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Agenda

▪Expectations
▪Resources
▪Acronyms
▪MSDS Security 
▪Audit Preparation & 
Timelines
▪FTE Conflicts
▪Desk Audits
▪Field Audits

▪Audit Form 
▪Audit Narrative
▪Section 25e
▪Days and Clock Hours
▪Graduation & Dropout 
(GAD)

▪Section 23a
▪Quality Control Review 
▪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 the MPAAA community!

Resources
▪Pupil Membership Auditing Manual
▪ https://www.michigan.gov/mde/-/media/Project/Websites/mde/OFM/Audits/2024-2025-

Pupil-Membership-Audit-Manual.pdf

▪Pupil Accounting Manual
▪ https://www.michigan.gov/mde/-/media/Project/Websites/mde/OFM/State-Aid/Pupil-Ac

counting/Manual/Final-PAM-24-25.pdf?rev=854110f8006949cf810cac84dbec99c9&ha
sh=E475383D5A22C0AC5602EA91C06669CEhttps://www.michigan.gov/mde/-/media/
Project/Websites/mde/OFM/State-Aid/Pupil-Accounting/Manual/Final-PAM-24-25.pdf?r
ev=854110f8006949cf810cac84dbec99c9&hash=E475383D5A22C0AC5602EA91C06
669CE

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

▪Center for Educational Performance and Information (CEPI)
▪ https://www.michigan.gov/cepi

▪Michigan Pupil Accounting & Attendance Association 
(MPAAA)
▪ https://mpaaa.org/ 6
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Acronyms
▪Alt Ed – Adult or Alternative 
Education
▪EDP – Education 
Development Plan
▪EC – Early Childhood
▪ESL/ELL – English as a 
Second Language/English 
Language Learners
▪FTE – Full Time Equivalency
▪GED – General Education 
Development Preparation
▪GSRP – Great Start 
Readiness Program (Early 
Childhood) 7

▪HSC– High School 
Completion
▪ IDEA – Individuals with 
Disabilities Education Act
▪ IEP – Individualized 
Education Program 
(Special Education)
▪ ISS – In School 
Suspension
▪LEA – Local Education 
Agency
▪LEP – Limited English 
Proficient

Acronyms
▪MCL – Michigan Compiled 
Laws
▪MVU – Michigan Virtual 
University
▪NCLB – No Child Left Behind
▪OSS – Out of School 
Suspension
▪PAM– Pupil Accounting 
Manual
▪PEPE – Primary Education  
Providing Entity
▪PMAM - Pupil Membership 
Auditing Manual

▪POP I – Conventional Students 
that are present all day
▪POP II – Conventional Students 
that are absent a portion of the 
day
▪POP III – Non Conventional  
Students
▪PSA – Public School Academy 
(Cyber)
▪SOC – Schools of Choice
▪UIC – Unique Identification Code
▪USED – United States Education 
Department
▪XML File Format – Extensible 
Markup Language
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Acronyms
CEPI Programs

▪EEM – Educational Entity 
Master
▪FID – Financial Information 
Database
▪GAD – Graduation and 
Dropout
▪MSDS – Michigan Student 
Data System
▪REP – Registry of Educational 
Personnel
▪SID – School Infrastructure 
Database
▪SRM – Student Record 
Maintenance

MDE Audits

▪DS4061 – Unaudited Audit 
Form
▪DS4120 – Audited Audit 
Form
▪GAD – Graduation and 
Dropout
▪Section 23a – 
Dropout/Recovery
▪Section 25e – Money 
follows the students
▪QCR – Quality Control 
Review
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MSDS Security

▪Do you have the proper access into MSDS?

▪How to receive access to MSDS

▪First step, create user ID and password on 

MILogin

▪https://milogintp.michigan.gov/eai/tplogin/authentica

te?URL=/uisecure/tpselfservice
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Using School Data Only
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MSDS Security
▪After MILogin user account is created complete 
MSDS security agreement
▪Michigan.gov/cepi
▪ 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…READ

▪ Pupil Membership Auditing Manual
▪ https://www.michigan.gov/mde/-/media/Project/Websites/mde/OFM/Audits/2024-2025-Pupil-M

embership-Audit-Manual.pdf

▪ Pupil Accounting Manual
▪ https://www.michigan.gov/mde/-/media/Project/Websites/mde/OFM/State-Aid/Pupil-Accounting

/Manual/Final-PAM-24-25.pdf?rev=854110f8006949cf810cac84dbec99c9&hash=E475383D5A
22C0AC5602EA91C06669CEhttps://www.michigan.gov/mde/-/media/Project/Websites/mde/O
FM/State-Aid/Pupil-Accounting/Manual/Final-PAM-24-25.pdf?rev=854110f8006949cf810cac84
dbec99c9&hash=E475383D5A22C0AC5602EA91C06669CE
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Audit Preparation

▪Assist Locals

▪Training

▪Centralized

▪ Individualized

▪Establish Timeline with Local Districts

▪When are forms and supporting documentation 

due to you
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MSDS Timelines
▪MSDS Timelines

▪ CEPI website (michigan.gov/cepi)

▪ CEPI Calendar

• https://www.michigan.gov/cepi/calendar
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CEPI Calendar

http://michigan.gov/cepi
https://www.michigan.gov/cepi/calendar


Audit Preparation
▪At least one building or program must be field audited for 
each district or PSA each year.
▪There is an exception in §18(4)(b) of the State School Aid 
Act {MCL 388.1618(4)(b)} which allows a district to  conduct 
the pupil accounting field audit biennially if all the following 
conditions are met:
▪The district operates in a single building with fewer than 700 
full-time equated pupils
▪The district has stable membership
▪The error rate of the immediately preceding two pupil accounting 
field audits of the district is less than 2%

▪All buildings/districts must have a desk audit each count
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

24

https://www.legislature.mi.gov/Laws/MCL?objectName=MCL-388-1618


Audit Preparation

▪Audit Cycle Chart (next slide)

▪Auditor Training (in 2 slides)

▪Audit Cycle Chart & Auditor Training must be 

submitted annually to the Pupil Membership Auditor 

at the Department’s Office of Financial Management

▪Gloria Suggitt SuggittG@michigan.gov

▪Jose Quintero Quinteroj@michigan.gov

▪No later than November 1
25

26

Audit Cycle Chart

mailto:SuggittG@michigan.gov
mailto:quinteroj@michigan.gov
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Auditor Training

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
28



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. 29
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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

31
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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

▪ In 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
33

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

▪Auditing Manual says from MSDS or auditors may 
require SIS for comparison purposes (MSDS Alpha 
List on next slide)

▪Student schedules
34
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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
▪Districts resolve

▪Auditor resolve once collections are closed
36



FTE Conflicts
▪How to find FTE Conflicts?

▪  Run FTE Conflict Detection report in MSDS

▪https://cepi.state.mi.us/msds/

▪Log in

▪Audit FTE

▪FTE Conflict Detection

▪School Year/Collection
▪District
▪Go

37
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FTE Conflict Detection

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


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
39
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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 I 
▪ Conventional pupils in attendance on count day

▪ POP II
▪ Conventional pupils absent on count day

▪ POP III
▪ Pupil enrolled in non conventional categories on 

count day

▪Field Audit Program (Appendix E)
41
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Audit Form and Audit Narrative

Now I know what to do…where do I find the Audit 
Form (DS4061/DS4120) and Audit Narrative?

43

Audit Form

▪What is a DS4061?
▪ Unaudited count day data submitted in MSDS by District

▪What is a DS4120?
▪ 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. 

▪ ISD – certify DS4061 to DS4120 in MSDS within 24 weeks 
of the count date. 

■ (i.e, 10/2/2024 – due 3/19/2025; 2/12/2025 – due 7/30/2025)
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Audit Form and Audit Narrative

Where do I go next?

▪www.michigan.gov/cepi

▪CEPI Applications

▪Michigan Student Data System

▪Go to MSDS

▪Audit FTE

45
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CEPI - Michigan Student Data System (MSDS) Login
Select MSDS

Select MSDS

http://www.michigan.gov/cepi
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Audit Form - DS 4061

▪Reset Forms

▪Go to Narrative

▪Recalculate

▪Save

▪Print
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Special Education Tab - DS 4061

▪Rows Totaled by Program Code

50

General Education Tab - DS 4061

▪Rows Totaled by Grade Level
▪Alt Ed students reported with a “9220” or “9222” participation code.
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Additional Information Tab - DS 4061 - LEA

▪Non-Public Resident of District - Residency Code “08” or “15”

▪Non-Resident Pupils without Release - Residency Code “05”

▪Section 24 FTE - Residency Code “09”
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Additional Information Tab - DS 4061 - PSA

▪PSA’s Have 2 Additional Fields:

○ Counted by Authorizing District Previous February - 
Residency Code “10”

○ Auditor Manually Enters New Grade Levels
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Additional Information Tab - DS 4061 - ISD

▪Served by DHHS - Residency Code “13”

▪Juvenile Detention General Ed. - Residency Code “12”

▪Section 24 FTE - Residency Code “09” (same as LEA)
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Residency Information Tab - DS 4061 - LEA

▪Non K-12 District - Residency Code “01”

▪School of Choice - Residency Code “02” or “03”

▪Non-Public Non-Resident - Residency Code “04” or “07”

▪All Other - Residency Code “06”
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Residency Information Tab - DS 4061 - ISD

▪School for Deaf & Blind- Residency Code “11”

▪Juvenile Detention General Ed. - Residency Code “12”

▪Served by DHHS - Residency Code “13”
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Summary Tab - DS 4061

▪No Edits Allowed

▪Mirrors the Special Ed. & General Ed. Totals

▪Provides Aggregate Section 25e Adjustments
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Student Level Tab - DS 4061

▪Student level changes take place here OR on the audit 
narrative side.

▪All features work the same.

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, 2025 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 (2024)

▪ Spring count (2025)

59
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If pertinent documentation regarding findings was not provided to the auditor at the time of the audit, contact the ISD auditor 

Shannon Rea at reas@coorisd.net within 10 calendar days after the date of this report so that it can be determined if reinstatement is 

appropriate at the ISD or CPA level.
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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)

▪ Section 23a (MSDS)
66



Section 25e
▪ 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 that qualify must:
▪ Students must have been claimed for FTE in 

the October count
▪ Verify the following:

▪ Pupil Enrollment
▪ Pupil Age Requirement
▪ Pupil Residency
▪ Class Schedule
▪ Attendance Records

67

Section 25e
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Section 25e
▪Section 25e (MSDS)

▪Day after October count through day before 
February count

▪October 3, 2024 through February 11, 2025

69
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Section 25e



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 

71

Section 25e

▪Districts supply

▪ Section 25e Claim Form

▪ Attendance

▪ Enrollment Forms

▪ Proof of Residency

72
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This report generates an    
Excel form showing all            
students being claimed for 
Section 25e funds.
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Days and Clock Hours

▪Calendar Submission
○ Beginning of the School Year

▪DS4168 – District Deadline is July 15
○ (Electronic in EEM)

▪DS4168 – ISD Audit Deadline is August 1
○ (Electronic in EEM)
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Calendar Submission
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CEPI - Michigan Student Data System (MSDS) Login
Select EEM

Select EEM
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Days & Clock Hours - EEM

80

Accept Agreements
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ISD Review & Certification

Graduation and Dropout 
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Select GAD

CEPI - Michigan Student Data System (MSDS) Login
Select GAD

84



85

GAD - Building List

86

GAD - Audit Findings Request(s)
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GAD - Audit Findings Student List

Section 23a

88



Section 23a
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▪ Follow the audit requirements & procedures of 
5-Q-A in the PAM & PMAM

▪ If an FTE adjustment is needed, email Brian 
Ciloski CiloskiB@michigan.gov who will make an 
aggregate adjustment to the DS4061/DS4120.

▪ Updated Guidance Document from MDE 
(December 2024)
○ https://fs10.formsite.com/SASF/images/23a_Pr

ogram_Information.pdf

Quality Control Review 

▪ISD Auditors are audited a minimum every three years
▪Gloria Suggitt & Jose Quintero

▪Rotation

▪Sends a checklist

▪Schedule in PMAM

▪How to Prepare
▪Gather all audit documents

▪Review audit

90
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Quality Control Review 

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

▪Example

91
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Audit Compliance Form

Used as a working paper reference & is a required 
form for a QCR!

95
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Contact Information

Shannon Rea
C.O.O.R. ISD

reas@coorisd.net

Julie Ziesemer
Washtenaw ISD

jziesemer@washtenawisd.org
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