Intro to Pupil Auditing

MPAAA Certification Course

Fall 2023
Agenda
= Expectations ® Field Audits
= Audit Form

= Resources

= Acronyms

= MSDS Security

= Timelines

= Audit Preparation
= FTE Conflicts

= Desk Audits

= Audit Narrative

= Quality Control Review

= Graduation & Dropout (GAD)
= Section 25e

= Days and Clock Hours

= Comments/Questions
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Expectations

= To enhance your understanding of what is required to perform an audit.

= To learn the basics of how to access the:

= Pupil Accounting Manual

= Pupil Membership Auditing Manual
= Resources

=  Websites

=  Where to find assistance
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Number one resource is everyone at this conference!
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Resources

= Pupil Membership Auditing Manual

= https://www.michigan.gov/mde/-/media/Project/Websites/mde/OFM/Audits/PMAM-2021-
2022-ADA.pdf?rev=f1144272a7494ec38b3f0d61d21d3c32

= Pupil Accounting Manual

= https://www.michigan.gov/mde/-
/media/Project/Websites/mde/Year/2021/09/30/2021 22 Pupil_Accounting_Manual.pdf?rev
=2a86a12a80f64f738c74€92d1d26500e&hash=3A75918A3CAA8CFEQO7BF4DC5A5465258

= Michigan Department of Education (MDE)
= https://www.michigan.gov/mde

= Center for Educational Performance and Information
= https://www.michigan.gov/cepi

= Michigan Pupil Accounting & Attendance Association (MPAAA)
= https://mpaaa.org/
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Acronyms

= Alt Ed — Adult or Alternative Education = POP Il — Conventional Students that are

= EDP — Education Development Plan absent a portion of the day

= POP Il — Non Conventional Students

= GED - General Education Development * PSA - Public School Academy (Cyber)
Preparation = UIC — Unique Identification Code

= FTE — Full Time Equivalency

= |EP — Individualized Education Program = AB — Absent

(Special Education) = ABE — Adult Basic Education

= LEA - Local Education Agency = CIP — Classification of Instruction Program

= PAM- Pupil Accounting Manual (CTE classes)
= PEPE — Primary Education Providing Entity = EC — Early Childhood

= POP | — Conventional Students that are = ESL — English as a Second Language

present all day = GSRP — Great Start Readiness Program

(Early Childhood)
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Acronyms
= HSC — High School Completion = NCLB - No Child Left Behind
= |DEA — Individuals with Disabilities = 0SS — Out of School Suspension

Education Act
= PAM- Pupil Accounting Manual
= |EPC - Individualized Educational

= Section 23a — Dropout /Recover
Planning Committee pout/ 4

Programs
= |SS — In School Suspension

= SOC - Schools of Choice
= LEP — Limited English Proficient

o . = USED - United States Education
= MCL — Michigan Compiled Laws
Department
= MVU — Michigan Virtual University

= XML File Format — Extensible Markup

Language

Intro to Pupil Auditing




Acronyms
CEPI Programs MDE Audits

= MSDS — Michigan Student Data System = DS4120 — Audited Audit Form
= REP — Registry of Educational Personnel = DS4061 — Unaudited Audit Form
= EEM - Educational Entity Master = GAD - Graduation and Dropout

= FID — Financial Information Database = Section 25e — Money follows the

= SRM — Student Record Maintenance students
= GAD — Graduation and = QCR — Quality Control Review
= Dropout
9
MSDS Security
= Do you have the proper access into MSDS?
= How to receive access to MSDS
= First step, create user ID and password on MlLogin
= https://milogintp.michigan.gov/eai/tplogin/authenticate?URL=/uisecure/t
pselfservice
10
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MOU1
Using School Data Only
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Slide 12

MOU1 Microsoft Office User, 1/10/2021
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MSDS Security

= After MILogin user account is created complete MSDS security agreement

= Michigan.gov/cepi

= (Click on the three lines in upper left corner
= PreK-12 Applications
= Michigan Student Data System
= General Collection
= CEPI District/ISD/PSA User Application Security Form
= Complete form
= Superintendent Signature

= Fax form
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Audit Preparation
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Audit Preparation

= Very First Step... R EA D

= Pupil Membership Auditing Manual

= Pupil Accounting Manual
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Audit Preparation
= Assist Locals

= Training

= Centralized

= Individualized

= Establish Timeline with Local Districts
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= When are forms and supporting documentation due to you
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MSDS Timelines
= MSDS Timelines
= CEPI website (michigan.gov/cepi)
= (Click on the three lines in upper left corner
= Calendar

= CEPI Master Calendar
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Audit Preparation

each year.

audit biennially if all the following conditions are met:

equated pupils

= The district has stable membership

audits of the district is less than 2%

= All buildings/districts must have a desk audit each count
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= At least one building or program must be field audited for each district or PSA

= There is an exception in 818(4)(b) of the State School Aid Act (MCL
388.1618(4)(b) which allows a district to conduct the pupil accounting field

= The district operates in a single building with fewer than 700 full-time

= The error rate of the immediately preceding two pupil accounting field

23

Audit Preparation
= Establish Audit Cycle (Field Audits)
= Minimums
= High Schools Every 2 Years
= Middle Schools Every 4 Years
= Elementary Schools Every 4 Years

= May Be More Often Depending on Risk Assessment

02/2022 atro to Pupil Auditing
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Audit Preparation

= Audit Cycle Chart (next slide)

= Audit Cycle must be submitted annually to the Pupil Membership Auditor at

the Department’s Office of Financial Management

= Gloria Suggitt

= SuggittG@michigan.gov

= No later than November 1

1tro to Pupil Auditing
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Audit Preparation

= Notification of Audit

= Who to notify and what are you telling them
= Pupil Accountant and Building Administrators
= List building's
= Specify date and time
= What & When are required

= Forms and supporting documentation
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27

Audit Preparation

Statement of Ethic and Independence (Appendix A)

= Examples of situations that may present conflicts of interest include the
following.

= The auditor is currently employed by the school district, building, or
program to be audited.

= The auditor was employed by the school district, building, or program to
be audited with the preceding two years.

= The auditor has relatives currently employed by the school district,
building, or program.

= The auditor has a personal or financial interest (e.g., service or
employment contract) with the school district.

02/2022 atro to Pupil Auditing
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Audit Preparation

= Building Risk Assessment Form (Appendix C)

= Must be completed for each building / program for field

audits
= Complete prior to audit

= Based on previous audit

05/02/2022 atro to Pupil Auditing
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Audit Preparation

= Statement of Ethic and Independence (Appendix A)
= Must be documented annually

= The auditor must be free of conflicts of interest and must document
his/her independence

= Auditors may not audit their own work

= |n instances when the auditor is found to have a conflict of interest

= The ISD superintendent needs to be informed
= Measures should be taken to eliminate the conflict

02/2022 tro to Pupil Auditing
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Audit Preparation

= Required forms & supporting documentation

= Separate packet for each building level and/or program

= What MUST be printed on count day

= Alpha/Membership Report — from District Student Information System
(sample next slide)
= (Auditing Manual says from MSDS or auditors may require SIS for
comparison purposes)

= Student schedules

1tro to Pupil Auditing
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Wexford-Missaukee ISD (83000)

Wextora-Missaukee IS0 I

Alpha List (Pupil Membership)
Certified Data
Entity: Wexford-Missaukee ISD (83000)

Collection: Spring 2017 General Collection 2016-2017

Grade 00
SpEd SpEd SPEd  Total

Res.. xit Exit Prog Gen. 52 53 K-12

Student Address city zip UIC Student!D _ DOB_Gr. Enroliment  LEA Code Staws Date  Code FTE FTE FTE F1e
IEEEEEENE B ooy o055 EEEENEEN 2690000536 4102011 00 omazots 57030 14 o Tor oo osa oo oo
—— B orvcn ccso EEEEEEN  22e0i0 smI0l 00 anzzora  e7oss 14 1o 11 oo o0sa oo o0ss
e L oo EEEEEE swwoos snszon 00 amezorz sz 14 o8 wmaeor7 11 000 000 o000 000
. ™ S°' cco MM ovees a7z 0o sezzors st 14 1o 11 0o o0sa oo o0ss
—— P oo EE— sz Ym0 00 veror7 stz 14 19 191 oo ose  ooo  oss
e P OUY co BN zsieiceseo 6zsmor 00 sncote st 14 10 10 000 100 o000 100
— SO secor EENEEEEN  o7e9s1ses 11742010 00 erozorz st 14 1o 120 000 100 000 100
I BN vANTON  ocs: EENNNNEN  Gseizsearz  4moti 00 7aota sae0 14 10 191 o0 o0sa oo osa
—— RSED o7 NENNNNE  o77osssees G2S2011 00 anezots  e7oss 14 10 191 000 o0sa o000 o0
e L, 00 cco mEmE sco7isios 1ozt oo 470t maot0 14 10 120 000 100 o000 100
o ™ vcsok oo NEEEEE  o17es0is 202011 00 262015 mo70 14 1o 191 000 o0sa o000 o0
IS BN VESCK 49cco EENNEEEN 4036566854 10182010 00 ameon e s 1 10 000 100 o000 100
— I Coclc 40601 EENEEEEN 026177394 5242011 00 sreota eroso 14 1 120 000 100 o000 100
e [ 00N o NN o727 2iszon 00 anazots  saot0 1 o8 1mozots 191 000 000 000 000
Summary for grade : 00 Total Records: 14 000 1151 000 1151
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FTE Conflicts

= What is an FTE Conflict???

= FTE Conflicts occur during Fall and Spring General Collections

= Means, a single student has been reported by one or more schools and
the FTE equates 1.00+

= Conflicts must be resolved

= Djstricts resolve
= Auditor resolve once collections are closed

05/02/2022 \tro to Pupil Auditing
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FTE Conflicts

= How to find FTE Conflicts?
= Run FTE Conflict Detection report in MSDS

= https://cepi.state.mi.us/msds/

= Login
= Audit FTE
= FTE Conflict Detection
= School Year/Collection
= District

=" Go
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Desk Audit
= What is a desk audit?

= A desk audit is a limited review of the district’s documentation to verify
that the counts reported for payment of state aid are accurate.

= A desk audit must be done for each building, in all districts, for every count
period.

= Desk Audit Checklist (Appendix D)

= Working Paper Reference.

02/2022 tro to Pupil Auditing
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Field Audit
= What is a Field Audit????
= The objective of the field audit is to verify that the counts reported for
payment of state aid are accurate and that FTEs have been properly
documented.
= Sample selection from:
= POP|
= Conventional pupils in attendance on count day
= POPII
= Conventional pupils absent on count day
= POPIlI
= Pupil enrolled in nonconventional categories on count day
= Field Audit Program (Appendix E)
40
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Audit Form and Audit Narrative

Now | know what to do...where do | find the Audit Form (DS4061/DS4120) and

Audit Narrative?

05/02/2022 ntro to Pupil Auditing
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Audit Form
= What is a DS4061?

= Unaudited count day data submitted in MSDS by District
= What is a DS41207?

= Audited count day data certified in MSDS by Auditor

= Requirement

= CPA - Submit changes to the DS4061 (or an indication of no changes) to
the pupil membership auditor within 20 weeks of the count date.

= |SD — certify DS4061 to DS4120 in MSDS within 24 weeks of the count
date. (i.e, 10/6/2021 — due 3/23/2022; 2/9/2022 — due 7/27/2022)
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Audit Form and Audit Narrative
Where do | go next?

= www.michigan.gov/cepi

= CEPI Applications
= Michigan Student Data System
= Go to MSDS

= Audit FTE
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Audit Form

Click ‘Save as DS4120’ to finalize the Audit Form
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Audit Narrative

Audit narratives are due 24 weeks after a count day the same as the DS4120,
but you have until no later than November 1, 2022 of following school year to
make edits to both the DS4120 and audit narrative for the count dates in the
previous school year.

= Fall count (2021)

= Spring count (2022)
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Additional Audits

= Section 25e (MSDS)
= Days & Clock Hour
= DS4168 — District Deadline is July 15 (EEM)
= DS4168 — ISD Audit Deadline is August 1 (EEM)

= Graduation and Dropout (GAD) (MSDS)

05/02/2022 \tro to Pupil Auditing
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Section 25e

= Students that qualify must:

= Verify the following:
= Pupil Enrollment
= Pupil Age Requirement
= Pupil Residency
= Class Schedule
= Attendance Records

02/2022 tro to Pupil Auditing

= 25e claims can be requested on newly enrolled students between the day
after the October count day through the day before the February count.

= Students must have been claimed for FTE in the October count

64
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Section 25e
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Section 25e

= Section 25e (MSDS)

= Day after October count through day before February count

= October 7, 2021 through February 8, 2022

05/02/2022 atro to Pupil Auditing
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Section 25e

= How to audit 5-Q-B: Section 25e Pupil Membership Transfer

= Verify that the student was claimed for funding by another
district in the October count day

= Verify that the student transfer occurred between the October
and February count day
= First day of full attendance

= Verify the student satisfied the residency requirement

02/2022 tro to Pupil Auditing
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Section 25e

= Districts supply
= Section 25e Claim Form
= Attendance
* Enrollment Forms

= Residency

1tro to Pupil Auditing
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This report generates an
Excel form showing all
students being claimed
Section 25e funds.

for
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Days and Clock Hours

= DS4168 — District Deadline is July 15 (Electronic in EEM)

= DS4168 — ISD Audit Deadline is August 1 (Electronic in EEM)
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Fell Short
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Certification
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Graduation and Dropout

1tro to Pupil Auditing

85

05/02/2022 ntro to Pupil Auditing

86

9/7/2023

43



1tro to Pupil Auditing

87

TITr0 T0 PUPT AUTTINE

88

9/7/2023

44



1tro to Pupil Auditing

89

90

9/7/2023

45



Quality Control Review

= |SD Auditors are audited a minimum every three years
= Gloria Suggitt
= Rotation

= Sends a checklist

= How to Prepare

= Gather all audit documents

= Review audit

05/02/2022 1tro to Pupil Auditing
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Quality Control Review

= All forms and supporting documentation
must be identified with a numbering
system.

= Example >

05/02/2022 atro to Pupil Auditing
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Contact Information

Barbette Lane
Wexford Missaukee ISD
9905 East 13t Street
Cadillac, Ml 49601
Phone: 231-876-2264
E-Mail blane@k12eta.org
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