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MDE PREPARATIONS

The MDE Audit Specialist will 
begin planning the pupil 

membership quality control 
reviews in April.

Districts chosen to review will be 
selected  randomly  from the 

districts whose field audits 
included a high school for the 

Fall count period. In certain 
instances, a judgmental 
selection will be needed.

At least two districts will be 
chosen for review.

The Audit Specialist will send a 
letter to the ISD Superintendent, 
with a copy to the ISD auditor, 
to notify of the pending QCR 
and the names of the districts 

that have been chosen. 

The Superintendent of the 
selected school districts will be 

copied in the letter.



FIELD AUDITS

Prepare

Prepare a field audit 
schedule of all buildings in 
your ISD using the 
requirements found in the 
Pupil Membership Auditing 
Manual (PMAM). (Slide 12)

Provide

Provide your ISD field audit 
schedule and proof of 
auditor training to the audit 
specialist at the Department. 

Training must be updated 
annually.

Due date November 1 of 
current school year

Conduct

Conduct the field audits using 
the guidelines found in the 
PMAM.



Field Audit Schedule





QCR 
Checklist 
and 
Labeling 
Samples









PREPARE AUDIT 
DOCUMENTATION

 Prepare three specific folders to be 
uploaded.
 ISD Reports
 District Reports
 Building Reports

 Inside the Building Reports folder there 
will be three folders.
 POP I
 POP II
 POP III



PREPARE AUDIT 
DOCUMENTATION

 Prepare ISD specific forms

 Field audit schedule – Must be submitted to 
MDE - Audits Unit by November 1 each year. 
(Appendix M)

 Ethics and Independence form – Must be 
submitted to MDE-Audits Unit by November 1 
each year. (Appendix A)

 Auditor Training Log – Must be updated 
annually and submitted to MDE-Audits Unit by 
November 1 each year. (Appendix L)

 DS 4120

 Audit Narrative





PREPARE AUDIT 
DOCUMENTATION

 Prepare district specific forms.

 Using the audit checklists provided in the 
PMAM or ISD equivalent forms, label each 
form with a reference number (may be 
either letter or number system).
 Local District Planning Form (Appendix B)

 Building Risk Assessment (Appendix C)

 Desk Audit Checklist (Appendix D)

 Field Audit Checklist (Appendix E)

 Sample Summary & Analysis (Appendix F)

 FTE Adjustment Form (Appendix G)

 Audit Compliance (Appendix H)



PREPARE AUDIT 
DOCUMENTATION

 If using ISD equivalent forms, the forms must 
use the same requirements included on the 
forms from the PMAM.

 Please label the ISD forms with the same 
labels as the PMAM forms.















QUALITY 
CONTROL REVIEW 
AUDIT 
DOCUMENTATION

 QCR documents must include the following 
required documentation:
 District Specific Forms

 MSDS Alpha List for district (Appendix 1-C(a))

 Alpha List from district student information 
system (Appendix 1-C)

 District attendance policy (Appendix 2-F)

 Days and Clock Hours forms (Appendix 3-D & 3-E)

 75% Attendance verification (Appendix 3-B)

 District calendar (Appendix 3-E)

 Duplicate FTE Report, even if there were none to report.



QUALITY 
CONTROL REVIEW 
AUDIT 
DOCUMENTATION

 Required Documentation (continued)
 District Specific (continued)

 FTE Comparison from MSDS, with auditor notes 
regarding changes in enrollment indicating 
auditor review (Appendix K)

 District add/drop lists (Appendix 1-G)

 Staff interview documentation – must include a 
pupil accounting staff member and a minimum 
of two teachers (Appendix I) – See PMAM.

 Master teacher schedule (Appendix 2-F)

 Teacher Credential Report from MSDS – with 
evidence this was reviewed by the ISD auditor 
(Appendix P)

 Sample Summary & Analysis numbers must 
equal number of pupils claimed per the MSDS 
alpha list (Appendix F)









QUALITY 
CONTROL REVIEW 
AUDIT 
DOCUMENTATION

 Teacher Certificates
 MCL 388.1763

 Districts must ensure that teachers are 
appropriately placed with a valid Michigan 
certificate for the grade level and subject 
area to avoid a salary deduction.

 If an educator is not able to be placed 
appropriately (grade level and subject area), 
the district must obtain a permit for the 
appropriate placement of the teacher.



QUALITY 
CONTROL REVIEW 
AUDIT 
DOCUMENTATION

 MCL 388.1606(8)

 Pupils in grades K to 12 actually enrolled and in regular daily attendance" means, except 
as otherwise provided in this section, pupils in grades K to 12 in attendance and 
receiving instruction in all classes for which they are enrolled on the pupil membership 
count day or the supplemental count day, as applicable. Except as otherwise provided in 
this section and subsection, a pupil who is absent from any of the classes in which the 
pupil is enrolled on the pupil membership count day or supplemental count day and who 
does not attend each of those classes during the 10 consecutive school days 
immediately following the pupil membership count day or supplemental count day, 
except for a pupil who has been excused by the district, is not counted as 1.0 full-time 
equated membership. Except as otherwise provided in this section, a pupil who is 
excused from attendance on the pupil membership count day or supplemental count day 
and who fails to attend each of the classes in which the pupil is enrolled within 30 
calendar days after the pupil membership count day or supplemental count day is not 
counted as 1.0 full-time equated membership. Except as otherwise provided in this 
section, in addition, a pupil who was enrolled and in attendance in a district, 
intermediate district, or public school academy before the pupil membership count day 
or supplemental count day of a particular year but was expelled or suspended on the 
pupil membership count day or supplemental count day is only counted as 1.0 full-time 
equated membership if the pupil resumed attendance in the district, intermediate 
district, or public school academy within 45 days after the pupil membership count day 
or supplemental count day of that particular year. Except as otherwise provided in this 
section, a pupil not counted as 1.0 full-time equated membership due to an absence 
from a class is counted as a prorated membership for the classes the pupil attended. For 
purposes of this subsection:

 (a) "Appropriately placed" means holding a valid Michigan educator credential with the 
required grade range and discipline or subject area for the assignment, as defined by 
the superintendent of public instruction.

 (b) "Class" means either of the following, as applicable:

 (i) A period of time in 1 day when pupils and an individual who is appropriately 
placed under a valid certificate, substitute permit, authorization, or approval 
issued by the department, are together and instruction is taking place. This 
subdivision does not apply for the 2020-2021, 2021-2022, 2022-2023, and 
2023-2024 school years.

 (ii) For the 2020-2021, 2021-2022, 2022-2023, and 2023-2024 school years 
only, a period of time in 1 day when pupils and a certificated teacher, a teacher 
engaged to teach under section 1233b of the revised school code, MCL 
380.1233b, or an individual working under a valid substitute permit, 
authorization, or approval issued by the department are together and 
instruction is taking place.



QUALITY CONTROL REVIEW AUDIT 
DOCUMENTATION

 Teacher Certificates
 What do you look for?

Teacher providing instruction: have appropriate certificate or permit

Appropriate placement = grade level and subject

Out-of-state certificate is not valid for teaching Michigan students



QUALITY CONTROL REVIEW AUDIT 
DOCUMENTATION

 Teacher Permits
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http://www.michigan.gov/documents/mde/Permit_Overview_529841_7.pdf
http://www.michigan.gov/documents/mde/Permit_Overview_529841_7.pdf
http://www.michigan.gov/documents/mde/Permit_Overview_529841_7.pdf
http://www.michigan.gov/documents/mde/Permit_Overview_529841_7.pdf


QUALITY 
CONTROL REVIEW 
AUDIT 
DOCUMENTATION

 Required Documentation (continued)

 Building Specific:

 POP I

 Attendance records for sampled POP I students

 List of sampled students 

 POP II

 Complete list of POP II students

 Attendance records for sampled POP II students



QUALITY 
CONTROL REVIEW 
AUDIT 
DOCUMENTATION

 Required Documentation (continued)

 Building Specific:

 POP III

 Complete lists of Population III

 Pop III lists should be category specific (i.e., a 

separate list for each category in which pupils are 

counted or sampled)

 All sampled documentation per category

 All support documents for sampled pupils

 Student schedules for sampled pupils, including 

transcripts for all grade 12 sampled students

 Special Education worksheets A & B



FILE TRANSFER 
SERVICE

 Log-in and temporary password will be 
provided by MDE.

 MDE will provide instructional guide for 
uploading documents.

 Once you have logged in with the 
temporary password, you will be instructed 
to change your password. Please make note 
of the new password.

 All student specific forms and 
documentation, anything with Personally 
Identifiable Information (PII), must be sent 
through the File Transfer Service.



SUBMITTING 
DOCUMENTS TO 
MDE

 All documents for upload should be set up 
as file folders 

 All folders will be saved as a single zip

 An index of documents is always helpful
 ISD specific information

 District specific information

 Building specific information
 Pop I, including forms and supporting 

documentation

 POP II, including forms and supporting 
documentation

 Pop III, including forms and supporting 
documentation



SUBMITTING 
DOCUMENTS TO 
MDE

 Occasionally the Office of Auditor General 
chooses to conduct performance audits of 
the pupil process. 

 For onsite QCRs conducted by MDE, it will be 
necessary to have the documents on a 
thumb drive for review.

 Please provide all documents requested. If 
the documents contain PII, please send 
through the MDE File Transfer Service.

 If you are asked to provide additional 
documentation, please provide in a timely 
manner.



Forms & Reports

The forms and reports can all be found in one of 
the following areas:

 Pupil Membership Auditor Manual (PMAM)

 Michigan Student Data System (MSDS)

 Michigan Pupil Accounting and Attendance 

Association (MPAAA)



QUESTIONS



CONTACT INFORMATION

 MDE
 Gloria Suggitt, Audit Manager

 suggittg@michigan.gov

 517-241-2225 (Office) or 517-648-2768 (Mobile)

 MDE
 Jose Quintero, Audit Specialist

 quinteroj@michigan.gov

 517-930-8471

mailto:suggittg@michigan.gov
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