized to access. The Charter School Representative and Charter School 

Delegates can view CSFP applications for all school districts they are authorized to access. 



Users can create a Form SAB 50-09 during specified filing rounds, check existing applications' 

statuses, and view drafted applications not yet submitted from the user dashboard.  

To sort applications, click on any column header. Users can search for an application by 

entering the application number in the search field and clicking "Search All." All Forms (funding, 

grant agreement, fund release, or expenditure report) submitted for that application will appear. 

Note that Form SAB 50-04s for CSFP applications are not created from the user dashboard; 

they are created from the application dashboard of the applicable submitted Form SAB 50-09. 

Below is an example of the user dashboard. Refer to Section 1 of this user manual for more 

information on navigating the user dashboard. 

 

1. To create a Form SAB 50-04 for a CSFP project, click on the Form SAB 50-09 application 

for the charter school from the listed applications. The Project Type for a Rehabilitation Form 

SAB 50-09 will be Charter Rehab. The Project Type for a Rehabilitation Form SAB 50-04 will 

be Final Charter Rehab.   

 

Below is a zoomed-in example. 

  

2. This will take you to the application dashboard for the application. 



 

Create Linked 50-04  
1. To create a linked Form SAB 50-04, click on "Create Linked Final Charter" on the left-hand 

navigation on the preliminary apportionment’s application dashboard. 

Below is a zoomed-in example. 

 

Please note that users with delegate access can prepare the Funding Application. However, 

only the Charter Representative (charter school applicants) or District 

Representative/Superintendent (district applicants) can submit an application.  



2. Once selected, the application system will ask the user for the funding application type and 

application nickname. Note that the field, Select a linked application type will auto-populate 

with Funding Phase 50-04 Charter as shown below. 

 

3. Select Rehabilitation as the type of funding application. 

 

4. Enter an application nickname. The nickname can be any identifying name the applicant 

chooses. 

 

5. Once all fields are completed, click "Create Linked App" to begin the application process. 

Below is a zoomed-in example. 

  

6. The text Successfully Created will be displayed, and another application component will 

appear on the left-hand side of the application's dashboard, located above the 50-09 tile.  

 



7. Click anywhere in the white box area that says "Draft" to access the Form SAB 50-04 

Application Dashboard. This will take you to the application dashboard for the Form SAB 50-

04. The box under the text “50-04” that was previously white will now be blue. 

 

 

 

 

 

 

 

 

 

Below is a zoomed-in example. 

 

 

 



8. Click anywhere in the white row in the center of the page that says "Draft" to begin the 

application process. 

 

 

 

Below is a zoomed-in example. 

 

Site Info  
The Form SAB 50-04 is comprised of 11 sections (as listed on the navigation pane on the left-

hand side of the screen). 

Below is a zoomed-in example. 



 

The first section of the application is Site Info. This section provides information about where the 

project is located and California Department of Education (CDE) approval dates.   

 



 

1. Click “Edit Page” to enter information.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed in example.  

 

2. Indicate where the project will be located from the list of available options: 

• Leased Site: The project is on a district site that is not owned by the district and meets 

the requirements outlined in School Facility Program (SFP) Regulation Section 1859.22. 

Do not select leased site if the charter school is leasing a site from a district and the site 

is owned by the district. 

• Existing Site with No Additional Acreage Acquired: The rehabilitation project will not 

include acquiring additional land to the existing school site. Note that if this project is 

combined with a new construction project that includes the acquisition of additional 

acreage, this should be indicated on the new construction application.  

Note that the field, Select the appropriate school or site for this application will auto-populate 

with the school or site that was selected on the Form SAB 50-09. If the site listed is incorrect, 

please email OPSCApplicationReviewTeam@dgs.ca.gov to request to add or correct the site in 

the application system. 

 

 

 

 

 

mailto:OPSCApplicationReviewTeam@dgs.ca.gov


Below is a zoomed in example. 

 

3. Enter the date of the CDE final plan approval letter. 

 

4. Enter the CDE recommended site size provided in the CDE final plan approval letter.  

 

5. Enter the existing acres provided in the CDE final plan approval letter.  

 

6. Once the Site Info section is completed, click “Continue” to proceed to the next section of 

the funding application. 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed in example. 

 

Project Type  
This section identifies if the project is for an elementary, middle or high school charter and 

indicates the amount of eligible square footage requested for funding.   

 

1. Indicate if the project type is for an elementary, middle or high school charter based on the 

highest grade level the charter school was approved to serve in the petition that was 

submitted with the Form SAB 50-09, using the following grade configurations: 

• K-6 Elementary School 

• 7-8 Middle School 



• 9-12 High School 

The project type selected should be the same as the project type that was selected on the 

approved Form SAB 50-09.  

 

2. Indicate the number of eligible classrooms by grade level that will be rehabilitated in the 

project. To be eligible, a classroom is at least 15 years of age or older, at the time the Form 

SAB 50-09 was submitted. An eligible rehabilitation project must contain at least one 

classroom. 

Below is a zoomed in example.  

 

 

3. Indicate if this is an Alternative Education School. An alternative education school is a 

community day, a county community, a county community day, or a continuation high school. 

 

4. Click “Yes” to indicate this is a Charter School Facilities Program Rehabilitation request.  

 

5. Enter the eligible toilet and non-toilet square footage amounts. The be eligible, the square 

footage must have been approved as part of the Form SAB 50-09 submittal. The amount of 

square footage requested on the Form SAB 50-04 may be equal to or less than the square 

footage requested on the Form SAB 50-09. 

 

6. Once the Project Type section is completed, click “Continue” to proceed to the next section 

of the funding application. 

 

 

 



Below is a zoomed in example.  

 

Excessive Cost Hardship 
In this section, the user will indicate if the project includes certain elements that qualify for 

additional funding due to excessive costs associated with the project.  

 

1. Indicate if the applicant is requesting a Geographic Percent Factor increase for construction 

costs due to the project’s geographical location. To qualify for this increase, the project must 

be located in a designated geographic area. To assist in determining the geographic 

percentage amount, please see the Geographical Percent Factor list by county. 

 

2. If the applicant requested the Geographic Percent Factor increase, indicate the percentage 

for which the project qualifies.  

 

https://www.dgs.ca.gov/-/media/Divisions/OPSC/Resources/Laws-and-Regulations/SFP_GeoPercentFactor_REGS.ashx?la=en&hash=1953A3E0570ECF68429C6D3F47699C3B1E1A9D59


3. Next, indicate if the applicant is requesting the grant for accessibility/fire code. This funding 

is available to all rehabilitation projects for accessibility and fire code requirements.  

 

4. If the applicant requested the grant for accessibility/fire code, indicate if the applicant is 

requesting the grant be calculated as 3 percent of the base grant or 50 percent of the 

minimum work required by DSA. 

 

5. If the applicant chose 50 percent of the minimum work, enter 100 percent of the costs for the 

Fire Life Safety and Access Compliance minimum work. Note that if the 50 percent option is 

selected, a DSA approved checklist is required. This checklist is available under the 

“Resources” tab, titled “SFP Modernization – Access Compliance, Fire and Life Safety 

Worksheet” 

Below is a zoomed in example.  

 

6. If the project will include any new two-stop elevator(s) required by DSA, enter the number of 

two-stop elevators.  

 

7. If the elevators will include additional stops, enter the number of additional stopes. 

 

8. If the project qualifies for the Small Size Project grant, indicate if the project includes a 

request to include this grant to increase the preliminary apportionment to help with economy 

of scale cost escalation in a smaller sized project. To qualify for this grant, the project must 

house less than 201 pupils. The number of pupils housed in a project is determined by the 

number of classrooms that will be rehabilitated in the project and their grade level and 

loading standard, provided below. Combined projects should include the pupils housed in 

both applications when determining if the project qualifies for this grant.   

 

9. If the Small Size Project grant is requested, indicate the percentage requested based on the 

number of pupils that will be housed in the project, using the classrooms that will be 

rehabilitated and the following classroom loading standards:  

• 25 pupils in each K-6 classroom 

• 27 pupils in each 7-12 classroom 



• 13 pupils in each non-severe Special Day Class (SDC) classroom 

• 9 pupils in each severe SDC classroom 

The Small Size grant will be 12 percent of the rehabilitation base grant for projects that 

house 100 pupils or less, and 4 percent of the rehabilitation base grant for projects that 

house between 101 and 200 pupils.  

10. Indicate if the proejct qualifes for the Urban/Security/Impacted Site grant.  

 

11. Click “Continue” to proceed to the next section of the funding application. 

 

 

Below is a zoomed in example.  

 

Alternative Developer Fees/Adjust Eligibility 
In the Alternative Developer Fees/Adjust Eligibility section, districts indicate if an adjustment is 

needed to their new construction eligibility baseline for classrooms added after the baseline was 

established.  

 

 

 



1. Charter School applicants, click “No” to the question regarding added capacity. 

 

2. District applicants, click "Yes" or "No" if any classrooms were added or replaced by the 

district in locally funded projects outside of an SFP application. If "Yes" is selected, indicate 

the number of classrooms by grade level under the Additional or Replacement columns. 

 

3. Once the Alternative Developer Fee/Adjust Eligibility section is completed, click "Continue" 

to proceed to the next section of the funding application. 

Below are two zoomed in examples. 

 

 

 



 

 

Joint Use/Career Technical Education (CTE) 
In the Joint Use/CTE section, the user will indicate if:  

• The facilities will be for joint use with other governmental agencies. 

• The project is located on a district site that the district leases (leased site). 

• The plans for the project also include classrooms that will be funded by Career Technical 

Education Facilities Program (CTEFP) grants. These would be classrooms not included 

in this CSFP application. 

 

1. Indicate if the project includes a Joint Use Facility 

 

2. Indicate if the project is located on a district site that is leased to the district. 

 

3. Indicate if the plans for the project also include classrooms that will be funded by CTEFP 

grants. 

 

4. If classrooms will be funded by CTEFP grants, enter the number of CTEFP-specific 

classrooms in the plans. 

 

5. Once the "Joint Use/CTE" section is completed, click "Continue" to proceed to the next 

section of the funding application. 



Below is a zoomed in example.  

 

 

Project Progress 
In this section, the user indicates if construction contracts have been awarded for the project.  

 

1. Click “No” if the applicant has not awarded construction contracts. 

 

2. Click “Continue” to proceed to the next section of the funding application.  

Below is a zoomed-in example. 



  

3. Click "Yes" if the applicant has awarded construction contracts. 

 

4. Click "Add/Edit Contacts" to enter the contract information. 

Below is a zoomed-in example. 

 

5. Enter all known fields, such as the contract name, award date, type and amount. The 

contract award date and construction delivery method must be entered for the contract to 

save.  

The user can add as many contracts as applicable for the project by clicking "Add Contract" 

after a contract is saved. 

 

 

 

 

 



Below is a zoomed-in example. 

 

6. After the last contract has been entered, the user may close the Add/Edit Contract section 

by clicking the "x" in the upper right corner.  

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

7. Then, the user will be returned to the Project Progress section, and the user can review that 

the contract entries were accurately reported for the application. 

 

8. Once the Project Progress section is completed, click "Continue" to proceed to the next 

section of the funding application. 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

Licensed Architect 
Once the user has entered the necessary information for the funding application, they will 

request the applicant's Licensed Architect to review the draft funding application and complete 

the required certification in this section. The Licensed Architect must log in to enter the DSA 

approval date and DSA application number to certify that any portion of the plans and 

specifications (P&S) requiring review and approval by DSA were approved by DSA and meet 

the requirements of the California Code of Regulations, Title 24, including any access 

compliance and fire code requirements. 

 



  

1. The Licensed Architect will enter the date of DSA plan approval. This is the date in the DSA 

approval letter. Multiple approval dates may be entered.  

 

2. The Licensed Architect will enter the related DSA application numbers. The application 

number can be found in the DSA approval letter. Multiple application numbers may be 

entered.  

 

 

 

 

 



Below is a zoomed in example. 

 

3. The Licensed Architect will indicate if the project includes the demolition of more classrooms 

than will be constructed, or the construction of more classrooms than those to be 

demolished.  

Below is a zoomed in example.  

 

4. The Licensed Architect will click the box to certify the information listed above is correct.  

 

5. The Licensed Architect will enter the architect’s full name and signature date. 

 

6. The Licensed Architect will click “Certify” to sign the form. 

 



Note - other users may enter the architect's full name and date. However, only the Licensed 

Architect may click the blue "Certify" button to sign the required certification electronically, as 

shown in the screenshot below. 

 

7. Once the Licensed Architect Section is completed, proceed to the next section by clicking 

"Continue." 

Below is a zoomed in example.  

 

If the Licensed Architect is no longer available for certification, the District Representee may 

enter the DSA approval dates) and application numbers(s) and certify the application on their 

behalf, provided a certification letter is included with the application submission. 

 

 

 

 



Below is a zoomed in example. 

 

8. Once the Licensed Architect Section is completed, proceed to the next section by clicking 

"Continue." 

Below is a zoomed-in example. 

 

Licensed Design Consultant 
Like the Licensed Architect section, the District's Licensed Design Consultant will review the 

draft funding application and complete the required certification that the P&S meets the 

requirements of Title 24. 

  



Please note that until this section is certified by the Licensed Design Consultant, the left-hand 

navigation will display an orange exclamation point, as shown in the screenshot below. 

Below is a zoomed-in example. 

 

Please note other users may enter the licensed design consultant’s full name and date. 

However, only the Licensed Design Consultant may click the blue "Certify" button to sign the 

required certification electronically, as shown in the screenshot below. 

1. The Licensed Design Consultant will click the box to certify the information listed above is 

correct.  

 

2. The Licensed Design Consultant will enter their full name and signature date. 

 

3. The Licensed Design Consultant will click “Certify” to sign the form. 

 

 

 

 



Below is a zoomed in example. 

 

4. Once the Licensed Design Consultant section is completed, proceed to the next section by 

clicking "Continue." 

Below is a zoomed-in example. 

 

5. If the Licensed Design Consultant is no longer available for certification, the District 

Representee may certify the application on their behalf, provided a certification letter is 

included with the application submission. 

 

 



Below is a zoomed-in example. 

 

6. Once the Licensed Design Consultant section is completed, proceed to the next section by 

clicking "Continue." 

Below is a zoomed-in example. 

 

 



Certification 
In this final section of the application, the designated representative of the applicant will certify 

to the requirements for submitting a Form SAB 50-04. Only the authorized Charter 

Representative (charter applicants) or District Representative/Superintendent (district 

applicants) may complete the certification section.  

 

1. Enter the date a resolution or other appropriate documentation supporting this application 

under Article 12.5, Part 10, Division 1, commencing with Section 17070.10, et. seq., of the 

Education Code was adopted by the School District’s governing Board or the governing 

board or other equivalent authority of the Charter School. This date must be prior to the 

submittal date of the application. 

The certification on the 50-04 will not indicate if the certification is by a charter school 

representative or district representative, like the Form SAB 50-09. “District Representative” 

on the 50-04 certification means the authorized representative of the applicant.  

 

 

 

 

 

 

 

 



Below is a zoomed in example. 

 

2. The user must review the entire Certification section using the scroll bar.  

Below is a zoomed-in example. 

 

3. Once the designated representative has completed reviewing and entering all the required 

fields, click "Yes" to agree to the terms of the certification. 

 

4. Enter charter school or district representative’s information such as phone number, full 

name, and signature date.  

 

5. Click "Continue" to proceed to the Review section. 

 

 



Below is a zoomed in example. 

 

Review 
After completing the certification section, the user will review all previous sections and make any 

final edits. Any incomplete sections will be flagged with an orange exclamation point.  

1. Click on the section with an orange exclamation point to see what information is missing.  

Below is a zoomed in example. 

 



2. Click “Edit Page.”  

 

3. The missing required fields will display with red text as (required).  

Below is a zoomed in example. 

 

 

4. Enter the missing information. 

 

5. Click “Continue” to save the information.  

Below are zoomed in examples.  

 

 

6. Once all required entries are completed, the left navigation will display only green 

checkmarks.  

 

7. Click “Submittal” to continue with submitting the application.  

Below is a zoomed-in example. 



 

8. The user may also scroll to the bottom of the screen and click “Continue” to continue with 

submitting the application.  

Below is a zoomed-in example. 

 

 

Submittal 
In this section, the authorized Charter School Representative or District 

Representative/Superintendent will upload all supporting documents, complete the final 

certification, and submit the paperless application.  



1. Click the blue "Upload file(s)" button to upload any supporting files for this application.

Below is a zoomed-in example. 

2. Click “Browse Files” to locate the documents. Prior to uploading any documents, ensure file

names clearly identify the document type. When uploading documents that are larger than



20 MB, please either resize to less than 20 MB or submit in multiple parts that are less than 

20 MB. 

3. After a document has been selected, it will be listed under the File Name column. Select a

Document Type and Description from the drop-down box. If there is no Document Type and

Description listed that accurately identifies the document, click “Other” in both fields.

4. After all files have been selected and identified, click “Upload Files” to upload the files to the

application.



Below is a zoomed in example. 

 

5. If a file was selected in error and needs to be removed, click “Remove” next to the file name 

to remove the file prior to uploading. 

 

 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed in example. 

  

 

6. If “Upload Files” has been clicked, but the file has not been identified as uploaded, click 

“Cancel” and the upload process will be cancelled, and the file can be removed. Once a file 

has been uploaded, the user will not be able to remove it. 

 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed in example. 

 

  

7. Once the documents have been uploaded, the text Successfully Uploaded will display 

underneath the document file name. After all documents have been uploaded, close the 

Upload Files section by clicking "Done." 

 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

8. After the documents have been uploaded, click the box indicating all required documents 

have been uploaded.  

 

9. Next, click the final certification box then click “Submit Paperless Application” to submit the 

application.  

Reminder: only an Authorized District Representative can submit the application. 

 

 

 

 

 

 

 

 

 



Below is a zoomed-in example. 

 

 

10. After submittal, the user will proceed to a confirmation page displaying the assigned 

application number for the project.  

 



 
 

11. The user may notate the application number and nickname from the main dashboard for 

future access. 

Below is a zoomed in example.  

 



12. At the confirmation page, the user may do the following: 

• Upload additional documents after the submittal by clicking "Upload Remaining Files" 

• View a list of required documents by clicking “Review Required Documents” 

• Download a PDF version of the online application by clicking on “Download Completed 

Form.”  

• Go to the dashboard for this application by clicking “Go to Application Dashboard.” 

Below is a zoomed in example. 

 

13. At this point, the application submittal process is complete. To go to the dashboard for this 

application, click “Go to Application Dashboard.” 

Revising a Form SAB 50-04 
After a Form SAB 50-04 is submitted it will go through the OPSC review process. As part of this 

process, OPSC often requests revisions be made to the Form SAB 50-04. Revisions should be 

made to the most recent Form SAB 50-04 that was submitted.  

Application Dashboard 

The Application Dashboard will have all application versions and uploaded documents for a 

specific application. From the application dashboard, users can upload additional documents, 

create drafts of the submitted application for revisions, and edit the application nickname and 

PTN. 



 

Create a Duplicate Draft 
3. Click “Options” next to the most recent version of the Form in the Submitted Versions box on 

the Application Dashboard.  

 

4. Click “Duplicate As Draft.” 

Below is a zoomed in example.  

 

6. The draft will appear below in a Drafts box.  

 

7. Click anywhere in the white area of the created draft to open the new draft.  

 

 

 

 

 

 

 

 

 



Below is a zoomed in example.  

 

8. All information from the previously submitted Form will be on the draft, except for the 

certifications. Click edit at the bottom of the section your need to edit, make your edits and 

then re-certify and submit the application. Refer to the Certification, Review, and Submit and 

Upload Documents sections for directions on this process.  

Updating the Application Nickname 
4. Click on the pencil icon next to the current nickname on the Application Dashboard. 

 

5. Type in the new nickname. 

 

6. Click “Change Name.” 

 

Below is a zoomed in example. 

 

Updating the PTN 
 

2. Click the pencil icon next to the current PTN on the Application Dashboard. 
 

 

 

 

 

 



Below is a zoomed in example. 

 
4. Click on the “X” next to the current PTN to delete it, if applicable 

 

5. Next, type in the new or additional PTN and press the Enter key to save it. 

 

6. Click “Save” to save all changes and close the box.  

 
 



Upload Additional Documents 
Users can upload additional documents by clicking “Upload File” from the Application 

Dashboard and following the steps that were previously provided for when Charter School and 

District Representatives are uploading documents and submitting an application.  

Below is a zoomed in example. 

 

Copy Application Link 
Users can copy a link to the application by clicking on “Options” and then clicking “Copy Link” on 

the Application Dashboard. The link can then be sent to the Charter School or District 

Representative. The Representative can then access the application through the link.   

Below is a zoomed in example. 

 
 



Reviewing the Application Status 
After submitting a Form SAB 50-04, OPSC staff will process applications by the date order of 

submission, and the user may monitor the processing of its application by reviewing the 

application status. For instance, the application may have the status of Submitted, 15-Day 

Letter, 4-Day Letter, and SAB Approved. 

The status for an application can be found in the Status column on the User Dashboard or on 

the Application Dashboard for the specific application.  

Below is an example of status on the User Dashboard. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Below is an example of status on the Application Dashboard. 
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