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Charter School Purchase Order Instruction
Youth Hands-on STEM Shop Class

We're thrilled that you have decided to collaborate with Urban Workshop to help your students gain technical skills that will benefit them for a lifetime. With annual enrollment now over 1,000 students, it's essential to streamline the processes for working with schools and families while remaining compliant with state laws. This concise one-page instruction sheet specifically for our student families and Charter School partners contains all the necessary information for creating and submitting Purchase Orders on behalf of families, ensuring efficiency and clarity.

The Youth Program meets for 12 weeks in the spring and fall. Each 12 weeks is one level, and we have four levels in total. We also offer the same levels as a week-long, intensive camps in Late Dec / Early Jan (aka / Winter camp), in late April / May (aka Spring Camp), and throughout the Summer (Summer Camp). It costs the same $900 as the regular program and includes the use of all required tools and materials.

Individual classes are invoiced per session. The Courses and Project Classes are either 4 weeks or 6 weeks in duration. The prices include the use of all required tools and material and are invoiced in full upon commencement, so please issue only one PO for the class or course for the full amount.

In all cases, please call Urban Workshop first and secure the students’ spot in the desired session. Then you will have all the info you need to request the PO. Please issue Purchase Orders according to the schedule below.

· Fall Semester: $900 in September
· Spring Semester: $900 in January
· One-week Intensive camps (Spring & Winter): $900 on the date the program starts.
· Classes / Courses: See separate chart for individual session pricing, Due when program starts
· Maker Mentor Sessions: PO must be received prior to scheduling with Urban Workshop

All Purchase orders must include: Calendar year, Semester (Spring, Fall, Winter Camp, or Spring Camp), Class Level (1 -4), Class Date/Time. For example: 2024 Spring, Level 1, Tuesday, 9 am.

State law requires purchase orders to be received by Urban Workshop before services are rendered (aka class start date). Students may not be admitted into the class if we have not received the P.O. by the start date.

Please email Purchase Orders and / or Enrichment Certificates from your Charter school to our Accounting Department at AccountingOC@urbanworkshop.net or send them by mail to:

Urban Workshop
c/o Youth Program PO’s
365 Clinton Street, Suite A
Costa Mesa, CA 92626

Per our published policy there is no makeup for missed sessions or refunds for absences. Please see the FAQ’s on our website for additional information at www.UrbanWorkshop.net/youthfaq


If you have any other questions or require assistance, please call our Education Team at 949-296-2153
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