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AGENDA

❖ Definition & Minimum Field Audit Requirements

❖ Conducting Field Audits

❖ Field Audit Forms

❖ Audit Findings

❖ 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. 



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 pupil 

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 III Categories In Building/Program Form

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



Risk Assessment Form

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

TIP: Auditor Discretion

Remember these Percentages



Sample Summary and Analysis Form

Use Percentages

TIP: Total Population 
Numbers - start from the 
bottom. Total Pupils minus 
Pop III minus Pop II gives 
you total for Pop I to 
Sample.



POPULATIONS

❖ Population I - Conventional pupils in attendance on count day 
❖ Population II - Conventional pupils absent on count day 
❖ Population III - 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 III Categories Sample Form

You should have paperwork within your 
Desk Audit of the categories being 
utilized at the Building/Program

Random Selection of Pupils



Samples

❖ All pupils, except those who have been absent (Population II) or 
those who have participated in special education programs 
(Population III), are considered Population I Pupils

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

❖ Sample each Population III 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)

❖ 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



Sample Summary - You Do the Math...
Star High School - Fill out the boxes:

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:

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:







List of Requests/Items Made Available

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

❖ Provide an Audit Preparation Guide that includes how you 
would prefer the attendance/participation documentation 
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 III Documentation.)

❖ Lessens Anxiety and Nervousness



Sample Field Audit Prep Forms

Percentages

Population 
Numbers

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



Sample Field Audit Prep Forms

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

TIP: Use the Non Conventional Lists 



Sampling Students - Population I, II & III
❖ All Populations (I, II & III) must be sampled

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

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

■ TIP:  To avoid duplication - Sampling the same student more than once

● Start with High Risk Category - Population III.  

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

◆ Population I - green highlighter

◆ Population II - pink highlighter

◆ Population III - orange highlighter

■ 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



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 I - Pupils Present on Count Day

❖ Complete the audit steps for “All Populations”

❖ Sample could be a specific risk area

❖ Sample select students from this group AFTER Population III and 
Population II

❖ 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 II - 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 III - 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)

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

❖ 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 I Know What to Look At?

❖ Each Population III 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

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.



Building Field Audit Report SAMPLE cont...



MDE Pupil Accounting Manual Requirements Sample







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.

❖ General & Specific Findings are recorded in the field audit report

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

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

❖ 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.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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