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Overview

Section 25e of State School Aid Act
What happens behind the scenes

How to submit a 25e claim

How to manage 25e requests

How to audit and process 25e requests
Additional resources

Questions




The State School Aid Act

Refers to Section 25e (MCL 388.1625¢),
first introduced in Public Act 60 of 2013

What is Section 25e?

* “The money follows the student”
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https://www.legislature.mi.gov/Laws/MCL?objectName=mcl-388-1625e

What is Section 25e?

Opportunity to gain additional FTE for students who transferred into your district after Fall Count Day
Submitted to both MSDS and auditor

o MSDS - Student Record Maintenance Collection (ongoing certification)

o Auditor - form and supporting documentation (will vary by ISD)
Student must have been counted (with FTE) on Fall Count Day by another district / PSA in Michigan
No FTE for:

Student who were homeschooled*

o Students who moved in from out-of-state

o Students who came from a private school*

o Students who did not garner any FTE on Fall Count Day

*If student was enrolled in a Shared Time program through another district, may have FTE claim - always search UIC to check

Section 25e Highlights

e New district may report the enrollment and attendance information within 30 days after the transfer or
within 30 days after Fall Recertification Deadline, whichever is later.

e Claims may be submitted between when the Fall General Collection closes and Spring Count Day
o Cannot submit SRMs until Fall General Collection closes (recertification deadline)

First Date of Attendance SRM Submitted By

Between 10/3/2024 and 11/13/2024 |12/13/24

Between 11/14/2024 and 1/10/2025 | Within 30 calendar days

1/11/2025 and after 2/11/2025




Section 25e Highlights

e  Membership is adjusted in MSDS by a pro-rating formula based on 105 possible days between Fall
Count Day and Spring Count Day

o District that claimed the student in the fall will see a decrease in FTE for that student
o District that is submitting claim will see an increase in FTE for that student

e Changes in calculation will take effect as of the date the pupil becomes enrolled and is in attendance

e  Districts submitting claims will provide CEPI all information they require to comply with Section 25e
o SRM submission with Section 25 component

e  Pupil auditing staff shall investigate a representative sample of 25e claims for audit based on required
audit sample sizes

Behind the Scenes




25e Financial Calendar

e The membership adjustment of 1/105 of a full FTE,
for each school day as determined by CEPI’s 25e
Financial Calendar, will be prorated.

e Calendar shows days elapsed and days remaining in
period between Fall Count Day and Spring Count Day.

e Change in calculation will take effect as of the date
the pupil becomes enrolled and in attendance.

e 2024-2025 calendar not yet available on CEPI website

i, % Center for Educational Performance and Information

2023-2024 Section 25e Financial Calendar
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Calculation for FTE Gains

Gains

General Ed FTE = General Ed FTE from the Sec. 25e request x (# of days

remaining / 105)

Section 52 FTE = Section 52 FTE from the Sec. 25e request x (# of days

remaining / 105)

Section 53 FTE = Section 53 FTE from the Sec. 25e request x (# of days

remaining / 105)




Calculation for FTE Losses

*In most cases, FTE loss will be the same as the “gain” - only becomes more complicated with multiple transfers

TLosses

General Ed FTE = Total FTE from the gaining district’s Sec. 25e request x (Gen Ed
FTE before gaining district’s Sec. 25e request / Total FTE before gaining district’s
Sec. 25e request) x (# of days remaining / 105)

Section 52 FTE = Total FTE from the gaining district’s Sec. 25e request x (Sec. 52
FTE before gaining district’s Sec. 25e request / Total FTE before gaining district’s
Sec. 25e request) x (# of days remaining / 105)

Section 53 FTE = Total FTE from the gaining district’s Sec. 25e request x (Sec. 53
FTE before gaining district’s Sec. 25e request / Total FTE before gaining district’s
Sec. 25e request) x (# of days remaining / 105)

Payment from State Aid

e The second business day of the month, the Office of State Aid and School Finance extracts
aggregate FTE amounts for each district used to process State Aid payments.

e Section 25e claims that are approved by the second business day of the month will be
included in that month’s payment.

Section I | Section 11 | Section 111 | Section 1V | Section V'

. "

111. Spedific Findings
Findings By The Auditor
e Building Audit Type Finding popits |_FTE_| FieType | [Commentsl | 1 |

[ Neithercut Elementary School (02670 ) [v] [Desk [v]  [s45 - Schools of Choice ¥ 1 -1.00 | [General Ed[v] None
B3 [Freeman School (01320) [~] [Desk [v] [S8 - Alpha Roster - Pupils not on list but eligible [vl [2 1.60 | [General Ed[v] [Students | Nene

‘ M ™ [ | [9] Sxgets] o

System Generated Findings
Genesee Area Skill Center (05575) Desk $82 - Approved Section 25 Adjustments (November) 3 -0.93  General Ed
Genesee Area Skill Center (05575) Desk 582 - Approved Section 25 Adjustments (November) 2 -0.74 Special Ed
Durant Tuuri Mott School (00974) Desk 582 - Approved Section 25 Adjustments (November) 12 -2.36  General Ed
Durant Tuuri Mott School (00974) Desk $82 - Approved Section 25 Adjustments (November) 12 -3.38  Special Ed
Southwester Classical Academy (03554) Desk 82 - Approved Section 25 Adjustments (November) 6 -1.74  General Ed

Southwestem Classical Academy (03554) Desk 582 - Approved Section 25 Adjustments (November) 4 -0.39  Special Ed




Submitting a 2be Request

Submission Process Overview

e Review all students who have enrolled since the day after Fall Count (10/2)

e Decide to filter out non-eligible students based on entrance code or check all students to verify
o Private school or homeschool students may have been in Shared Time programs so worth checking

e  Search student by UIC in MSDS and check Student History for Fall Count 2024 records
o If you have reason to believe they were counted in the fall and they aren’t showing up, try searching by name or

DOB, etc. to see if they were counted under another UIC (then submit UIC linking request)

e |f student was claimed for FTE in Fall Count, add to form and begin gathering supporting documents
o You can choose if you want your buildings to do the form and/or the document gathering or do it yourself

o  Submit SRM with eligible students, including the Section 25 component (First Day in Attendance)

e Compile Request form and supporting documentation for auditor




How to check if a student was claimed for FTE for Fall Count in MSDS

L E—

Student Data
Submission...
Student Data
Downloads...
€ ..

Student Search

2. Filtered on Last Name(gustafson%), First Name(kaitlin%)

3 SDS Home > Student Search > Student Details
.

Student Details
Cenc” ~

Back to Search Resull View Student History

Reports...
Audit FTE... Unique Identification Code (UIC) 3229041511
Student First Name KAITLIN
Grad Cohort... -
Student Middle Name N
General Reports. Student Last Name GUSTAFSON
Student Suffix
Date of Birth 11/16/1989
Gender Code F
4.
— | (UUBED) aistrict
Fall 2024 W Chesaning | Chesaning| 3229041511 | GUSTAFSON | KAITLIN N 11/16/1989 F 000010 04/03/1995 12 Expected to
General nion Union continue in
Schools High the same
(73110) |School school
(00666) district

What is the pupil’s first date of attendance?

The first date of attendance is either the date where the student
is physically in attendance or has participation in each course on
the pupil's schedule, or for a virtual pupil, the first date where
the pupil and teacher of record/mentor completed a two-way
interaction following enrollment.

Note: The pupil only needs to have one two-way interaction.
This two-way interaction may be for any virtual course on the
student’s schedule and will cover all other virtual courses.




Section 25 Component - First Day in Attendance Characteristic

Each SRM record must contain the Section 25 Component and the First Day in
Attendance characteristic. The first date of attendance is either the first day the
student attended or participated in each course, or the first day they completed one
two-way interaction that covers all courses on their class schedule. Additional
business rules:

- The date must be after the Fall Pupil Membership count date (first
Wednesday in October) and must be before the Spring Supplemental count
date (second Wednesday in February).

- The date must be on or prior to the As of Date characteristic in the SRM
Component.

- The date must be on or after the Enrollment Date characteristic in the
Enrollment Component.

Salect Component ] [__Add Component ]
Student Record Maintenance | School Demographics | Personal Demographics | Enrollment | Membership = GeneralEdFTE \ Section 25

“First Day in Attendance: & 01/25/2013

Submitting a 25e Claim

o  Claims must be submitted using the Student Record Maintenance (SRM) Collection

® The submission will include the six primary SRM components (Personal Core, Student Record
Maintenance, School Demographics, Personal Demographics, Enrollment, and Membership)

e In addition, any component detailing applicable FTE (GeneralEdFTE and/or Special Education) must be
included to report appropriate FTE information

® Lastly, the Section 25 component must be included
o Includes “First Day in Attendance” characteristic
o Without this component, Section 25e request will not populate into the area where they can be approved




= Review in MSDS after submission

Manage
Collections...
e  Found under the Section 25e menu in MSDS
System
o Includes all requests submitted by the district and all requests claimed against the district
pem— e  Best practice for districts to monitor for any unexpected losses, etc.
,
Reports..
Student Data
Submission...
Upload File e tional Performance and Information - Michigan Student Da
Uploaded File Status Section 25 Summary Report (Sample)
STARR XML Conversion Collection: Student Record Maintenance 2014-2015
Data Staging Area Entity: District A (99001)
Student Data Prior Prior Prior Prior
Downloads A"’f‘"‘e“‘ Rse;‘:::' an':ef‘ Reg':l’:se Auditor Name uic LastName | FirstName | Studentld Grade District | Building = Student = Resident
ype q Code Code | Residency  LEA
Loss Pending | 10/27/2014 [ 1111111111 | 7002760 12 99001 10101 [ 14 99001
Loss | Approved | 10/27/2014 | 11/26/2014 ISD Auditor B 111111112 | I A 99001 10101 [ 14 99001
Loss Pending 10/27/2014 1111111113 | 7 002166 6 12 99001 10101 7 14 99001
‘Loss |Pending | 10/27/2014 111111114 7 005449 7 09 99001 10101 7 14 99001
Loss Denied by |10/27/2014 1111111115 7002476 2 10 99001 10101 7 14 99001
System |
Loss Pending | 10/27/2014 [ 111111116 | 200241 T 11 99001 10101 [ 14 99001
Loss Pending 10/27/2014 | 1111111117 7 200242 1% 12 99001 10101 | 14 99001
Loss  Approved |10/27/2014 | 11/26/2014 ISD Auditor B 1111111118 7003172 T 09 99001 10101 7 14 99001
Manage Section 25¢  Loss Approved | 10/27/2014 | 11/26/2014 ISD Auditor B 1111111119 T oo24r8 [ 11 99001 10101 7 14 | 99001
Requests Loss Pending 10/27/2014 1111111120 | 7 005429 r 09 | 99001 10101 [ 14 99001
Section 25e Summary Loss |Denied | 10/27/2014 111111121 T T R 99001 w0101 7 1 99001
Report Loss Pending 10/27/2014 1M111111122 200483 12 99001 10101 14 99001

Tips and Tricks

e Asenrollments are processed, capture an extra copy of the enrollment form for the 25e process.

e Have a process to monitor new students and gather the student schedule and first day of
attendance info.

e Setaschedule on your calendar to process your 25e SRMs. Work in batches and be mindful of
the due dates.

e Depending on your district setup, be sure to communicate with all involved parties about their
deadlines and requirements. (Examples - building contacts, central enrollment, registrar, etc.)




Managing 25e Requests

Adjustment Request

Type
Loss
Loss
Loss
Loss
Loss

Loss
Loss
Loss
Loss
Loss
Loss
Loss

Section 25e Summary Report

Status

Pending
Approved

|Pending

Pending
Denied by
System
Pending
Pending
Approved
Approved
Pending
Denied
Pending

Auditor can reference to see all claims by/against their districts

Can export data to manipulate as needed for tracking purposes

Encourage districts to check regularly so unexpected claims can be countered within the 30 day window

Request

10/27/2014
110/27/2014
10/27/2014
10/27/2014
10/27/2014

10/27/2014
10/27/2014
10/27/2014
10/27/2014
10/27/2014
10/27/2014
1012712014

Date of

Section 25 Summary Report (Sample)
Collection: Student Record Maintenance 2014-2015
Entity: District A (99001)

Response

Date Auditor Name uic Last Name First Name Student Id
S ) [ 1111111111 | 7 002760 |
11/26/2014 |1SD Auditor B [ 1111111112 700259 [
| [ 1111111113 | 7002166 |
1111111114 | 7 005449 7
1111111115 7 o076 [
[ 1111111116 7200241 [
111111117 [ 200242 [
11/26/2014 |1SD Auditor B [ 1111111118 7003172 7
11/26/2014 |ISD Auditor B [ 1111111119 [ 002478 |
[ 1111111120 | 7 o0s429 T
1111111121 | | 7 oo2971 [
[1111111122 7 200483 7

Prior
District
Code
99001
99001
99001
99001
99001

99001
99001
99001
99001
99001
99001
99001

Prior

Building

Code
10101
10101
10101
10101
10101

10101
10101
10101
10101
10101
10101
10101

AU B e

B B B B B e |

Prior
Student
Residency
14

14
14
14
14

14
14
14
14
14
14
14

Prior
Resident
LEA
99001
99001
99001
99001
99001

99001
99001
99001
99001
99001
99001
99001




[rsostome |
Manage Section 25e Requests

Section 25 uest List

Screen populates with any SRM .

, ‘

District:

record that is certified with a

Building [ |

Section 25e Component tDa Status: A v
i L — ] E—

Upload File From:

Uploaded File Status ResponseDate [ Jal] o

STARR XML Conversion From:

ISD auditors will be able to review a Data Staging Area B Show Only Requests From My District(s)

g 2000 Result(s) Returned

list of requests for all districts they
have access to but can only edit

Tot | Gen |Sec52 |Sec53 | Enrollment | First Day |Remaining| GenEd| SpEd

C|aImS from thEIr own dlStI"ICtS FTE Date Attended Days |Adjust Adjus(
Fall 2022 (1.00|0.96|/0.04 |0.00 |07/02/2020 -0.49 |-0.02
General
Collection
2022:2023
Manage Section 25e Student 1.00 1.00 0.00 [0.00 11/09/2022 11/14/2022 54 0.51 0.00
Requests Record
. . . . Section 25¢ Summary ;‘;2';':3;:“
District users will be able to view Repor
. ) Comments: | DOCUMENTATION REVIEWED AND APPROVED.
Y
requeSts they have SmeItted In Response Date: 12/08/2022 Request Date: 12/02/2022
esponse By: atus roved
read-only format i it
MSDS does the calculation for FTE based on first
- - v Alex (4444444444) - New (11/20/2014)
day of attendance. This dictates the remaining
days and adjusts based on the financial calendar, Student: Alex UG, desdidintt
. T Tot | Gen [Sec52|Sec53| Enroliment rst Day |Remaining |GenEd| SpEd
GenEd Adjust / SpEd Adjust display the change
. . . . Fall 2014 Genesee ISD / 1.00 1.00 0.00 0.00 06/23/2011 -0.76 0.00
that will occur if request is approved as-is. el District A
Collection  (99010/00001)
2014-2015

Student Genesee ISD / 1.00 1.00 0.00 0.00 06/23/2011 10/07/2014 80 0.76  0.00

H ine: Record District B
Auditors can do one or more of the following: e :
2014-2015
e  Approve the request as submitted
[ Aprove | Comments:
. . Edit 5
e  Edit the request prior to approval
Response Date: Request Date: 11/20/2014
Response By: Status: New

e Deny the request with comments

*Once you hit “approve” or “deny,” you cannot undo this so be careful!




Editing a Section 25e Request

Can modify the General Ed or Special Ed FTE.

o FTE should be based on student’s current

schedule/IEP at enrolling school.
[] Example - Part-time

o Auditor can not add Special Ed FTE if original
request did not contain Special Ed data.

o If Special Ed FTE needs to be added, auditor
must deny request and have district resubmit.

Can modify First Day in Attendance
o Date must be date upon which student has
attended each class at least once.
[] Example - Block schedule
o Date cannot be before enrollment date. If the
enrollment date is also incorrect, auditor
must deny request and have district resubmit.

Student Genesee ISD /
Record District B
Maintenance (99020/00008)
2014-2015

Con

Edit

Edit Section 25 Request

Original Request Information

Student: Alex UIC: 4444444444 Requested Date: 11/20/2014

o . Tot | Gen [Sec52|Sec53| Enrollment First Day |Remaining|GenEd| SpEd
kit e i Attended | _Days _|Adjust| Adjust

Fall 2014 Genesee ISD / 1.00 1.00 0.00 0.00 06/23/2011 -0.76 0.00
General District A

Collection (99010/00001)

2014-2015

Student Genesee ISD/ 1.00 1.00 0.00 0.00 06/23/2011 10/07/2014 80 0.76  0.00

Moimtenance DISUct8
Do (29020/00008)

Modified Values

Adjusted General Ed FTE 1.00
Adjusted Section 52 FTE 0.00
Adjusted Section 53 FTE 0.00

First Day In Attendance 10/10/2014 =)

[ Save ] | Cancel ]

Late Submissions (from MSDS manual)

- As mentioned in the legislation, requests must be submitted within 30
calendar days after the transfer, or 30 days after the Fall General Collection
recertification deadline, whichever is later. Initial requests not submitted
within 30 days may be reported by the district using a modified first date of
attendance that complies with the 30-day timeframe. The membership for
the pupil will be prorated according to the modified first date of attendance
reported. Since the MSDS cannot enforce this requirement because
resubmissions that occur outside of the 30-day window would not be allowed,
initial requests not submitted within 30 days are subject to modification by

your ISD auditor.




Auditor Review and Processing

Audit Process

e Section 5-Q-B in PAM/PMAM outlines directions for auditing

e  Auditor can use Pop Ill risk assessment to determine percentage of requests reviewed or can choose
to audit 100% of requests due to high-risk of mid-year enrollments. Minimum percentage to audit
must be at least 10% of requests.

Building Risk Assessment — Sample Size Percentages High | Moderate | Low

Pop I - Conventional pupils present on count day 15% 10% 2%

Pop II - Conventional pupils absent on all or part of count 20% 15% 10%
day

e  Auditor will establish with districts what is required for submission. For those who do not audit 100%
of requests, they should communicate what audit materials are due when and for which students.




5-Q-B: SECTION 25E PUPIL MEMBERSHIP TRANSFERS

District [sehoot vear |
INSTRUCTIONS: Complete for an enrollment after Fall Count Date through Day before Spring Count Date
T Srudent legaTName
* |(Prease type/print)
u o) Teadie) =)
 [Date of Birth uic Current Grade Level
H Date v
. [Enroting Buikiing Building Code
¥ [Resident N0, Resident Resident’
7 Code
: Name
% |tastday atended at previousschol District Code 15D Code
! |istrictthat Cisimed Pupilin Fahl Count
N |Last day attended at reported school Distrct Code 15D Code.
o
9 [pate of section 25 srm District Contact
§ [pistrict contact Email Phone Number
<
¢ |Principal Authorization 1 procesd toclsimFTE  Approved Denied
inci Dste
¢ [Appiication sentto Auditor (0ate)
o [supporting Auditor (Date)
¥ Ran Quatty Review and Coreied the SAM Catecton (0ate)
v |nores:
1SD AUDITOR USE ONLY
Pupil's Enrollment & Membership Information In New DIstrict
vate First Date of
Building, Grade Envolled Attendance
o W irtual S
FTE SEFTE SE Prog Cade Virtual Courses, Secs3 u
e
oY and date
IFTE caimed in October membership: 3 s B
Veriication with previous
150 it applicable: Date Comment
i Date Comment
Request Approved Request Denied Pl Adjustment Manual Adjustment

This verifies that documentation was reviewed, October FTE verified, SRM submission verified, previous ISD contacted If
applicable, and appropriate approval, denlal, or adjustments has been made in MSDS.

Signature
INOTES:

Revised 1123 1

Transfer Request Forms

MPAAA versions on Pupil Auditing Forms page

Auditor can create their own version of forms, as long as they

include information required for audit.

Can use individual and/or bulk forms for district

submission

Some Student Information Systems can generate a mail-merge

version of the request form with pertinent data

(ex. MiStar-Q).

Examples of variations of audit forms in the next few slides.

Section 25 Student Funding Requ

SY 2024-2025 Section 25e FTE Transfer Request

=
[comments

enisl, or manusl acjustment haz been mace in MSDS.

Signatore

Submit this form with supporting documentation to the JCISD Pupil Aug

Educating/Requesting District: ’Eﬂrict Coder . Ingham |mefmed iate
= s s ‘ - | w X .’ School District
[contect: [ ol Rt Mo Lo Pt 2023-2024 Section 25e FTE Transfer Request
=~ M { |
Student I Enroling Pupil [ owicecode | 0
1= T
| 1 e | o e e
\ First
(4 ame of Dizic: Pugs Eied [ Deviccose | Toari
) Middle | |
; uic |sze of District Enrolling Pupil ‘ District Code _|District Contact, email and phone number + ext.
- Date of Birth * i g pe | ‘
- Pupil's Enroliment & Membership Information in New District
- Grade
Resident District
E District Student Exited | Name of Previous District | ‘ | | | | |
P4 Pupil Enrollment & Membership Inform &
= Enrollment Date in PowerSchool The following must be submitted with this form. Place ———
5 = fl cony an X verifying that each s attached. o]
P First Day in Attendance 2 Copy of resicency verification
: Enrolled FTE_|GenEd FTE: 3 Pupil schedule 1 - po
= s <o 2 pusi cnesue
- The following documents must be submitted with P
Iﬂ Plesse put an "X" verifying that each is attached. * For ISD Auditor Use Only
a For ISD Auditor Use Only:
Enrollment Form with signature & date |Attached | Auditor Re
Attendance Verification |Atached [Auditor e [FTE caimed in October membershin: [ eerre | serme |
Verification of Residency |Attached |Auditor Re | [ L“ o | .
ezt Do - s
Student Schedule | Awtached |Auditor Re
p 's Signature ‘ [ o [ e
Title Di
= SRM Entry Date ‘ | |
- State Reporting T
z 0 | Jreveueos ec o
OR Gere | s
= e I |
District Where FTE Was Last Claimed |District Name:
Comments:
section 25 Request Approved Denied o J



https://mpaaa.org/Pupil_Auditing_Forms

New Student FTE Transfer Request (Section 25¢)

SY 2022-2023 Section 25e FTE Transfer Request

Enrolled Pupil's

Date: SRM Date: Tz [ Won Rezicent - Resdent
Enrotiec Pupil's Name: Lazz Firs uic DateofBith | (¥/N) izt Name Non Re: Code
Student’s Full Name (as listed in MSDS):
UICE: DOB: Name of i District Code Date of SAM | District Contact. email and phone number = ext
Resident?:  Yes No Non-Resident Code:
Fiiollig Dshict: LEA Code: [Name of District Pupil Exited | District Code D il in Fall Count | 15D Coce
Exiting District: LEA Code:
Reason: Moved into District Pruit S Devtoict
Seliools GF Cliice Builcing Grade Date Enrolled |rust Dute of Attendanca |GEFTE_| SEFTE | SEProgCode [SecS3 | Sec24
Foster Care Placement
Homeless must this form. Place an X verifying that each s attached.
1] Copy of enrollment form - Parent signature and date page ony
Other
_ 2 Copy of y or other e d (Do not send muitip )
3. Complete Pupil schedule - I Seconcary
Spec Ed Copy of pupil E - 5 ife "
aka First Date of | GenEd | SpecEd | Program s opy of pupil attendance verifying first Gay in attendance (Signed and verified by teacher(z])
Building Grade | Enrolled | A d: FTE FTE ode Sec 53
[ Authorized District Representative Signature Date
All documentation that must be provided with this request:
Enroliment Form with Signatures & Date Auditor Use Only
Copy of Residency Verification Request Approved:  Yes Mo [
____ Pupil’s Schedule JCEPS Adjustment. (V) | Previous District FTE: Enrofing District Approved FTE:
OR GeFTE st FTE GE FTE [ SeFTE

Pupil’s Attendance Record verifying First Day of Attendance

[Manual Adjustment (v) I I

Comments:

Comments:

[This verifies that cocumentation was reviewed, October FTE verified, SRM zubmizzion verified, previous ISD contacted if appiicale, and appropriste 3pproval,
Contact: Phone Number: |denial, or manual sdjustment has been made in MSDS.

’s Signature: Date: 15D Auditor Signature Date
2023-24 Section 25e Transfer Request Roster
District le District
525 Request #:|1
MSDS SRM (see below)
(ifmultiple,
Fall Count District Pupil Tranferring From
Section 25e Pupil i $25e FTE Claim Fall Count District FTE Claim (if Fall Count District, enter
@
'
MSDS SRM Date < a 25
(SRM certification date - & H + 5
complete only f = E g3 o e
submitting multiple SRM Pupil Name DOB 2 s %8 District District
datesonthisroster]  (Last Name, First Name) uiC MwooY) | & Building Pupil Attends S £ 2 GE SE District Name Code | GE SE District Name Code
1| 11/28/23 Simmons, Betsy 1234567890 02/25/05 12 East HS 10/07/23 10/12/23| 1.00 0.00 | Linden 25250 | 1.00 0.00 | Same
2| 12/15/23 Ang, Paul 7757767789 09/07/17 K Hope ES 11/17/23 11/17/23| 0.83  0.17 | Walled Lake 63290 | 0.83 0.7 | Same
3| 12/15/23 Williams, Chace 9999999999 11/07/10 7 Central MS 11/29/23 12/01/23| 0.67 0.00 | South Lyon 63240 | 0.67 0.00 | Same
4| 12/15/23 Smith, Trenton 1215123581 05/08/12 5 Jones Elementary 11/30/23 12/02/23| 0.65 0.35 | Webberville 33220 | 0.71 029 | Williamston 33230
5|
6
I 4
5-Q-B: Section 25e Pupil Membership Transfers
District | LEA Code School Year 2023- 2028
Building - Program | contact
Instructions: Complete for any enroliment that falls on or between: 10/5/2023 - 02/13/2024
%
a
Pupil Legd Name 13
. £
Last Nome First Name MU uic : ;




Review the following for each audited student:

®  Was the pupil claimed on Fall Count Day by another district/PSA?
e Did the pupil transfer occur between Fall Count Day and Spring Count Day of current school year?

e Was the Section 25e request submitted in MSDS within the 30-day deadline?
o MSDS will not flag these (due to need for re-submissions) so has to be verified manually by auditor
o If past 30 days, adjust First Day of Attendance component for 30 days back from submission date

e  Does the supporting documentation submitted confirm the above?
o Signed/dated enrollment form to verify enrollment date
o Attendance records to verify first day of attendance in each class (mentor log for virtual courses)
o Student schedule to verify full-time/part-time status (new FTE claimed)

e Have you completed all other required steps for “All Populations” in PMAM not encompassed by the

above questions/documents?
o Examples - residency, identity, age requirement, etc.
o Required documentation may vary depending on auditor practices

A
Date of

Request

12/11/2023
12/11/2023
12/11/2023
12/11/2023
12/7/2023
1/31/2024
12/7/2023
12/7/2023
12/7/2023
12/7/2023
12/21/2023

Tips and Tricks for Auditors

Utilize digital processes that work for you - fillable forms, dropboxes/folders for submissions, use “approved”
/ “denied” stamps and other annotation tools in Adobe Acrobat, etc.

If you have access to a district’s SIS, you can eliminate the need for them to produce schedule and
attendance reports by checking these for yourself if you have appropriate access.

Keep a master spreadsheet of all requests for your districts - pull data from MSDS Summary Report and use
for your personal tracking throughout the process.

s c o [ £ s H e & R4 v v x p 2z oy
District Enroliment  Student First Day In Gen  seas2  Total Date
= UIC_= lastName = FirstName =  Grade = New DistrictName = BatchNo. = New BuildingName =  Date = Residency = Attendance = EAFTE = FIE = FIE = Processed = Notes
u 10/18/2023 1 10/18/2023 100 0.00 100
0 11/8/2023 1 11/13/2023 005 095
s 11/20/2023 1 11/20/2023 100 0.00 Adjust first day to 11/21 to include art class
2 10/30/2023 1 11/1/2023 100 0.00 100 Only has three classes - adjust claim 0 0.60 FTE
1 11/18/2023 1 11/14/2023 100 0.00 100
7 1/16/2024 1 1/18/2024 100 0.00 100 Attendance shows 1/17 on documentation
s 11/18/2023 1 11/14/2023 100 0.00 100 1
3 11/13/2023 1 11/13/2023 100 0.00 100 | 1
s 10/23/2023 6 10/23/2023 100 0.00 00 1
12 10/23/2023 1 10/23/2023 097 003 00 1 3 Adjust first date to 10/26 per mentor log
0 11/17/2023 1 11/17/2023 100 0.00 100 | 12/22/2025  Late submission - adjust first day to 30 days from request date (11/21)




Manual Adjustments

e If an auditor makes an FTE adjustment in MSDS
after another auditor has approved a 25e request,
this will trigger an email from CEPI with
information on the student and the steps needed
to be taken.

e  Auditor who made the FTE adjustment will receive
the email and should perform the calculation
based on the new Fall FTE, using formula provided
in Section 25e User Guide.

e Contact the other auditor affected (if it isn’t you)
to communicate any changes needed on their end.

Adjustment after approved Section 25e claim (&l Inbox x (=

Korroch, Becky (CEPI) <KorrochB@michigan.gov f, Mar 15, T553AM ¥ €

tome v

Hello Katilin,
In the Fall 2023 audit form/narrative in the MSDS, a FTE adjustment was made for the following student(s) AFTER a Section 25e request was
approved for the same student(s). Please review and determine if additional FTE adjustment by either impacted district is required.

istrict Codel|{Changed Date ield(s) Changed (Original Value, New Value)||Changet
uic [District Code] [Changed D Field(s) Changed (Original Value, New Value)] [Changed By
7070 |[Mar 14 2024 10:08AM][GeneralE dFTE (1.00. 0.49) [Kaitin Guerral |

Please do the following:

Go to the Manage Section 25 Requests screen in the MSDS, filter on the UIC, change the status to “All", and uncheck the “show only
requests for my districts” checkbox. This step will give you more information about the Sec 25e request and will help you determine which
adjustments are necessary.

Perform the appropriate adjustments if needed on an aggregate-level. Do not make student-level (via the Students-
Gen&SpecEd tab). Use the “581 — Manual Section 25 Adjustments” audit finding.

If the auditor of the gaining district is someone other than you, please inform him/her so that the appropriate adjustment is made.
The three most common scenarios are as follows:

1) Fall FTE removed  in this case, the negative adjustments for the losing district will need to be added back to the appropriate tabs in
the Audit Form, and the positive adjustments for the gaining district will need to be deducted

2)  Fall FTE reduced — first, recalculate the adjustment using the modified Fall FTE (see the Section 25e User Guide for instructions).
Subtract the new adjustment from the previously approved adjustment to get the difference. This “difference” will need to be applied to
both the Fall district and the gaining district.

3) No change in Total FTE, but modified Gen/SpEd split  first, recalculate the adjustment for both General Ed and Special Ed. Subtract the
new adjustment from the previously approved adjustment to get the difference. Apply the “difference” to the Fall district only.

If you have previously taken action for this student(s), please disregard this notification. Please reply with any questions.

1. Calculate modified FTE adjustment:

Adjustment after approved Section 25e claim (&l Inbox x =]
Korroch, Becky (CEPI) <KorrochB@michigan.g fves s # « ¢ 0.49X (61 remaining days / 105 total days) =
tome v 0.28 FTE
Hello Katilin,
In the Fall 2023 audit form/narrative in the MSDS, a FTE adjustment was made for the following student(s) AFTER a Section 25e request was
approved for the same student(s). Please review and ine if iti FTE adji by either impacted district is required.
uic h:)is(nd Code|[Changed Date Field(s) Changed (Original Value, New Value)||Changed By . . .
7070 Mar 14 2024 10: 'TE (1.00, 0.49) Kaitlin Guerra| 2 SUbtraCt to flnd dlfference'

- Approved (02/09/2024)

Studen QD

Tot | Gen |Sec52 Sec53| Enrollment | First Day

Collection 1SD/District

0.58 (original adjustment) - 0.28 (new
adjustment) = 0.30 FTE

Remaining| GenEd | SpEd

0.58 0.0 3. Apply manual FTE adjustments

Deduct -0.30 FTE from gaining district
Add back 0.30 FTE to Fall Count district

If outside ISD, contact Fall Count district.

FTE | FTE| FTE | FTE Date Attended s Adjust| Adjust
iFallZOZS i SA / 0.49/0.49(0.00 |0.00 |06/10/2013
| General
| collection
|2023-2024 |
Student Livingston ESA / 1.00 1.00 | 0.00 0.00 10/06/2023 11/06/2023 61 0.58 0.00
Record
Maintenanc
20232024 |
Comments:
v
Response Date: 02/09/2024 Request Date: 12/14/2023
Response By: Kaitlin Guerra Status: Approved

*If Fall Count FTE is reduced to 0.00, both
districts fully reverse the adjustments made.




e, GEE——) Thy, Mer 30,

tome v

*

Hello Kaitlin,

“«

I am sending this email to let you know that I made an audit adjustment that affected a Section 25 claim you approved for \

=
Student @I, ¢rade 10: the fall 2022 FTE was decreased in audit from 0.98 GE / 0.02 SE to 0.81 GE / 0.02 SE,
subsequently decreasing the Section 25 transfer from 0.11 to 0.09 GE FTE
I have processed the manual adjustment detailed below and ask that the you please process the counter adjustment.
increased GE FTE 0.02, grade 10
U decrease GE FTE 0.02, grade 10.

Thank you

)
0=

From auditor who made FTE adjustment to
Fall Count and received CEPI email.

@ Fri, Mar31,2023, 9:33AM ¢ €

Please see attached for documentation of the change on my end - | believe we should be all set but let me know if you need anything else

from me.

Have a great weekend!
Kait

R )
From auditor who approved the original ) ) o
. R Aggregate adjustment of 10th grade General Education FTE has been made for -0.02 FTE and Specific Finding added for

25e request, ve r|fy| ng ca Iculation and manual 25 adiustment. | aaree with the FTE calculation made bvllsD.

acknowledging change of FTE. [IT Specific Findings

Bullding Name Audit Type |[Finding |Description A::cpllll.d Ch:l;rDEO FTE Type  |Legal Reference |Finding Comment
Dosk 81 [ 0.02[Goneral Ed [s2secrme side [Manuot 258 ausmentior
ererea y e P Avator ot A Act

*No official process for this - auditor practice may vary

Fowtente's FTE ciam has
been reduced from 011 fo.

Other Manual Adjustments

If the split between General Education and Special Education FTE is
adjusted by the Fall Count district (without changing the total FTE) after
a Section 25e request has been approved, the gaining district must
recalculate and redistribute the FTE split accordingly. In this case, only
the gaining district would need to make a manual adjustment.

- Approved (12/08/2022)

Student: uic:

. po— Tot | Gen |Sec52 |Sec53 | Enrollment | First Day | Remaining GenEd & SpEd
Collection 15D/District FTE | FTE | FTE | FTE Date Attended Days |Adjust|Adjust
Fall 2022 10/03/2022
General
Collection
2022-2023

Student 1.00 1.00 |0.00 0.00 |11/21/2022 11/22/202 48 0.46 10.00
Record

Maintenance |
20222023 | |

I If Fall FTE is adjusted from 1.0 to 0.75 Gen Ed and 0.25 Sec52 in the Audit: I

1.  Calculate modified FTE adjustment:
Gen Ed: 0.75 X (48 remaining days / 105 total
days) = 0.34 FTE
Special Ed: 0.25 X (48 remaining days / 105
total days) = 0.12 FTE

2. Subtract to find difference:

Gen Ed: 0.46 (original adjustment) - 0.34 (new
adjustment) = 0.12 FTE

3. Apply manual FTE adjustments

Deduct -0.12 FTE from General Education
Add back 0.12 FTE to Special Education




In Audit Narrative

e  Use Specific Finding S81

” S81 | Manual §25e §25e requests manually entered by the Pupil §25e of the State School Aid
Adjustments Auditor Act

e Do not make the actual adjustment at the student-level. Instead, make adjustment with
aggregate-level changes to grade-level general education / program-based special education fields.

‘Spectl | Genera e Addivonal nformation] Residency Informaton[summary students - Gensispec £d| [Special 4 General Ed| Addiional nformation]Residency InformationSi
K-12 Pupil Membership (FTE) in General Education Special Education
Crade Fie FIF Graded At £0 Oy il G
sty BT L it 1o Programs for Mild Cognitive Impairm ent 4876
postcra ] [ = 120 programs for Moderate Cognitve Impairment 000
fesnd Grsde EECIN| o0 501 130 programs for Severe Cognite Impairment 000
it cue [E2x25 ] [ = 10 |Programs for moton st
feifs ﬁ T e 150 | programs fo Leaming isaled 2706
- o = 160 programs fo Hearing Imparment 000
e = o 170 | programs for Visual mparment 000
S 150 Programs fo Physical orOther Heali Impalment 503
o e ol o . 151 | ary hidhod Special Educaton Chasstoom Program ] D 5254
Feventn Grade e o6 29007 152 |Programs for Severe Language Impairment oo ] | oo ] 000
Twelfth Grade [29735 | [s82 30321 193 Programs for Autism Spectrum Disorder 0.00 1801 ] 172 1973
Specar ] ] o0 154 HementaryorSecondaryLeve Resource Program o | o a9se
Arermatvs eaucaton 000 270 ey Chihood Special ducation sevices o e ] o0 000
G2 siszan 2 si790s I ot o0 20702 GEs asewr

Common issues and best practices

Check special education FTE split - if student is still on a temp placement, may be the same as previous
district. If new IEP has taken place, should reflect this new split at claiming district

e Request will be denied and have to resubmit if special education split FTE is not included
The district the student transferred from may not always be who claimed them in the fall

Mid-year transfers often involve shared household or suitable home affidavits - make sure all residency
paperwork is complete

Make sure you certify your SRM submissions - simply uploading to the staging area alone will not send
requests to auditor

On the flip side, don’t forget to send your auditor required forms/paperwork after certifying in MSDS!

If you have a block or varied schedule, make sure first day of attendance is after they have gone to all classes




Additional Resources

CEPI’'s SRM Website

e  Section 25e Overview
e  Section 25e User Guide
e  Section 25e Financial Calendar (currently 23-24)

MDE'’s State Aid & School Finance Webpage

MPAAA Pupil Auditing Forms page

Section 25e Deadline Calendar

Section 25e
30 Day Window for Transfer Request

2024-2025 School Year

Student Transfer Date | Last Day to Submit SRM Student Transfer Date | Last Day to Submit SRM
Date | DayofWeek | Date | Dayof Week Date | DayofWeek [ Date |Dayof Week

10/3/24 - 11/13/24 12/13/24  Friday 12/30/24 Monday School not in session
11/14/24 Thursday 12/14/24  saturday 12/31/24  Tuesday School not in session
11/15/24 Friday 12/15/24  sunday 1/1/25  Wednesday _[School not n session
11/18/24 Monday 12/18/24 Wednesday 1/2/25  Thursday School not in session
11/19/24  Tuesday 12/19/24  Thursday 1/3/25  Friday School not in session
11/20/24 Wednesday  [12/20/24 __ Friday 1/6/25 _ Monday 2/5/25  Wednesday
11/21/24 Thursday 12/21/24 Saturday 1/7/25 Tuesday 2/6/25 Thursday
11/22/24  Friday 12/22/24  Sunday 1/8/25  Wednesday [2/7/25  Friday
11/25/24  Monday 12/25/24  Wednesday 1/9/25  Thursday 2/8/25  Satrday
11/26/24 Tuescay 12/26/24_ Thursday 1/10/25  Friday 2/9/25  Sunday
11/27/24  Wednesday _|School not in session 1/13/25  Monday 2/11/25  Tuesday
11/28/24  Thursday 1/14/25  Tuesday 2/11/25  Tuesday
11/29/24  Friday School not in session 1/15/25  Wednesday  [2/11/25  Tuesday
12/2/24  Monday 1/1/25 Wednesday 1/16/25 _ Thursday 2/11/25  Tuesday
12/3/24  Tuescay 1/2/25 Thursday 1/17/25  Friday 2/11/25  Tuesday
12/4/24  Wednesday _[1/3/25 Friday 1/20/25  Monday 2/11/25  Tuesday
12/5/24  Thursday 1/4/25 Saturday 1/21/25  Tuescay 2/11/25  Tuesday
12/6/24  Friday 1/5/25 Sunday 1/22/25  Wednesday  [2/11/25  Tuesday
12/9/24 _ Monday 1/8/25 Wednesday 1/23/25  Thursday 2/11/25  Tuesday
12/10/24 Tuesday 1/9/25 Thursday 1/24/25  Friday 2/11/25  Tuesday
12/11/24 Wednesday  [1/10/25  Friday 1/27/25  Monday 2/11/25  Tuesday
12/12/24 Thursday 1/11/25 Saturday 1/28/25  Tuesday 2/11/25  Tuesday
12/13/24  Friday 1/12/25  Sunday 1/29/25  Wednesday  [2/11/25  Tuesday
12/16/24 Monday 1/15/25  Wednesday 1/30/25  Thursday 2/11/25  Tuesday
12/17/24 Tuesday 1/16/25 Thursday 1/31/25  Friday 2/11/25  Tuesday
12/18/24 Wednesday _ |1/17/25 Friday 2/3/25 Monday 2/11/25  Tuesday
12/19/24 Thursday 1/18/25 Saturday 2/4/25  Tuesday 2/11/25  Tuesday
12/20/24  Friday 1/19/25  Ssunday 2/5/25  Wednesday _ [2/11/25  Tuesday
12/23/24 Monday School not in session 2/6/25  Thursday 2/11/25  Tuesday
12/24/24  Tuesday School not in session 2/7/25 Friday 2/11/25  Tuesday
12/25/24 Wednesday _[School not in session 2/10/25  Monday 2/11/25  Tuesday
12/26/24  Thursday School not in session 2/11/25  Tuescay 2/11/25  Tuesday
12/27/24  Friday School not in session 2/12/25  Wednesday Spring Count Day

Questions?

CEPI Customer Support:

(517) 335-0505, Option 3; cepi@michigan.gov

MDE State Aid & School Finance:

Brian Ciloski; ciloskib@michigan.gov

CEPI’s 25e, FTE, and Audit Contact:

Becky Korroch, korrochb@michigan.gov

Kait Guerra

Pupil Accounting Auditor, Livingston ESA

kaitguerra@livingstonesa.org

Randi Bassett

Pupil Accounting and Data Coordinator, Holt Public Schools

randi.bassett@hpsk12.net



https://www.michigan.gov/cepi/pk-12/msds/srm
https://www.michigan.gov/cepi/-/media/Project/Websites/cepi/MSDS/Section25_Overview.pdf?rev=84b5bcd5631b4b74a7d4f636f3b52523&hash=09BA929FC16EB408F1B488141A6BEA72
https://www.michigan.gov/cepi/-/media/Project/Websites/cepi/MSDS/Section25_User_Guide.pdf?rev=0c80d7b8194f4bbba7083dd92e4141ca&hash=EE069FDCE0298F124B0F92876A8AE202
https://www.michigan.gov/cepi/-/media/Project/Websites/cepi/MSDS/Section25_Financial_Calendar.pdf?rev=5011459664714dec8d53872c09855402&hash=2F22B8512A7712ADB9B103B19520A48B
https://www.michigan.gov/mde/services/financial-management/state-aid
https://mpaaa.org/Pupil_Auditing_Forms
https://drive.google.com/uc?export=download&id=1WDoy1K-9cikUhKq6EGAcU9IhV4gdMSJ6
mailto:cepi@michigan.gov
mailto:ciloskib@michigan.gov
mailto:korrochb@michigan.gov
mailto:kaitguerra@livingstonesa.org
mailto:randi.bassett@hpsk12.net

