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Intro to Pupil Auditing

Barbette Lane

Wexford Missaukee ISD

MPAAA Workshop

Agenda

• Important Resources

• Acronyms

• Audit Preparation

• Audit

– Desk

– Field

• Audit wrap up

• Narrative

• Quality Control Review (QCR)

• Comments/Questions

Key Materials
• Pupil Accounting Manual –

– http://www.michigan.gov/mde/0,1607,7-140-5235_6539-22360--,00.html

• Pupil Auditing Manual –

– http://www.michigan.gov/documents/mde/MDE_PUPIL_MEMBERSHIP

_AUDITING_MANUAL_2015-16_505832_7.pdf

• The State School Aid Act of 1979

– http://www.legislature.mi.gov/documents/mcl/pdf/mcl-act-94-of-1979.pdf            

• Other resources:

• MPAAA - Conference Materials

– mpaaa.org

• CEPI - MSDS Website and Listserv

– www.michigan.gov/cepi

• MDE – Pupil Accounting & Auditing Manuals

– www.michigan.gov/mde

• Other ISD Auditors

http://www.michigan.gov/mde/0,1607,7-140-5235_6539-22360--,00.html
http://www.michigan.gov/documents/mde/MDE_PUPIL_MEMBERSHIP_AUDITING_MANUAL_2015-16_505832_7.pdf
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Acronyms
• AB – Absent

• ABE – Adult Basic Education

• Alt Ed – Adult or Alternative Education

• BAA – Bureau of Assessment & Accountability

• CEPI – Center for Educational Performance and Information

• CIP – Classification of Instruction Program (CTE classes)

• DS4061 – Audited Audit Form

• DS4120 – Unaudited Audit Form

• EC – Early Childhood

• ESL – English as a Second Language

• FTE – Full Time Equivalency

• GAD – Graduation and Dropout

• GED – General Education Development Preparation

Acronyms

• ECBG – Early Childhood Block Grant

• GSRP – Great Start Readiness Program (Early Childhood)

• HSC – High School Completion

• IDEA – Individuals with Disabilities Education Act

• IEP – Individualized Education Program (Special Education)

• IEPC – Individualized Educational Planning Committee

• ISS – In School Suspension

• LEA – Local Education Agency

• LEP – Limited English Proficient

• MCL – Michigan Compiled Laws

• MDE – Michigan Department of Education

• MSDS – Michigan Student Data System

• NCLB – No Child Left Behind

Acronyms

• OSS – Out of School Suspension

• PAM– Pupil Accounting Manual

• PEPE – Primary Education Providing Entity

• 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

• Section 21f – Expanded Online Learning

• Section 23a – Dropout/Recovery Programs

• Section 25e – Money follows the students

• UIC – Unique Identification Code

• USED – United States Education Department

• XML File Format – Extensible Markup Language
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Audit Preparation

• Single Sign-On Registration

– Michigan.gov/cepi

– CEPI Applications

– Michigan Student Data 

System

– Under Manuals

– Single Sign-On User’s 

Guide

Audit Preparation

• Completing the Registration           

Process

Audit Preparation

• Subscribing to an Application
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Audit Preparation
• MSDS Security Agreement

– Michigan.gov/cepi

– CEPI Applications

– Michigan Student Data 

System

– MSDS Security Form 

(District/ISD/PSA/ONSR 

Users)

– At a minimum you need 

‘Auditor (ISD Only’ and mark 

‘Edit’

– Your Superintendent will 

need to sign

– Completed form fax to CEPI: 

517-335-0488

CEPI

• MSDS Help Desk 

– If you need assistance call CEPI at 517-335-0505

– Option 3

Audit Preparation
• Read Pupil Auditing & Accounting Manual

• Audit Cycle Minimums

– High Schools Every 2 Years

– Middle Schools Every 4 Years

– Elementary Schools Every 4 Years

• May Be More Often Depending on Risk 

Assessment

• At least one building or program must be field 

audited for each district or PSA each year (PAM 

page 4)

• Keep Chart Showing Audit Cycle (Sample Next Slide)
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Audit Preparation

• Email Field Audit 

Planning Schedule 

annually to the Pupil 

Membership Auditor, 

MDE (Gloria Suggitt)

– This is due no 

later than 

November 1

Audit Preparation
• Statement of Independence 

– Must be completed once a year for each district

– (Page 50 Pupil Auditing Manual)

– Conflict, delegate/supervise 

• Auditors may not audit their own work 

– (Page 1 Pupil Auditing Manual under Introduction)

• Conflicts could include:

– Currently employed by the school district, building, or program to be 

audited

– Formerly employed by the school district, building, or program (within 

the preceding two years)

– Auditor has relatives currently employed by the school district, building 

or program

– Auditor has a personal or financial interest (e.g., service or employment 

contract with the school district)
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Audit Preparation

• Assist Locals

– Training

– Centralized

– Individualized

• Be available to assist 

– More training provided before audit, the easier the audit will be

Audit Preparation

– MSDS Timelines

– CEPI website 

(michigan.gov/cepi)

» CEPI applications

» Michigan Student 

Data System

» CEPI Calendar 

Page

» CEPI Master 

Calendar

» Two views 

(events & 

calendar)

Audit Preparation

• Notification of Audit

– Who is notified

– Pupil Accountant, Building Administrators & Superintendents

– List building's

– Specify date and time

• Establish Timeline with Local Districts

– Required documentation 

– Due date
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Audit Preparation

– Required documentation

– Separate List of required documentation/forms for 

each building level and/or program

– What must be printed on count day

• Alpha/Membership Report 

– Printed from MSDS and signed by building principal 

or authorized representative

» Auditor may require from SIS

• Student Locators (schedules)

• Enrollment Summary from SIS

Audit Preparation

• UIC
– Run FTE Conflict Detection Report in MSDS  

• https://sso.state.mi.us/
– Audit FTE

• FTE Conflict Detection 

• School Year/Collection

– District

• If you input ISD/RESA/ESD District Code you will receive results for 

all schools within your ISD/RESA/ESD. (sample next slide) When 

Conflicts are found

• Email ISD Auditor and Local LEA

• Only use UIC – No student names/data

Audit Preparation

THIS IS WHAT YOU 

WANT TO SEE WHEN 

YOU RUN AN FTE 

CONFLICT DETECTION 

REPORT 

https://sso.state.mi.us/
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Audit Preparation

• Building Risk Assessment 

Form 

– (Page 58 Pupil Auditing 

Manual)

– Must be completed for 

each building/ program 

and each field audit

– Complete prior to audit 

– Based on previous audit

Audit Preparation
• Determine Sample Size

– After completing Risk Assessment Form

– (Page 10 - 11 Pupil Auditing Manual – directions)

– (Page 58 Pupil Auditing Manual – form)

• Round number UP to the next whole number

– E.g., If building has 135 pupils in Pop I and you need to audit 2% the 

number of pupils need to audit is 2.7, round up to 3. Must be completed 

for each building/ program and each field audit

• Complete prior to audit 

• Based on previous audit

DESK AUDIT

• Audit Information 

– Desk Audit (Page 6, 

Chapter 2 in the Pupil 

Auditing Manual)
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Desk Audit

• Desk Audit Program –

Appendix B (page 52– 54)

• Must be completed for each 

building/program

Desk Audit

• Calendar

– Review days (175 days of instruction pursuant to Section 

101(3)(a))

– Review daily clock hours (1,098 minimum)

• Note For End of School Year:

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

– DS4168 – ISD Audit Deadline is August 1 (Electronic in EEM)

• 75% Attendance Report

• Building/District Calendars

• List of Cancelled Days

Field Audit

• Audit Information 

– Field Audit (Page 10, 

Chapter 3 in the Pupil 

Auditing Manual)
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Field Audit

• Condensed Building Field 

Audit Program

– (Page 60-79 Pupil Auditing 

Manual)

• Complete at same time as 

audit

• Guides through each Pop and 

what you are required to audit

Field Audit

Field Audit

• Alpha list additional items

• Identify FTE less than 

1.00

• Identify Special Education

• Identify Residency

• Identify each Pop III for 

sample
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Field Audit

• Review samples in:

– Pop I – Conventional Student

– Pop II – Absent Student

– Pop III – Non-Conventional Student

– Verify attendance for all “sample” pupils

– Compare Worksheet A or B to Alpha/Membership 

from MSDS

– Compare Worksheet A or B to DS-4061

– Check Program Codes

– Review Supporting Documentation

Field Audit

• Additional K-12 information

• Verify alternative education/adult education

• Teacher Interviews

• Teacher Certification Checks

Audit

• Determine error rate for each Population

– Pupil Auditing Manual Page 13-14)

• Complete Sample Summary & Analysis (Pupil Auditing Manual page 44-45)

• When error rate is 5% or greater in any of the Pop groups, you must expand 

audit (Appendix F (page 80)sample next slide)

– First expansion – 25%

– Second expansion – 40%

– Third expansion – 55%

– Fourth expansion – 75%

– Final expansion – 100%

• In all cases when an auditor has determined that the building/program error 

rate is equal to or exceeds 10%, the auditor IS REQUIRED to report the 

planned sample expansion to the Office of Audits of the Michigan 

Department of Education. (Pupil Auditing Manual page 14)
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Audit

Audit

• Use the FTE Adjustment 

Form to record FTE 

adjustments

– Additions

– Subtractions

Field Audit Wrap Up

• Before completion of the audit, the pupil membership audit 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.
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Field Audit Wrap Up

• If a pupil is added as a result of the desk review, the district must enroll the 

pupil in MSDS and report the enrollment via the Student Record 

Maintenance (SRM) collection. The district should also provide a new alpha 

list to the ISD auditor as proof of the correction.

• Record FTE adjustments on the FTE Adjustment Form 

• In MSDS, make all DS4061/4120 adjustments at the student level, NOT 

THE AGGREATED LEVEL.

Narrative

• Requirement - DS-4061 (unaudited FTE Report) saved 

as DS-4120 (audited FTE Report)

• Due 24 weeks after the count day

• CPA must submit pencil changes to the DS4061 to the ISD 

auditor within 20 weeks of the count date.

Narrative

– Narrative Certification Date

• November 1, of the following school year (for Fall and 

Spring)(MCL 388.1618 and HB 4110)

• Audit Findings (Page 84 – 97 Pupil Auditing Manual)

• Specific – FTE adjustment

• General – No FTE adjustment
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Narrative

• Audit Reports and Repayments (Page 38 Pupil Auditing 

Manual)

– The pupil membership audit narrative report must be built 

in MSDS

– If error rate is over 10% you must notify MDE

Audit Form

Audit Form
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Audit Narrative

Audit Narrative

“Out of Balance” 

stays until the 

DS4061 is 

certified as a 

DS4021

Audit Narrative
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Audit Narrative

Quality Control Review (QCR)

• Gloria Suggitt – rotation (minimum once every three 

years)

– Checklist

• What building/program being audited

• What will be audited

• How to Prepare

– Gather all audit documents

– Review audit

Comments/Questions
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Contact Information

Barbette Lane

Wexford-Missaukee Intermediate School 

District

9905 East 13th Street

Cadillac, MI 49601

Phone: 231-876-2264

E-mail: blane@wmisd.org


