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Agenda
❖ General Auditor Responsibilities

❖ Definition & Minimum Desk Audit Requirements

❖ Conducting the Desk Audit

❖ Desk Audit Forms

❖ Questions/Comments
Disclaimers: 

❖ This presentation includes information based on current legislation and 
guidance provided by the Michigan Department of Education as 
presented in the Pupil Auditing & Accounting Manuals

❖ This presentation discusses the audit requirements but is not a 
prescription for managing the work



Congratulations! You’re an Auditor! 
Now what…..

❖ Build a relationship with your District’s Pupil Accounting 
Coordinator!

❖ Obtain access and clearance to the CEPI applications 
necessary for completing your audit work.

❖ Auditors must annually document their independence. Sign the 
Code of Ethics - form Appendix A. The auditor shall not have a 
conflict of interest regarding the school district, building, or 
program to be audited.

❖ The Field Audit Planning Schedule must be submitted annually 
to the Pupil Membership Auditor at the Department’s Office of 
Financial Management - Audits by November 1



Getting Organized



Audit Cycle
❖ The Department requires that each building/program be Desk audited for 

each pupil count (fall and supplemental)
❖ High School Field audits are required at least once every 2 years
❖ Middle / Elementary School Field audits at least once every 4 years

❖ 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%.
Because of a higher potential for errors, certain individual buildings/programs 
(e.g., new schools and PSAs) may need to be audited more frequently. The 
auditor may use discretion in increasing the frequency and content of audits. 
Any deviation in audit frequency must be documented by the auditor. 



Field Audit Planning Schedule - Sample

Tips:
-Use Comments

-Adjust as 
Needed

-Ensure 
submitted by 
November 1

NOTE: Must Field 
Audit at least 
one building per 
district



Pupil Auditor Professional Development

MUST submit to Gloria/Jose



Assessing Risk
❖ Risk Assessment: The overall risk assessment for each building and 

population is based on the auditor’s judgment and must be 
documented. The risk assessment is used to prepare the building for 
a field audit and the sample size of pupils to be tested

In determining the overall risk of a building or program, the auditor 
should consider the following:
❖ The results of the prior field and desk audits. Buildings or programs 

with error rates over 5% should be considered higher risk
❖ The effectiveness of district count procedures and controls
❖ The experience of district personnel assigned to process pupil count 

data *Local District Planning Form
❖ The frequency of pupil absenteeism noted during the count period
❖ The number of nonconventional pupils attending the building
❖ The number of State School Aid Act §25e adjustments. MCL 

388.1625e 



Risk Assessment Form

Ensure you are 
following your 
Field Audit 
Schedule.
Make adjustments 
as needed. 



CEPI Security Forms - Access
https://www.michigan.gov/cepi/0,4546,7-113-53048_72613---,00.html

https://www.michigan.gov/cepi/0,4546,7-113-53048_72613---,00.html


Statement of Ethics and 
Independence

Complete for 
EACH Count.

Only ONE form is 
necessary for the 
entire LEA or PSA.



Audit Compliance Form



Definitions and Minimum Requirements
❖ What is a Desk Audit?

LIMITED REVIEW OF THE 
DISTRICT’S DOCUMENTATION TO VERIFY THAT THE COUNTS REPORTED 
FOR PAYMENT OF STATE AID ARE ACCURATE!

❖ Desk Audits Include:
➢ Review of the Days, Hours and Attendance 
➢ Review Local District Planning Form - used to calculate risk
➢ Review of the 75% attendance documentation
➢ Review of pupil membership alpha lists
➢ Verification of the documentation that pupils who were absent on count 

day returned within the required 10/30 day period, or 45-day period for 
suspended or expelled pupils

➢ Identification of nonconventional categories which apply to each pupil
➢ Resolution of duplicate pupil counts
➢ Verification of residency-related information on the DS-4061
➢ Review of Schools of Choice documentation (newspaper ads, etc.)
➢ Verification of teacher certification – This should be done for the Fall 

count. It should be done again for the Spring count if there were 
significant additions for the Spring count

➢ Review of MSDS FTE Comparison Report for add/drop analysis
    



More Than One Way To Do Things



The DESK Audit
The Desk Audit Checklist provides standardization and allows 
the auditor to perform the necessary procedures in an 
effective and efficient manner. It is a checklist and does not 
constitute complete audit documentation

*CONDUCTING THE DESK AUDIT*

Pupil Membership Auditing Manual

https://www.michigan.gov/mde/-/media/Project/Websites/mde/OFM/Audits/2024-2025-Pupil-Membership-Audit-Manual.pdf


Desk Audit Checklist Form 



Continually Review

❖ MDE Pupil Accounting Manual and MDE Pupil Auditing 
Manual for specific membership requirements

❖ Review prior audit paperwork, DS4120 and Audit 
Narrative

❖ Any other notes, documentation, or other relevant 
information
➢ This will help you when you complete the Risk 

Assessment Form





Paperwork Overload May 
Happen



What Should I Do With All The Paper?
❖ Tips and Tricks to get started:

➢ Organize your paperwork - develop a checklist for each district.
➢ Create folders to separate documents, such as District Folder, Special 

Education Folder, Building Folders, Days and Clock Hours Folder, 
Teacher Certification Folder

➢ Put supporting documentation in each folder
■ District Folder will have items such as: Local District Planning Form, 

Residency Reports, 75% Reports, School of Choice 
documentation, Master Teacher List, FTE Conflict Report, 
Attendance Policies, Course Catalogs

■ Building Folders will have Alpha Reports from SIS and signed, 
Add/Drop List, Count Day Absence Form, Nonconventional 
Lists/Documentation, etc.

■ Days and Clock Hours Folders will have Calendars, Bell Schedules, 
Professional Development information, Waivers

■ Teacher Certification Folders will have Master Teacher List to start



Required Documentation Checklists

❖ Many pupil auditors provide their districts with District 
and Building Level Checklists
➢ You can borrow from another pupil auditor
➢ You can create your own 
➢ Pupil Auditor discretion

❖ This is normally the cover sheet for the paperwork you 
receive and helps you know which building folder to 
put the documentation in while working on the Desk 
Audit



Sample District 
Checklist



Sample 
Building 
Checklist







Tips for Conducting the Desk Audit

❖ Utilize the District and Building Checklists to ensure 
appropriate documentation has been provided
➢ Can use a red ink pen as your own check off for the 

forms provided

❖ Documents you may want to set aside while you work 
through each building/program:
➢ DS4061
➢ Special Education Worksheets 
➢ Non Resident List
➢ School of Choice List
➢ GISD also uses a Pupil Accounting Worksheet to 

balance numbers



District Documentation of Desk Audit
❖ Obtain and Review the Excused and Unexcused Absence Policies (including 

Electronic Attendance)
❖ Obtain and Review the Course Catalogs

➢ Could be provided in a link
❖ Obtain and Review any MDE Approved Waivers
❖ Obtain and Review any Cooperative Agreements
❖ Obtain and Review Graduation Requirements
❖ Obtain and Review Attendance Reports to verify compliance with the 75% 

attendance requirement for the school year. Circle any dates that are under 75%.
➢ October Count paperwork will have first day of school date through 

submission to Pupil Auditor
■ Example 8/26/24 through 11/13/24 75% report

➢ February Count paperwork may have first day of school date through 
submission to Pupil Auditor or pick up where they left off from October Count
■ Example 8/26/24 through 3/26/25  75% report  OR
■ 11/13/24 through 3/26/25 75% report

TIP: The above documents are listed on the District Checklist and can be kept in the District Folder you created

TIP: The 75% reports can be moved to the Days and Clock Hours Folder you created for EOY auditing.



Review for FTE Duplicates
❖ District should provide you with 

a FTE Conflict Detection Report 
from MSDS

❖ Run a new FTE Conflict 
Detection Report to ensure no 
changes

❖ If unresolved FTE conflicts, you 
should request/ensure:
➢ Was it already resolved?
➢ If not, contact district for 

supporting documentation
➢ Then contact the other 

district’s pupil auditor
➢ Work Together to resolve



Documenting Grade Level FTE
❖ Using the Alpha Rosters (Membership Report) for Each 

Grade Level
➢ Incorporate a way to ensure numbers balance
➢ Ensure the Alpha Rosters are signed by the building 

principal/authorized representative
➢ Example: GISD utilizes a Pupil Accounting Worksheet
➢ Enter the following numbers:

■ Total General Education FTE by grade level
■ Total Special education FTE by grade level
■ Total FTE
■ Total headcount by grade level
■ NOTE: you will enter Non Public information later

➢ Keep the Alpha Rosters in each Building Folder

TIP: In the Notes Section, document any pupils that have less than a 1.00 FTE, you should 
be able to cross-reference with Nonconventional Category paperwork later on. 



Pupil Accounting Worksheet - Sample



Desk Audit Balance Sheet - Sample





Special Education Worksheets A & B
❖ Generated from your Student Information System (SIS) or completed 

by the teacher
❖ Teachers are reported by the Program Code of their Special 

Education approval and assigned teaching position
❖ Worksheets reflect enrolled students
❖ FTE is based upon the ration or actual clock hours per week in the 

special education classroom to the actual clock hours of the normal 
school week in that specific building

OR

❖ FTE may be calculated as a ratio of the time spent in special 
education daily to the time spent in a general education classroom



Section 52 versus Section 53

Section 52
❖ All pupils enrolled in Special Education unless they meet Section 53 

requirements

Section 53
❖ Placed by a court or state agency if the pupil resides in another ISD at 

time of placement
❖ May be residents of an institution operated by an agency
❖ A pupil who is a former resident of an agency institution placed in a 

community setting other than the pupil’s home
❖ A pupil enrolled in an education program longer than 180 days but 

less than 233 in a residential child care institution
❖ A pupil placed by a parent for the purpose of suitable home if the 

parent resides in another ISD at time of placement







FTE Calculations and IEPs

❖ FTE calculation is split the same whether it is a Pandemic 
or Non Pandemic school year.

❖ IEP is used to calculate the minutes/hours of service 
provided each day.

❖ IEP must be in place and current.



Program Assignment Codes



Calculating FTE Tip



Worksheets A & B May Look Different

❖ Ensure you calculate grade level special education FTE 
totals on each teacher’s worksheet

❖ Some SIS systems Total Special Education FTE by Grade
❖ Other SIS systems only total General Education, so you 

may have to manually total 

➢ TIP: Write each grade level special education total at the 
bottom of each sheet. Some have more than one grade.

➢ Example:  1st grade sp ed = 1.33; 2nd grade sp ed = .67
➢ TIP: Keep worksheets in Special Education folders



Start Comparing Totals

Compare totals from your Alpha Reports to Worksheet Totals
❖ Take out your Pupil Accounting Worksheet that you 

completed earlier 

❖ Compare the grade level special education totals with 
the grade level totals on the Pupil Accounting Worksheet

❖ If they are the same, you are balanced. 

➢ TIP: Using your red ink pen, mark by each grade on both the 
Pupil Accounting Worksheet and the Special Education 
Worksheet. This tells you that it balanced on both sides and 
you can move onto the next grade



Balancing your Membership Counts to 
the DS-4061 - More Comparing

Once you have compiled and reconciled Worksheet A’s, 
B’s, and General Ed totals you must verify that the reports 
correspond with the DS-4061
❖ General Education Population

➢ Grade Level
➢ TIP: Using your red ink pen, mark by each grade on both 

the Pupil Accounting Worksheet and the Special 
Education Worksheet. This tells you that it balanced on 
both sides and you can move onto the next grade



Comparing More Totals
Compare totals using the Pupil Accounting Worksheet and DS4061
❖ Ensure that the Special Education Totals for Each Program Code 

match not only the Pupil Accounting Worksheet you completed, but 
also the Program Code being claimed (Page 1 of DS4061)

❖ If numbers don’t match, you can filter in MSDS by program code to 
see if there is a discrepancy

TIP: Pupil Auditors 
have discretion to 
return the audit to the 
district if numbers are 
not balancing or have 
numerous errors.



Comparing Even More Totals
Compare Grade Level General Education Totals with the DS4061
❖ Compare the DS4061 (Page 2) totals to the Pupil Accounting 

Worksheet
❖ If numbers don’t match, you can filter in MSDS by grade to see if there 

is a discrepancy
❖ If all numbers balance, you can file these documents in the District 

Folder



Balancing Act





LOCAL DISTRICT PLANNING FORM



Schools of Choice 
Schools of Choice Definitions 
The schools of choice provisions in Section 105 and 105c of the State 
School Aid Act allow local school districts to enroll non-resident students 
and count them in membership without having to obtain approval from 
the district of residence. 
Section 105 permits local school districts to enroll students who reside in 
other local school districts within the same intermediate school district. 
Section 105c allows enrollment of students who reside in school districts 
located in contiguous intermediate school districts. 
Local school districts may also participate in cooperative education 
programs with other local or intermediate school districts that permit them 
to enroll and count each other's resident students. The requirements of 
Sections 105 and 105c do not govern cooperative education programs. 
Each local school district decides whether it will participate in schools of 
choice under Section 105 and/or 105c. 



Schools of Choice cont...
❖ Verify SOC Certification Form is completed & signed.
❖ Verify supporting & published documentation (public notification such as 

newspaper clips, school website, etc.)
➢ Publication includes the grades, schools and special programs, if any, for 

which it will accept non-resident students.
➢ Determine whether it has a limited or unlimited number of positions available 

for non-resident applicants.
➢ Double-check district is within the published deadline

■ must include the dates of the application period.
■ Published notice may precede the application period.

❖ Verify applications were taken in (at least) 15 calendar days period & follow the 
specific application procedures & timelines described in the legislation.

■ Note: Procedure & timelines are different for districts with limited and unlimited 
numbers of positions available. 

■ Note: Programs with limited enrollment must limit the application period to no 
more than 30 days.

■ Periods referenced in the statute are calendar days. 

❖ Verify students met the enrollment requirements & parents were notified of their 
child’s acceptance in the program.
➢ The date for enrollment shall be no later than the end of the first week of school.



Schools of Choice cont...

❖ Verify all 105/105c pupils have a written SE agreement in place
➢ regarding payment of added costs and services to each 

individual student. 
➢ If the student resides in a contiguous intermediate school district 

and is enrolled under Section 105c, the enrolling district and 
district of residence must have a written agreement in order for 
the enrolling district to continue to count the student in 
membership.

➢ The written agreement shall address how the agreement shall be 
amended in the event of significant changes in the costs or level 
of special education programs or services required by the pupil. 

➢ *displacing a Special Education School of Choice student could 
result in loss of 5% of total state aid



Schools of Choice cont...
TIPS:
★ The number of applicants does not exceed the number of positions available, the district 

must accept all eligible applicants. If the number of applicants exceeds the number of 
positions available, the district must accept eligible applicants in the following order:

1. Students who reside in the same household as students enrolled under section 105 or 
105c in the immediately preceding school year, semester or Trimester;

2. Other students selected according to a random draw system, which must also be 
used to establish a waiting list.

★ A district may refuse to enroll an applicant who has been suspended within the 
preceding two years or who has ever been expelled.

★ A district provided information on available transportation to the parents of accepted 
students. Districts are not required to provide transportation for students under Section 
105 or 105c.

★ A district can allow students who enrolled under Section 105 or 105c in the immediately 
preceding school year, or semester or trimester, to continue to enroll until they graduate 
from high school. This requirement does not prohibit a district from expelling a student for 
disciplinary reasons. 

★ Non-resident students enrolled under Section 105 or 105c that have been counted in 
membership on either the pupil membership count day or the supplemental count day 
shall continue to be enrolled. 



Schools of Choice cont...

More Friendly Tips:

★ A district may expel a student for disciplinary reasons. 
★ A student enrolled under Section 105 or 105c that relocates to another 

resident district shall continue to be enrolled.
★ If a student is eligible for SE programs and services, or is a child with 

disabilities under the Individuals with Disabilities Education Act, an 
individualized education plan (IEP)for that student was developed & 
implemented.

★ A district may not refuse enrollment to a student eligible for SE programs 
and services, unless the application is under Section 105c and there is no
written agreement with the district of residence. Special education 
programs and services are not considered "special programs" under Section 
105 or 105c.

★ If a student enrolled under Section 105c relocates to another resident 
district outside of the boundaries of the ISD in which the enrolling district is 
located, then the enrolling district & the district of residence must have a 
written agreement in order for the student to continue to be counted in 
membership by the enrolling district. 



Schools of Choice Important Notes...

Notes:

➔ A district may not grant or refuse enrollment based on age, except 
in the case of an applicant for a program not appropriate for 
his/her age. A district may not grant or refuse enrollment based 
upon religion, race, color, national origin, sex, height, weight, 
marital status or athletic ability, or, generally, in violation of any 
state or federal law prohibiting discrimination.

➔ School districts that enroll non-resident students under Section 105 or 
105c receive the lesser of their own foundation allowance or the 
foundation allowance of the district of residence. 

➔ Districts that enroll non-resident students under cooperative 
education programs receive the foundation allowance of the 
district of residence. 

➔ Districts may not charge tuition for non-resident students enrolled 
under Section 105 or 105c, or under cooperative education 
programs.



Schools of Choice Deadlines

https://shorturl.at/ehLZ8

https://shorturl.at/ehLZ8




Nonresident Pupils

❖ Verify Residency Related information on the DS 4061
➢ Data MUST match the data that was in the Pupil Alpha lists 

provided by the district
➢ Based on Enrollment documentation/records for each newly 

enrolled pupil

❖ TIPS:
➢ District should provide you with a Non Resident Pupil list that is 

totaled by district, including FTE
➢ MSDS does provide a non-resident report from your MSDS 

Certified Alpha List
➢ If numbers don’t match, attempt to determine the problem. 

Look at Alpha Rosters or Search in Filter Mode in MSDS.



Residency 
Example

Note: Special 
Ed FTE and 
General Ed FTE 
totals should 
match what 
was claimed 
on the Alpha 
Roster



Nonpublic Schools - Desk Audit Materials
❖ NONPUBLIC INSTRUCTION FORM - Including Crosswalk 
❖ NON PUBLIC SCHOOL CALENDAR SENT HOME TO PARENTS
❖ DISTRICT’S PUBLIC SCHOOL Elementary Specials Schedules  

➢ If services are provided at the Non Public School location:  
■ Building Name
■ Courses taught at the district elementary schools (include 

grade levels)
■ Teacher Name
■ Days of Week & Meeting Times for each class

❖ NONPUBLIC FTE Calculations
➢ Calendar Template - Days calculations (M - Tu - W - Th - F)
➢ Based upon how often a course meets

❖ Alpha List by grade with FTE - must be signed and dated by district 
designee. 

❖ Signed Teacher Rosters - may be electronic
❖ Count Day Absence Lists - aka 10/30 Day Report with return dates.  

Must be signed and dated by district designee.



Nonpublic Schools - Auditing Counts
❖ If educated at a non public site - verify that the site is registered as a non 

public school:  
https://mdoe.state.mi.us/gems/Reports/MDENonPublicMembershipReport.aspx

❖ Review the crosswalk comparison against the master schedules and 
verify that the hours offered at the non public site do not exceed what is 
offered and available at the public school sites.
➢ Elementary

■ Compare Elementary Specials Schedules against Non Public 
School Specials Schedules (Art, Music, Phys Ed, Computers, 
Library)

➢ Secondary (MS & HS):
■ Compare the course catalogs & descriptions between Public and 

the Non Public sites
■ Verify that all courses are board approved.
■ HS - Dual Enrollment Courses not eligible (Dept. of Treasury pays 

the colleges directly on behalf of the non public school).

https://mdoe.state.mi.us/gems/Reports/MDENonPublicMembershipReport.aspx


Nonpublic Schools - Auditing Counts

❖ Verify the calendar days calculations
➢ Compare the Calendar of days against the non public sites calendars 

sent home to parents
❖ Verify the FTE Calculations for each course
❖ Verify the absences and return dates 10/30 day attendance reports
❖ Verify and reconcile the Alpha Lists
❖ Certified Data Reports

KEEP IN MIND...What is not eligible:

Is this 
eligible?

❖ Any courses not offered & available 
at the Public School site (includes 
approved extension experiences)

❖ Special Ed FTE membership claims
❖ Dual Enrollment Courses claimed at 

non public site
❖ Extra curricular in nature So much to consider...



Nonpublic Schools - Non Essential Courses

❖ MCL 388.1766b(3)
➢ Kindergarten is considered non essential 
➢ Grades 1 - 8 any course other than:

■ Mathematics
■ Science
■ Social Studies
■ English Language Arts
■ required for grade progression

➢ Remedial courses for any grade in the above-listed 
essential courses are considered essential. 





Nonpublic Schools - Non Essential Course

❖ Grades 9 - 12 any course other than:
➢ Algebra 1 & Algebra 2, Geometry
➢ English 9-12, 
➢ Biology, Chemistry, Physics
➢ Economics, Geography, American History, World History, the 

Constitution, Government, and Civics
➢ Courses that fulfill the same credit requirement as these courses. 
➢ Nonessential elective courses include courses offered by the 

local district for high school credit that are also capable of 
generating postsecondary credit, including, at least, advanced 
placement and international baccalaureate courses. 

➢ Remedial Courses for the above listed are considered essential.



Nonpublic Schools - Essential Courses

❖ College level courses taken by high school pupils for college credit 
are nonessential courses. 

❖ Nonessential courses offered under this section must also be offered 
and available to full-time pupils of the same age and grade level.

❖ Optional Learning Experiences (PAM 5-E-3(5))
➢ Provide academic enrichment or supervised activities that 

enhance a pupil’s understanding of content provided in the 
traditional or virtual environment. 

➢ Optional learning experiences are learning opportunities that 
accompany a nonessential course being claimed for state aid 
under this section. 

➢ Optional experiences must be offered and available to a majority 
of full-time public pupils of the same age and grade level.



Nonpublic Schools - Sample Calendar



Nonpublic Schools - Sample FTE Calculations
Method 1 - MPAAA Form Method 2 - Alternate Way to Calculate



FTE Comparison Report
This correlates with the Add/Drop or 
Gain/Loss provided.
❖ Determine accuracy of pupils being 

dropped or added near Count Day
❖ The FTE Comparison Report should be 

printed for the District in MSDS
➢ Review between Fall and Spring (3 

Counts listed)
➢ Pupil Auditor documents/records  a 

determination of possible reasons for 
the gain or loss

■ Example: New building opened up; 
Decline in Special Education IEPs; 
Enrollment Dropped, etc.



Non-Conventional Categories
❖ Alternative Ed Programs (Section 5-A)
❖ Cooperative Education Programs (Section 5-B)
❖ Home-Based Pupils (Section 5-C)
❖ Homebound Hospitalized Pupils (Section 5-D)
❖ Non Public and Homeschooled Pupils (Section 5-E)
❖ Part-Time Pupils (Section 5-F)
❖ Post Secondary and Career & Technical Education Dual 

Enrollment (Section 5-G-A)
❖ Early Middle College Pupils (Section 5-G-B)
❖ Postsecondary Gifted and Talented Programs (Section 5-G-C)
❖ Reduced Schedule Pupils (Section 5-H)
❖ Sections 105 and 105c Schools of Choice (Section 5-I)
❖ Birth to Five Special Education Programs and Services (Section 5-

K)
❖ Special Education Pupil Transition Services (Section 5-L)



Non-Conventional Categories-Continued
❖ Split-Schedule Pupils (Section 5-M)
❖ Pupils with Suspensions & Expulsions (Section 5-N)
❖ Distance Learning & Independent Studies (Section 5-O-A)
❖ Offline Seat Time Waiver Programs (Section 5-O-B) *being phased out*
❖ Cyber Schools (Section 5-O-C)
❖ Virtual Learning Options (Section 5-O-D)
❖ Work-Based Learning Experiences, Apprenticeships, and Internships 

(Section 5-P)
❖ Section 23a Dropout Recovery Program (Section 5-Q-A)
❖ Visa Program Pupils (Section 5-Q-C)
❖ Experiential Learning Courses (Section 6-A)
❖ Peer-to-Peer Elective Course Credit Program (Section 6-B)
❖ Future Proud Michigan Educator Explore Programs (Section 6-C)



MDE Pupil Accounting Manual 
Requirements Sample



MPAAA Pupil Accounting Forms

https://mpaaa.org/Pupil_Auditing_Forms

https://mpaaa.org/Pupil_Auditing_Forms


Student Schedules

❖ Student Schedules MUST be printed on Count Day

❖ You may consider requesting that districts provide electronic 
copies of student schedule in all buildings.  (Upload to a Secure 
FTP Site, Travel Drive)

❖ Should review student schedules and flag any that do not have a 
Full Schedule
➢ TIP: If a student schedule is not a full schedule, you should have a 

Non-Conventional Pupil List to explain the “WHY”
➢ TIP: Also prepares you for a Field Audit



Teacher Certification Audits

❖ ISD auditors are required to verify that a 
teacher is appropriately placed. This means 
a teacher must be both grade level 
certified and endorsed in the subject area* 
in which the person is teaching.

*If a violation in the subject area is 
unclear, refer the issue to the Office 
of Educator Excellence (OEE).
*Katie Schmiedeknecht 
schmiedeknechtK@michigan.gov
*517-335-1151
https://drive.google.com/file/d/1SSk
VeQMYiXnOXFj8ks6EBRdB5dF9_PD2/
view?usp=drive_link

mailto:schmiedeknechtK@michigan.gov
https://drive.google.com/file/d/1SSkVeQMYiXnOXFj8ks6EBRdB5dF9_PD2/view?usp=drive_link
https://drive.google.com/file/d/1SSkVeQMYiXnOXFj8ks6EBRdB5dF9_PD2/view?usp=drive_link
https://drive.google.com/file/d/1SSkVeQMYiXnOXFj8ks6EBRdB5dF9_PD2/view?usp=drive_link


Teacher Credential Verification Report 



Teacher Certification Helpful 
Documents

https://www.michigan.g
ov/mde/services/ed-
serv/ed-cert/cert-
guidance

https://www.michigan.gov/mde/services/ed-serv/ed-cert/cert-guidance
https://www.michigan.gov/mde/services/ed-serv/ed-cert/cert-guidance
https://www.michigan.gov/mde/services/ed-serv/ed-cert/cert-guidance
https://www.michigan.gov/mde/services/ed-serv/ed-cert/cert-guidance


Michigan Teacher Certification Lookup 
Tool

https://mdoe.state.mi.us/moecs/
publiccredentialsearch.aspx

https://mdoe.state.mi.us/moecs/publiccredentialsearch.aspx
https://mdoe.state.mi.us/moecs/publiccredentialsearch.aspx


Michigan Teacher Follow Up Sample Form -
Spring Count - Update from Fall



Section 25e - How it works…
Calculations:  CEPI Financial Calendar



Section 25e - How it works…
CEPI MSDS Auditor User Guide (pgs. 31-41)

Website:  https://www.michigan.gov/documents/cepi/MSDS_Auditor_User_Guide_681713_7.pdf

https://www.michigan.gov/documents/cepi/MSDS_Auditor_User_Guide_681713_7.pdf


Section 25e
Pupil Membership transfers between day after count and the day before the Supplemental 
count. Section 5-Q-B (Pupil Membership Auditing Manual - PMAM)

❖ The pupil met the pupil membership eligibility requirements pursuant to Section 
6(4) or 6(6) of the State School Aid Act (MCL 388.1606(4) or MCL 388.1606(6)) 
and any other applicable statute on the pupil membership count day.

❖ The pupil was registered, enrolled, and participating in the course(s) pursuant to 
Section 6(4) and Section 6(8) of the State School Aid Act (MCL 388.1606(4) and 
MCL 388.1606(8)) on the pupil membership count day. 

❖ The pupil was claimed in membership on the pupil membership count day.
❖ The pupil transfer occurred between the pupil membership count day and 

supplemental count day of the current school year.
❖ The request for a membership transfer under Section 25e was submitted not 

more than 30 days after the pupil enrolled.
❖ The pupil met the pupil membership eligibility requirements pursuant to Section 

6(4) or 6(6) of the State School Aid Act (MCL 388.1606(4) or MCL 388.1606(6)) 
and any other applicable statute in the district claiming the pupil under Section 
25e.



Section 25e
Auditing Requirements
❖ Verify supportive documentation provided by the district.
❖ Verify that the SRM Section 25e component was submitted and CERTIFIED within the 30 

day timeline.
❖ Wait at least one week from the certification date to allow for a previous district to 

contest the request - Common conflicts:
➢ 1st date of attendance;
➢ 21f courses that were paid for by previous district and would not be eligible for 

claim by the receiving district;
➢ UIC Conflict - receiving district used an incorrect UIC.
➢ It is the previous districts responsibility to notify their auditor of any anomalies.

❖ Auditor must select a random sample during review.  Many auditors review all requests.
➢ Membership (Residency documentation - SOC if 2nd semester)
➢ Enrollment (Signed enrollment forms)
➢ First date attendance (attendance records)

❖ Approval or denial must be processed no later than April 1, 2025.  
➢ TIP:  Try to process all initial claims PRIOR to the end of the audit cycle so that 

districts may file an appeal.
❖ All outstanding claims (including appeals) must be processed no later than, April 15.

➢ TIP:  Do not leave any claims in pending status or you may get a courtesy email 
from CEPI.



Section 25e - Sample Transfer Schedule



Section 25e - Sample Transfer Request Form
MPAAA Form



Don’t be Shy...Ask Away!



GAD - Graduation and Dropout Review
❖ GAD Appeals Window (August 5 - September 11, 2024)
❖ Preliminary GAD (Graduation and Dropout) Rates for Active Cohorts (2022, 2023, & 2024)

➢ Auditor checks each districts rates for reasonableness
➢ Send the districts a copy of the preliminary rates.  (See sample below)
➢ What can you tell me about the report below?  Do you notice a potential issue?



GAD - Graduation and Dropout Review
❖ GAD Audit Window (Early to Mid-October through - Early December)

➢ Sample each district’s buildings (Gr 9-12) that are on the audit schedule.
➢ Audit Samples Sizes

■ Graduated Codes (2% each category) (01, 02, 03, 04, 05, 06, 20, 21, 40, 41)
● If error rates are above 5% - Expand the samples (10%) until below 5%.

■ Exempt Codes (09, 12, 14, 15)
● TIP:  12 - Deceased (you may want to search public records in 

advance for the sampled students).  
● If error rates are above 5% - Expand the samples (10%) until below 5%.

➢ Audit Findings
■ Expand samples if above 5%. 
■ Auditor discretion - if auditor determines that findings are isolated within a 

sub-population, the auditor may use informed professional judgement and 
focus the expansion to the sub population.  

■ Adjust in GAD as an audit finding.  Change exit status code to 16 
(Unknown).

■ Complete a GAD audit form.  (See next slide)
■ Share findings with the district.



GAD - Graduation and Dropout Review
❖ GAD Acceptable Exit Status Documentation



GAD - Graduation and Dropout Review

❖ GAD Audit Findings Report Sample



GAD - Graduation and Dropout Review
❖ GAD Timeline for districts



Feel free...Ask Away!



Carrie Haubenstricker, Genesee ISD - chaubenstricker@geneseeisd.org

Shannon Rea, C.O.O.R. ISD - reas@coorisd.net

Julie Ziesemer, Washtenaw ISD - jziesemer@washtenawisd.org

mailto:chaubenstricker@geneseeisd.org
mailto:reas@coorisd.net
mailto:jziesemer@washtenawisd.org
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