LOS ANGELES UNIFIED SCHOOL DISTRICT

PROP. 39 — ONLINE FACILITIES REQUEST PROCESS GUIDE

If you have any questions, please contact: prop39@lausd.net

STEP 1: Request Access to School Profile

NOTE: All new users must first register for an laschools.org account and enroll in multi-
factor authentication (MFA) before accessing the District’s online facilities request
portal and submitting an Online Facilities Request Form for the 2026-27 school year.
For assistance with registering, please contact webmaster@l|aschools.org.

® For users requesting access to a school profile for the first time, log in at:
https://mo.laschools.org/applications/mo/prop39-online-facilities-request/.
(Users who previously requested access to a charter school profile for a prior
school year may proceed to STEP 2.)

= Select “Request Access to School” (Fig 1.1) and enter school information (Fig 1.2).

= Ensure that all the school’s information is complete and accurate. Errors may be
corrected using the “Edit School Information” button (Fig 1.3).

= Be sure to provide an email address that is checked regularly. The email address
provided will be used to deliver all official communications related to the school’s
facilities request throughout the school year.

= Please use the California Business Search link to confirm ‘School Entity Name” and
‘School Entity Number’ (Fig 1.2).

= After completing all fields, review and affirm the certification statement by
selecting ‘l agree.’

= The Prop. 39 Office will review the request to access the school profile. An email
will be sent informing the user whether the request has been approved.
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Before beginning an Online Facilities Request Form, gather all supporting documentation:

= Charter school’s operational calendar for the requested school year. (Required)

=  Meaningfully Interested Student Form. (Recommended)

= |ntent to Re/Enroll Forms. (Recommended)

= Current list of students with special education needs, as well as the schedule
for providing these services. This may be the Prop. 39 Report in Welligent or a
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= To create a new facilities request, go to https://mo.laschools.org/applications/
mo/prop39-online-facilities-request/ and select “New Facilities Request Form”
(Fig 3.1).

= The Online Facilities Request Form is divided into sub-sections (see Fig 3.2).
Please be sure to review each sub-section, complete all areas, and attach all

appropriate files.
= Progress can be saved and continued until the deadline for submission.
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STEP 4: Submit the Online Facilities Request Form

The Online Facilities Request Form must be submitted on or before November 1%,

= Please carefully review to ensure that all information is complete and accurate.

= Note: No changes can be made to the Online Facilities Request Form after it has
been submitted.

= Read the disclaimer in the “Submit Online Facilities Request Form” section, select
the “I Agree” box to confirm, and press “Submit Facilities Request” (Fig 4.1). The
Online Facilities Request Form is not submitted to the District until the certification
box is checked and “Submit Online Facilities Request Form” is clicked.

= A confirmation message will appear, and an email confirming the charter
school’s submission will be delivered to the email address provided.
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Requied Documentation
The followang documents are requared and must be completed, and attached to this Online Faclities Request Form where indicated
REQUIRED DOCUMENTS

» Chaner School's operational calendar for 2020-21 school year
Supportng Documentation.
The followang templates are available at the LAUSD Charter Schools Division website to support the Charter School in demonstrating the
SUPPORTING DOCUMENTATION

1 o d Students Information Form
2 Intent to Re/Envoll Forms

All other attached supporting documents will be reviewed by LAUSD 1o help determine the reasonableness of the Chaster Schools in-distnct
District School Site andior General Geographic Area.
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+  BASIC INFORMATION

+ DESCRIFTION OF THE CHARTER SCHOOL'S METHODOLOGY FOR REASONABLE PROJECTIONS OF AVERAGE DAILY ATTENDAN!

+ CHARTER SCHOOL'S AVERAGE DAILY ATTENDANCE (ADA) PROJECTIONS FOR THE 2020-21 SCHOOL YEAR
+ AREA OF GEDGRAPHIC INTEREST
+ INFORMATION ON CHARTER SCHOOL'S EDUCATIONAL PROGRAM, IF ANY, THAT IS RELEVANT TO THE ASSIGNMENT OF FACILITI

+  SUBMIT ONLINE FACILITIES REQUEST FORM
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