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AGENDA

% Definition & Minimum Field Audit Requirements
s Conducting Field Audits

% Field Audit Forms

% Audit Findings

% Questions/Comments

Disclaimers:

e 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.




Field Audit Overview

WHY DO WE DO 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. This is an in-depth review of the
documentation!

WHO DO WE INTERVIEW?

A field audit requires the auditor to interview school district pupill
accounting personnel and a selection of teachers to determine
the possibility that pupil accounting records may have been

Intentionally altered to secure unfair or unlawful gain (5% sample
recommended)

WHAT DO WE LOOK AT?




Prep Work

% Reference Field Audit Planning Schedule

* For buildings that are scheduled for field audits, a few

documents should be completed prior to the Field Audit
> Building Risk Assessment Form
> Sample Summary and Analysis (SSA)
> Population lll Categories In Building/Program Form

% Take your District Folder, Special Education Folder and that
Building/Program Folder (Desk Audit Paperwork)




Risk Assessment Form

APPENDIX C
BUILDING RISK ASSESSMENT FORM
DISTRICT: SCHOOL YEAR: 2024-2025
FALL
BUILDING/PROGRAM: COUNT DATE: SPRITNG
COMPLETED BY: AUDIT DATE:

Instructions: This form may be used to document the assessment of risk of the buildings,/program that will be field E n S u re yo u are

sudited. Generzlly, the higher potentizal for errors, the higher the risks that the pupil membership counts are not

zccurate. Consider the risk factors listed below (High [H], Moderate [M], Low [L]), and placs an “X"” in the space beside f | | I g y F I | d
the factors that significantly influence the risk for the audit ares. O OWI n O u r I e
Risk Factor AUdIt SCthUle.

Assessment of Risk H M L Comments

1 The results |:|f.1:hE !:lrinr field and desk audits. (Error rates M ake adj u St m e n tS
aver 5% are high rizk)
The existence of district count procedures and controls.
= [Detailed procedures generally provide a lower risk] aS n e e d e d .
The experience of district personnel azsigned to process
3. | pupil count data per Local District Planning Form.
[Experienced staff generzlly provides = lower risk)
The frequency of pupil absente=ism noted during the
4. | count period. {High absentesism generzlly reflects 2
higher rizk)
The number of nonconventional pupils attending the
E. | building. [Larger population of nonconventional pupils
reflects a higher risk)
The number of State Aid Act 25e adjustments. [Larger
8. | number of denied adjustments by the receiving district
indicatas a higher rizk)
The institution of 3 new program for which FTE is
clzimed. (Higher risk)

TIP: Auditor Discretion

Based on the foregoing considerations, the overall risk for this building is assessed as:
Building Risk Assessment High Moderate Low

Pop | - Comventional pupils present on count day

Pop Il — Conventional pupils sbsent on all or part of count day

Pop Il = Nonconventional pupils
Building Risk Assessment —Sample 5ize Percentages High Moderate Low
Pop | - Comventional pupils present on count day 15% 10% 2% R
emember these Percentages
Pop Il — Conventional pupils sbsent on all or part of count day 20% 15% 10% g

Pop Il = Nonconventional pupils 20% 15% 10%




ample Summary and Analysis Form

APPEMDIX F
SAMPLE SUMMARY AND ANALY SIS
INITIAL | Total Risk | Sample | #of % of 1= Risk 1 #aof Taotsl Saor
SAMPLE | Pop. % Size Errors | Errors | Expansion | 253% Exp. | Errors | Errors | Errors
Example | 400 10% a0 3 7.5% | Example 255 60 2 5 5%
Popl Popl
Pop Il Pop Il
Pop Il Pop Il
Total Total
i Risk 2 # of Total % of 3 Risk 3rd #of Total Y%or
Use Perce ntag es Expansion | 40% Exp. Errors | Errors | Errors | Expansion | 55% Exp. Errors | Errors | Errors
Example A% 10%: 1] 5 3.1% | Example MNfA MfA
Popl Popl
Popll Pop Il
Pop Il Pop Il
Total Total
qeh Risk 4th #of Total % of 100% Risk Total % of
Expansion T5H Exp. Errors Errars Errars Sample 100% Erraors Errors
Example MfA N/A Example
Popl Paop |
Pop Il Pop Il
Pop Il Pop I
Total Total
+ [Errars in each population are sccumulated on a head count basis regardless of the FTE impadt For example, an errar of an

understatement of .5 FTEand an errar of an averstatement of .5 FTE are summarized as two errors, although the cumulative FTE @rror
is zeeran, The ermar rate is caloulated by dividing the cumulative total number of pupil recards in ermar by the comulative total number

of sample items reviewsaed.

+  |f the initial sample wias less than 60 and the error rabe is 5% or greater, the auditor 15 REQUIRED to expand the sample inincrements
to 25%, 406, 55%, and T5% of the population. W the sample errar rate & still 5% or grester at the 75% increment, the auditer 15
RECQLMRED to expand toos 100% review of the population.

TI P o Total P O p u | ati O n = | tha initial cample selacted was B0 or more, the auditar may stop if there is ane errar ar ne arrors. IF thers ars bwo o mare errar,
- the auditor 15 REQUIRED to expand the sample to 90 and then to 180 and 360 records as Fellaws, IF90 pupil records are reviewed and
Ehere are 3 or mare errars, the auditor 15 BEQUIRED to expand the sample ta 180 #tems. IF 180 pupil records are reviewsad and there

N u m b e rS - Start fro m th e are 7 or mors grrars, the suditer 15 REQUIRED to axpand the sample to 360 items, IF 360 pupil records are reviewed and there are 14

or more errors, the suditar 15 REGUIRED ta expand to a 1008 review af the population.

b Otto m . Total P u pi |S m i n u S = |f errars ane isolated, informed professional judgment allows the auditor to focus sample expansion on the subpopulations with the

isalated errors. The auditor i encouraged to request that the district identify and correct the splated errars before expanding the

Pop ”I m|nUS Pop ” g|VeS Hml:le. 1066 x 400 papulation = 40 pupils

L 3 errars divided by 40 ssmples = 7.5% arror rate
you total for Pop I to * 250 400 = 100 minus 40 = B0 pupils
2 erars in exparsion and 3 errars = § cumulative arrors
v 5 didided by 100 total sample = 5% errar rafe
Sam p | e . " Besmuss the error rate is 5%, 5 second sxparsion is nesdad.
® 400 = 400 = 160 minus 100 = 60 pupils
®  Jerrars in exparsion = 5 errars = § cumulative arrors
Ll 5§ dreided by 160 total sample = 3.1% error rate
L] Bescauss the error rate is less than 5%, a third expandon B nokt needed.




POPULATIONS

Y/
L X4

Population | - Conventional pupils in attendance on count day
Population Il - Conventional pupils absent on count day

Population Il - Pupils included in nonconventional categories

The auditor selects a sample and examines a percentage of each
population of pupils based on the determined risk

All pupils in nonconventional categories are examined separately,
based on risk, to determine that all count requirements have been
met. (See specific audit steps for each nonconventional category.)

It is the district’s responsibility to determine the applicable category
for each nonconventional pupil. The auditor should determine
whether documentation provided by the district supports the FTE
claimed for the nonconventional category selected.



Population lll Categories Sample Form

Each sample was selected in the following manner:
Population I:
Population II: . o
Random Selection of Pupils
Population Il1:
POP. Il CATEGORIES IN SAMPLE #
BUILDING/PROGRAM COUNT SIZE ERRORS % ERRORS POP. 1I1 CATEGORIES IN COUNT | SAMPLE # % ERRORS
5-A Alternative Education Programs BUILDING/PROGRAM SIZE ERRORS
5-B Cooperative Education Programs Work-Based Learning
5C Home-Based Pupils 5P Experiences, Apprenticeships, and
— Internships
5.D Homebound and Hospitalized _
Pupils 5-QA Section 23a Dropout Recovery
5.E Nonpublic and Homeschooled Programs
Pupils 5-Q-B Section 25e Pupil Membership
5-F | Part-Time Pupils Transfers
Postsecondary and Career and 5-Q-C | Visa Programs
5-G-A | Technical Education Dual
Enroliment 6-A Experiential Learning Courses
5-G-B | Early Middle College Pupils 6-B Peerfto-Peer Elective Course
5.G.c | Postsecondary Gifted and Credit Program
Talented Programs 6-C Future Proud Michigan Educator
5-H Reduced Schedule Pupils Explore Programs
5. Sections 105 and 105¢ Schools of
- Choice
Special Education Early Childhood
5-K Programs and Services
5.L Special Education Pupil
Transition Services
5-M Split-Schedule Pupils
5-N Pupils with Suspensions and
Expulsions
Distance Learning and . .
S0 || dependent Studies You should have paperwork within your
5:0-8 | Dl Seat Time Walver Desk Audit of the categories being
5-0-C | Cyber Schools utilized at the Building/Program
5-0-D | Virtual Programs




Samples

\/
%

All pupils, except those who have been absent (Population Il) or
those who have participated in special education programs
(Population Ill), are considered Population | Pupils

Verify all Population Ill pupils were identified on a separate list.
Mentioned that this could be done at the Desk Audit

Sample each Population lll Category to verify pupils met
requirements

Any new program would be considered High Risk and should
be sampled at a higher percentage

Utilize Count (number of pupils), Sample Size, Errors



Sample Summary - You Do the Math...

Star High School

 Total Students 9 - 12 : 525 (Do not include students with 0.00
FTE)
s Total Students absent on Count Day: 62

 Non Conventional Students:

HH = Homebound/Hospitalized: 1
SC = School of Choice: 221

RS = Reduced Schedule: 5

CE = Cooperative Education: 25
DE = Dual Enrollment: 15

MC = Early Middle College: 60
NR = Non Resident: 2

VL = Virtual Learner: 82

VYVYVYYVYVYVY




Sample Summary - You Do the Math...

Star High School - Fill out the boxes:

Headcounts by Population (A):

Population |
[Total Headcount — minus Pop Nl counts
and minus Pop [l counts.

Population Il

(Enmter total students absent on count day
— must include ECSE)

Population Il

(Pog Il List — Far right hand column (total
Pupil Codes)

Building Hiﬂ: Assessment requires sampling as follows (B) Circle the risk percentages for this site:

Low Risk Mcderat,Ll_ Risk High Risk
Population | 2% 10% 15%
Population 1 10% 15% 20%
Population 111 10% 15% 20%

Calculate your Sample Size by Population (A) x (B): ROUND UP (eg. 13 # 10% = 1.3 - Sample Size = 2)

Population |

Population 1l

Population I




Sample Summary - You Do the Math...

Using the counts from the previous slide - complete your Sample Summary & Analysis Page:

ROUND UP (eg. 13 # 10% =
1.3 - Sample Size = 2)




Sample Summary - You Do the Math...

Using the counts from the previous slide - complete your Sample Summary & Analysis Page:

Appendix F
SAMPLE SUMMARY AND ANALYSIS
INITIAL | Total| Risk | Sample| # of | % of | 1st Risk | st | # of |Total | % of
SAMPLE Pop. | % Size Errors | Errors | Expansion| 25% | Exp | Errors | Errors | Errors
Example 400 | 10% 40 3 7.5% | Example 25% | 60 2 5 5%
Pop. | Pop. |
Pop. Il Pop. |l
Pop. llI Pop. Il
Total Total
2nd Risk| 2nd | # of | Total | % of | 3rd Risk | 3rd| opof | Total | %of
Expansion| 40%| Exp | Errors | Errors | Errors| Expansion| 55% | Exp| Erors | Erors | Errors
Example 40% | 60 0 5 3.1% | Example N/A N/A
Pop. | Pop. |
Pop. Il Pop. Il
Pop. Il Pop. lll
Total Total
4th Risk | 4" # of Total | % of 100% Risk | Total | %of
Expansion | 75% |Exp |Errors | Errors | Errors | Sample | 100% | Errors | Errors
Example N/A N/A Example | N/A
Pop. | Pop. |
Pop. Il Pop. Il
Pop. Il Pop. Il
Total Total










List of Requests/Iltems Made Avallable

+ Provide a list of requests or items that will need to be
avallable for the field audit ahead of time.

would prefer the attendance/participation documentation

/ % Provide an Audit Preparation Guide that includes how you
to be organized.

% Make sure districts know which items need to be copied
and provided for auditor to review and retain for
documented evidence.

(This applies to all Population Il Documentation.)

7/
%?

Lessens Anxiety and Nervousness




Sample Field Audit Prep Forms

(BUILDING) FIELD AUDIT PREPARATION
Required Documentation for Pupil Membership Field Audit

DISTRICT MAME:
BUILDING NAME:
SCHOOL YEAR: FIELD AUDIT DATE: FALL
FIELD AUDIT TIME: SPRING
(¥/) CHECKUST
X | Statement of Independence (One for entire District / PSA) Completed by Auditor
X Building Risk Assessment Completed by Auditor
Population | Zample Size Risk / Percentage High [15%) / Moderate [10%) / Low [25)
Population || Sample Size Risk / Percentage High (20%) / Moderate [15%) / Low (10%)
Population 111 Sample Size Rizsk / Percentage High [20%) / Moderate [15%) / Low [10%) Perce ntag es
TOTAL POPULATION: TOTAL POPULATION 1: TOTAL POPULATION 11 TOTAL POPULATION 10
HEADCOUNT HEADCOUNT HEADCOUMNT HEADCOUNT
Population
Provide the following records/reports to the pupil auditors at the time of field audit:
Numbers o
Signed Official Teacher Attendance records. Print one week prior to count week, count week and 30 days after count date. Each week must be

printed separately, must include full signature and signed weekly in ink. [copies not needed, suditor will review and return) *{Synergy Building
Level Report #3, 5TLED3 )

Provide a copy of the attendance code key. ¥{Synergy Buidling Level Report #3. 5TUS09 -include fegend |

Provide a copy of excused absence documentation for Pop |l pupils ¥{Synergy Field Audit Report #1. ATP201 & ATD201 )

Enrcliment/registration records, and CA-80s/cumulative records

Provide a copy of transcripts for all sampled pupils. ¥{Synergy Field Audit Report #4. 5TUZ04 )

Provide a copy of student schedule for all sampled pupils and any schedule changes within 30 days. ¥{Synergy Building Level Report #2. 5TUM15 )
Provide a copy of non-resident release letters and S0C 105/105¢c applications with approval for all non-resident sampled pupils.

Provide a copy of the Parental Consent for all Virtual Learners [Pupils more than 15 days virtual)

Provide a copy of the EDP where applicable

Provide a copy of the first page of the |EP for Special Education students (IEP that was current on count day, not field audit day)

r Provide a copy of the attendance profile for all sampled pupils. Print one week prior to count, count week and 30 days after count date. ¥|Synergy
Field Audit Report #1. ATP201 & ATD201)

Population | - List of Students in attendance on count day. Auditor will review CAB0s for the sampled students and verify the pupil was present on
count day. The auditor will review enrollment, proof of age, residency, schedule, and attendance for all sampled pupils.

Eiirth Application!
Mam: Grade Residency CABD Certificate Enrallment 200 Schedule | Attendance IEF Tranzcript

ROUND UP (eqg. 13 # 10% = 1.3 - Sample Size = 2)




reconciled.

Sample Field Audit Prep Forms

Population Il - List of Students to Review 10/30 Day Rule where applicable, SuspendedfExpelled 31-45 days where applicable. Attendance will be reviewed and

Teacher Attendaonce Books Will Be Reviewed for ALL Teachers. Ensure that teachers sign and date doily and/or weekly attendance sheets on a dass-by-class basis.
Signature MUST be teacher’s full nome and in ink.

NOTE: Documents must include Name of Class, Class Period and Dates.

Mame

Grade

Oates Beturned

Residency

CAG0

Biirth
Certificate

bpplicationd
Enrallmernt

30

Schedule

Attendance

[EF

Tran=cript

TIP: Use the Count Day Absence Form

HINT: The above are MPAAA sample forms that may be used if the districts Student Information System
does not provide that type of report..




Sample Field Audit Prep Forms

Population 11l - Samples are Selected from Each Category. Copies of additional supporting documentation available at Field Audit. [For example, Physician
Statements, Foreign Exchange Documentation, Training Agreements and Training Plans, etc.) Additional supporting documentation may be requested

at the field audit.

Mame

Grade

POP Il Cateqary

Residency

CAGD

Birth

Certificate

Application!
Enrallment

S0C

Schedule

Attendance

IEF

Transcript

TIP: Use the Non Conventional Lists




Sampling Students - Population |, Il & IlI

% All Populations (I, Il & Ill) must be sampled

> Verify your calculations on the Sample Analysis form are accurate
s TIP: ROUND UP (eg. 13 # 10% = 1.3 - Sample Size = 2)

> Verify your Sample Counts -
m Did you sample enough students per category?
m Are there any duplicate samples?

m TIP: To avoid duplication - Sampling the same student more than once
e Start with High Risk Category - Population IIl.

e Color code your Samples by highlighting your selected
students Alpha Roster - such as:

4 Population | - green highlighter
¢ Population Il - pink highlighter
4 Population Il - orange highlighter

m Highlight your sampled students as you are making selections.




Sample Selection Sheet - Secondary




Sample Selection Sheet - Elementary




The FIELD Audit

*CONDUCTING THE FIELD AUDIT*

PUPIL MEMBERSHIP AUDITING MANUAL



https://www.michigan.gov/mde/services/financial-management/audits

Field Audit Checklist

Appendix E

FIELD AUDIT CHECKLIST
District:

Building:

Count Day:

Instructions: The audit checklist is to be completed by the pupil membership auditor.

If a procedural step does not apply, enter "NA". Use the "Workpaper Reference" column to
indicate the audit workpapers where additional information is included. Refer to the pages
referenced in the Audit Manual Pages column for specific requirements for each procedure.
Retain the audit program and workpapers along with relevant documentation.

Yes/ | Audit | Working
AUDIT PROCEDURES No/ | Manual | Paper Comments
NA | Pages | Reference
1. Complete the Building Risk Pg. %-
Assessment. a7
2. Determine sample size of Pop Pg. 24-
[, I, and Il categories. Select 25,
sample based on head count 105
for each category, round up to B
next whole number. 106
3. Complete the Pupil Specific
Audit Procedures.
a. Popl, II, I - verify Pg. 29-
pupil enroliment, schedule, 33
and attendance.
b. Pop Il - pupil absent Pg. 32

any portion of count day,
verify return within 10/30
day rule or within 45
calendar days if
expelled/suspended on
count day.

Yes/ | Audit | Working

AUDIT PROCEDURES No/ | Manual | Paper Comments
NA | Pages | Reference

c. Poplll - verify each Pg. 33

category met requirements

of specific category. District

determines the applicable

category for

nonconventional pupils.

4. Population Il Categories.

a. 5-A Alternative Education Pg. 34
Program.

b. 5-B Cooperative Education Pg. 35
Programs.

c. 5-C Home-Based Pupils. Pg. 36-

37

d. 5D Pg. 38-
Homebound/Hospitalized 39
Pupils.

e. 5E Pg. 40-
Nonpublic/Homeschool 41
Shared Time pupils.

f. 5-F Part-Time Pupils. Pg. 42
g. 5-G-A Postsecondary Pg. 43-
and CTE Enrolled Pupils. 44
h. 5-G-B Early Middle Pg. 45-
College Pupils. 46
i. 5-G-C Postsecondary Pg. 47
Gifted and Talented

Programs.

j- 5-H Reduced Schedule Pg. 48-
Pupils. 49

k. 5-1 Section 105 and Pg. 50-
105¢ Schools of Choice. 51

I. 5-K Special Education Pg. 52-
Early Childhood 54

Programs & Services.

Yes/ | Audit | Working
AUDIT PROCEDURES No/ | Manual | Paper Comments
NA | Pages | Reference

m. 5-L Special Education Pg. 55-
Pupil Transition 56
Services.

n. 5-M Split Schedule Pg. 57
Pupils.

0. 5-N Suspended and Pg. 58-
Expelled Pupils. 60

p. 5-O-A Distance Pg. 61-
Learning & 62
Independent Studies.

g. 5-0-B Offline Seat Pg. 62
Time Waiver
Programs.

r. 5-0-C Cyber Schools. Pg. 63-

64

s. 5-0-D Virtual Pg. 65-
Learning Options. 68

t. 5-P Work-Based Pg. 69-
Learning Experiences, 70
Apprenticeships and
Internships.

u. 5-Q-A Section 23a Pg. 71-
Dropout Recovery 72
Program.

v. 5-Q-B Section 25e Pupil Pg. 73
Membership Transfers.

w. 5-Q-C Visa Program. Pg. 74

x. 6-A Experiential Pg. 75-
Learning Pupils. 76

y. 6-B Peer to Peer Elective Pg. 77
Course Credit Program.

z. 6-C Future Proud Pg. 78

Michigan Educator
Explore Programs.

\\




Specific Audit Procedures

» All Populations
> Specifically spelled out in MDE Pupil Membership

Auditing Manual (PMAM)

Enrollment

Age Requirement

Residency

Attendance Records

High School Graduation Requirements

Verify Certified Teacher for grade level and subject
area present




Population | - Pupils Present on Count Day

Y/
%

Complete the audit steps for “All Populations”

Y/
2 X4

Sample could be a specific risk area

% Sample select students from this group AFTER Population Il and
Population |l

+ Count your sampled students and compare with your Sample
Analysis. (Did you round up in your calculations?)

TIP: Utilize the Alpha Roster (with FTE) and Student Schedule



Population |l - Pupils Absent on Count Day

% Complete the audit steps for “All Populations”

% Sample could be a specific risk area

% Follow the 10/30 day rule

TIP: Utilize the Alpha Roster (with FTE) and Count Day Absence Form




10/30
Day Rule




Population lll - Non Conventional Pupils

% Complete audit steps for “All Populations”

% Each Category MUST be sampled -
> TIP: ROUND UP (eg. 13 # 10% = 1.3 - Sample Size = 2)

s Pupil Auditing Manual outlines from 5-A to 6-B specifically what you
need to review

Y/
%*

TIP: Use the Alpha Roster (with FTE), Non Conventional Pupil List and
Student Schedule.




Supporting Documentation

TIP: Keep copies of what you
reviewed. Important for QCR
(Quality Control Review)

Attendance Audit findings - obtain
copies of the attendance sheets
that support your findings.

Include all workpaper references.







But How Do | Know What to Look At?

% Each Population lll category lists “Requirements for Counting in
Membership”




Teacher and Pupil Accounting Staff Interviews

* The Field Audit requires the pupil auditor to interview a minimum sample
of two or 5% (whichever is greater) to determine the possibility that

pupil accounting records may have been intentionally altered to
secure unfair or unlawful gain.

% Conduct Face-to-Face interviews with a sample of teachers and pupil
accounting personnel

% No more than 10 teachers and 2 school district pupil accounting
personnel are required to be interviewed.




Document Sample Field Audit Prep Numbers

Auditor Use Only:

Staff Interviews. Conduct face-to-face interviews with a sample of teachers and pupil accounting personnel to inquire whether they
are aware of any inappropriate alterations of their attendance records or any other teacher's attendance records. (5% sample)

TOTAL TEACHERS: TOTAL TO INTERVIEW: COMMENTS
(NUMBER) (NUMBER)
TOTAL TO INTERVIEW: COMMENTS

TOTAL PUPIL ACCOUNTING

NUMBER
PERSONNEL: (NUMBER) ( )

TIP: Total Number of Teachers from the Master Teacher List




Teacher and Staff Interview Form




Teacher and Staff Interview Form for Virtual Program




Exit Conference

With completion of the audit, the pupil membership auditor should
contact appropriate local district personnel to discuss the following:

”

¥ Opportunity for the local district to clarify issues or provide
additional documentation for questions identified during the audit

» General findings — a general comment or an opportunity for the
auditor to assist the local school district in identifying ways to
Improve its documentation or counting procedures to maximize or
accurately report FTE memberships

% Specific findings, along with the associated FTE adjustments. A
specific audit finding is a violation of the State School Aid Act,
Revised School Code, Pupil Accounting Administrative Rules, or
Pupil Accounting Manual that results in the loss of FTE

% District appeal procedures

”

”

”




Building Field Audit Report SAMPLE

A detailed 4 page FA report is given to the building once the audit is completed.

lil. POPULATION | — Audit Procedures

Aunditor Comments:

Terified: No. of Errors
Class schedules

Attend

y; records

FTE computation

11

eal

No diploma or GED

IV. POPULATION Il - Audit Procedures

Verified: No. of Errors
Class schedules
Aftendance records
Birthdate

10/30 day rule

FTE computation
Enrollment

No diploma or GED

Anditor Comments:

V. POPULATION III - Audit Procedures

Anditor Comments:

Verified: No. of Emrors
Attendance records
Birthdate
FTE computation
Enrollment
No diploma or GED
Support documents

POPULATION lll - Categories (from individual sheets)

Expanzion Expanzion

Count | Sample | Ervors | % Errors | Sample | Errorz | % Errors | Sample | Ervors | U Errors

Altemative Ed.
Cooperative Ed.
Distance/Indep. Leaming
Dzl Enrolled
Early/Middle College
Experiential Leaming
Home Based
Nonpublic Part- Time
Part-time
Peer-to-Peer (Links)
Reduced Schedule
Schools of Choice
QFFLINE Seat Time Waiver
Special Ed. Transiti
Split Schedule
Suspended Expelled
Virtual
Work-Based

CTE Programs

Non-CTE Programs

Total




Building Field Audit Report SAMPLE cont...

SUMMABY:

As the auditor for C.0.0-R.I5D, I am responsible for verifying the accuracy of membership reporting for vour district  This audit was performed
in accordance with the procedurss determined approprizte by the Mickigan Department of Education Membership Acoomting and Anditing
Mamual Please contact Shannon Fea at PB0-2735-0315, if you have any questions.

Anditor Mame (Sig ) Date
Date

LEA Repressntative (Signature)

PLEASE FORWARD A COPY OF THIS SHEET TO YOUR DISTRICT FUPIL ACCOUNTING OFFICIAL.




MDE Pupil Accounting Manual Requirements Sample

PUPIL ACCOUNTING POPULATION Ill VERIFICATION FORM

p.1lof4

3-A: ALTERNATIVE EDUCATION PUPILS

| Werified

5-C: HOME BASED PUPILS (cont.)

Verified

General and Special Education

Mo high school diploma or GED

Pupils under local district policy expulsion, may be provided
instruction at home or a neutral site, on pro rata basis

16 years old if with adult participants

Special Ed pupils less than age 26

Pupil under a mandatory expulsion and educated under a
home-based program can be counted for full membership

Learning Lab

FTE prorated for local district expulsion

Certificated teacher was present at all times

5-D: HOMEBOUND/HOSPITALIZED PUPILS

Scheduled for specified number of lab hours per week

Membership was supported by one of the following:

Sign-in sheets and teacher attendance records
support minimum hours

No greater FTE than traditional setting

Written certification from hospital, a licensed facility, or a
physician, requiring a pupil to be hospitalized or confined to
home during regular school hours for longer than 5 days

Class offered for credit

: COOPERATIVE EDUCATION PROGRAM PUPILS

Special Education

Certified teacher provided two 45 minute for Gen Ed/two
non-consecutive one hour periods of instruction per week,
during the count period.

Written voluntary agreement among educating
districts exists

: NONPUBLIC PART-TIME & HOME SCHOOLED PUPILS

Courses taught or monitored by certified teacher
employed by the district

Courses board approved and count twds HS diploma

Nonpublic codrses registered with Department and meets all
state reporting requirements.

Course was part of the pupil's class schedule; not extra-
glirricular activity.

Pupil 26 years of age on Sept 1 of current school year

Career and Technical Ed/Vocational Ed

Instruction provided by a certified teacher at the district,
PSA, or ISD.

Pupil is in grade nine through twelve

Taught/monitored by certificated teacher
employed by the district

Courses board approved and count twds HS diploma

Curricular offering available to fulltime pupils in grade level
or age group in district or PSA during regular school day

Course only nonessential for pupil in grades 1-12,
kindergarten are ineligible.

Pupil is counted in membership in the educating
district, unless under exceptions in PA Audit Manual

5-C:

HOME BASED PUPILS

Pupil is part-time for purposes of the State School Aid Act.

Course length and grading system were similar to course

offered to public school; virtual taken any time of day.

Two non-consecutive hours of instruction

under supervision of certified teacher

FTE NOT GREATER THAN .75

: PART-TIME PUPILS

Through inquiry, verify instruction materials
provided by district comparahble to Alt Ed Program

Pupil was enrolled and attending one or more classes
at the district

Through inquiry, verify comparable course content

FTE computation is accurate for resident and non-










Audit Findings

General Findings: A general audit finding is a general comment or an
opportunity for the auditor to assist the local school district in identifying
ways to improve its documentation or counting procedures to maximize or
accurately report FTE.

Specific Finding: A specific audit finding is a violation of the State School
Aid Act, Revised School Code, Pupil Accounting Administrative Rules, or
Pupil Accounting Manual that results in the loss of FTE.

o
%

*

General & Specific Findings are recorded in the field audit report

7/
%*

FTE Adjustments are made in the DS-4061 prior to saving it as a DS-4120

Y/
%*

After the FTE adjustments are saved as a DS-4120, reconciliation is made
in the Narrative (located in MSDS)

7/
%*

General & Specific findings are noted within the Narrative



Final Desk & Field Audit Report Sample

A synopsis final report is sent to
the District’s Superintendent
once the Desk & Field Audits
are completed.

NOTES:

Report sent on letterhead stationary
Auditor initials report

Includes DS4120s & Narratives from
DA & FA

DA & FA reports can be sent
separately



Audit Findings - GENERAL




Audit Findings - SPECIFIC

NOTE: 11 Pages
Appendix L




Don’t be Shy...Ask Away!




Carrie Haubenstricker, Genesee ISD - chaubenstricker@geneseeisd.org

Shannon Rea, C.O.0O.R. ISD - reas@coorisd.net

Julie Ziesemer, Washtenaw ISD - ziesemer@washtenawisd.orq



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