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Foreword
Wisconsin Administrative Code Chapter PI 35 requires schools participating in the Wisconsin Parental Choice Program (WPCP or Choice) to obtain a separate audit of the school’s September and January enrollments. This guide provides the reporting requirements and procedures for the September 20, 2013 enrollment audit.  The enrollment audit report, with all required supporting documents, must be provided to the Department of Public Instruction (DPI) by December 16, 2013.

Management/Auditor Responsibility:

It should be made clear to school management that they are responsible for the proper reporting of enrollments and that the auditor’s responsibility is to determine that the pupil counts accompanying the agreed upon procedures report are fairly presented, in all material respects, in conformity with the requirements of PI 35.

Pupil Eligibility Determination & Management Assertions:

The counting criteria found in PI 35.04 (7) refer to which pupils may be included in the school membership report under PI 35.04 (6).   Under PI 35.04 (6) (c), the school administrator must ensure that applications submitted for the pupils included in the membership report are complete and accurate as proof of enrollment qualifying for a state aid payment.  The following management assertions are implicit in the membership report and applications submitted to the DPI:

· The school determined a student’s income (if applicable) and residency eligibility qualified for Choice participation.  Support for the information on the student’s Choice application was provided including support for the family income (if applicable) and residency documents provided by the student’s parent or legal guardian. 

· Pupils included on the School’s September 20, 2013 pupil count report to the DPI were either present for instruction on that day, or were present for instruction at least one day before and after the count date; and during the period of absence were not enrolled in another school or a home-based private educational program.

Procedures Completed:

All procedures identified in PI 35.04 (9) (d) and those agreed upon by the auditor and the DPI are to be followed.  This Guide contains procedures identified as “Agreed Upon Procedures” that constitute the procedures agreed upon by the auditor and the DPI.

If a pertinent procedure is not performed, the DPI is to be notified in a separate written communication regarding the reason for not performing the procedure.  Under professional standards, when an auditor undertakes an attest engagement for the benefit of a government body or agency and agrees to follow specified government standards, guides, procedures, statutes, rules, and regulations, the auditor is obligated to follow those governmental requirements as well as applicable attestation standards.    

The procedures should be “cut and pasted” as needed when developing the firm’s attestation program and for meeting reporting requirements.  The auditor must use the Independent Accountant’s Report on Applying Agreed Upon Procedures and schedules available on the Choice webpage (http://sms.dpi.wi.gov/sms_finrpt).
Existence of Pupils/Evaluation of Omissions & Misstatements:

Eligibility for a Choice state aid payment (through inclusion in a reported count) is predicated, in part, on the pupil being income, if applicable, and residency eligible.  Inherent in accepting a Choice application, and including the pupil in a submitted class list, is management’s acknowledgement that the pupil exists.  A pupil for whom there is no externally produced income and residency documentation, such as a copy of the parent's utility bill, raises a potential issue as to actual existence of that pupil.  

  

Professional standards require that both qualitative and quantitative aspects of omissions and misstatements be considered in expressing a conclusion.  Management practices that resulted in the identified errors should be evaluated when assessing whether or not the school is in material compliance with the requirements of PI 35.  
Reporting Requirements

THE AUDITOR IS REQUIRED TO MAINTAIN A COPY OF THE APPLICATION AND ALL SUPPLEMENTAL DOCUMENTATION RECEIVED FOR ANY PUPIL INCLUDED IN SCHEDULE 2 OR 3 IN THE WORKING PAPERS.
Submitted Report:

The report may be mailed or emailed to the DPI.  See the instructions page in the Enrollment Audit Excel document for additional information.  The enrollment audit report package provided to the DPI must include the following as applicable.  Do not bind together or place in a cover.
· Independent Accountant’s Report on Applying Agreed Upon Procedures - Addressed to “Authorizing Individual” who signed the Auditor Authorization form.
· The report must be dated as of the completion of field work.
· The report must be addressed to the authorizing individual from the school who signed the Auditor Authorization Form.  This person may not necessarily be the administrator.  The title of the authorizing individual and the operating organization of the school must be used in the address.

· Schedule 1 “Pupil Enrollment Count Schedule” 

· Schedule 2 “Pupil(s) Ineligible for WPCP Payment per Examination”

· Schedule 3 “WPCP Pending Pupil Application Issues”
· Sample Info “Income and Residency Documentation Sample Information”
· Schedule 4 “Tentative Payment Adjustment Calculation”
PI 35 requires the auditor to respond directly to inquiries from the DPI, permit DPI review of working papers and provide the DPI with copies of working papers as requested. The  audit working papers must be retained for at least three years from the date of the department’s certification of the school’s current year Financial Information Report, unless requested to retain the records longer by the DPI or a law enforcement agency.  The school should be advised of the requirement to retain pupil records used in the audit.
Faxed copies of any of the above are unacceptable, and will be discarded upon receipt.

Please contact DPI by phone at 608-267-1291, or by email at andrea.kratz@dpi.wi.gov if you have any questions. 
Andrea Kratz, School Finance Auditor
Wisconsin Parental Choice Program (WPCP) 
Pupil Enrollment Payment Eligibility Procedures

1. Understanding the school’s pupil count reporting environment
1.1. Prepare a memo/memos documenting:
General:

1) That you have obtained an understanding of the Choice on-line application system by viewing the PowerPoint training “Completing the 3rd Friday and 2nd Friday Pupil Count Report” available under “On-line Application System Information” at http://sms.dpi.wi.gov/sms_forms and you have viewed the training on the school’s application verification process (this training will be emailed directly to the auditors on DPI’s audit list serve).
Process for Preparing Attendance Records:

2) The names of classroom teachers, and their responsibilities for attendance and grade recording.  Determine the process the teachers use to record attendance (“original classroom records”).  Copies of classroom records or attendance summaries are not considered original classroom records.  If the School maintains a completely computerized attendance and pupil grading database, develop procedures to test the system with the agreement of the DPI.  A sample test plan is available at http://sms.dpi.wi.gov/sms_finrpt.  The test plan must be approved by the DPI prior to testing and reliance on the computer attendance system.
3) The process and the names of staff involved in preparing the school’s official or central office records (“official attendance records”).  
4) How the school compiled the “All Pupils” and “Choice Pupils” count date enrollment from official attendance records.  
5) How the school determined if a pupil not in attendance for instruction on the count date should or should not be included in the count.  This should include determining where the student was on the count date and that they were not enrolled in or attending another school.
6) How the school determined that a pupil should be listed on the submitted count report (“OAS class list”) as a Choice pupil.

Application Review:

7) The school’s process for accepting and reviewing applications, names of staff involved, and how supplemental income and residency documentation is filed and safeguarded.

8) The process used to follow-up on inadequate documentation, and how income documentation is filed and safeguarded.  Since all documentation for an application must be obtained in the open application period that the application is received, ensure the process to follow-up on inadequate documentation includes not marking applications as verified in OAS if it does not have all of the required documentation after the open application period is completed.

Other Considerations:

9) The process the school uses for responding to requests for pupil records and transcripts from other schools and the availability for review.  Ensure that the process to respond to requests for pupil records and transcripts includes keeping the pupil records at the school.
10) If the school is or is not a “Partnership” or “Contract” school of a public school district.

11) If the school operates a child care center in the same building as the school. If so, obtain:

· A schedule of the child care hours of operation and the location where child care activities occur during the hours the Choice classes are being held (Child care activities cannot be in classrooms at the same time that K-12 instructional activities are occurring). 
· A listing of childcare clients identifying those who are also Choice pupils and:

· the days, hours, classroom location and teacher of the Choice pupils during school hours; and
· the day, hours, location and individual responsible when the Choice pupils are childcare clients.
1.2. WPCP applications were completed online by parents.  Please review the FAQ available at https://apps4.dpi.wi.gov/WPCPParent/FAQs.aspx#income for information on the requirements for completing an application.  Please also review the residency bulletin available at http://sms.dpi.wi.gov/wpcp-statewide.
Provide an indication of this being done in a work paper memo.
These guidance documents provide requirements for proper completion of a Choice application.  All choice schools should retain in each pupil’s application file the income (if applicable) and residency documentation.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.3. Obtain a copy of the School’s calendar showing that instruction was scheduled for the count date for all classes and pupils.  Confirm with school staff that school was held on the count date.
Retain in work paper file.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.4. If the school is reporting pupils enrolled in a 4-year old kindergarten program with outreach activities, obtain a listing of scheduled outreach activities, dates and time and a copy of the teacher’s original log of such activities (for any activities that were already scheduled to occur).  Review the listing of outreach activities ensuring they are all acceptable activities.  In order to be acceptable they must only be offered to K4 parents, legal guardians, or primary care givers and be an allowed activity (see the bulletin referenced below for additional information on allowed activities).  If the school is unable to provide a listing or if the total of allowed outreach activities is not at least 87.5 hours and/or the school has determined that they will not provide K4 outreach this year, all K4 pupils in the classroom must be reported in the ½ day (.5) category.  The All Pupils “Per Examination” column should reflect the K4 pupils on Line 1.  The K4 Choice pupils should be included in the “Outreach Disallowed” on Line 2 and Line 1.  The pupils should decrease line 2, so this amount must be entered as a negative.  
Examples of acceptable outreach activities are identified in the Outreach Activities Bulletin 02-03 available at http://sms.dpi.wi.gov/sms_mpinfbul. These activities, totaling 87.5 hours for parents, legal guardians, or primary care givers of K4 pupils must be in addition to the required minimum 437 hours of direct pupil instruction.  Fund raising and volunteering are not allowable activities.  Any parent-teacher conferencing must be above and beyond the days provided for other elementary grade levels.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.5. Inquire of the school regarding contested applications or pupil eligibility issues with parents or the DPI.

Prepare a work paper memo identifying pupils, the related issues, and status.  Determine if the dispute has an effect on pupil eligibility and/or Choice payments.
Retain in work paper file.

	 Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.6. Complete the required fraud risk assessment audit guide available at http://sms.dpi.wi.gov/sms_finrpt.  This audit guide incorporates fraud due to payment eligibility issues and overall financial statement fraud for the year end Financial Information Report.  Certain mitigating procedures may be completed during the year end procedures.  However, the auditor should complete a sufficient amount of procedures to identify potential fraud related to the enrollment audit and mitigate the risk related to the enrollment audit.  Reference the location of the fraud risk assessment completed below.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2. ATTENDANCE CRITERIA:  Determine that pupils reported on the Count Report meet attendance criteria

A pupil that does not meet attendance requirements must be excluded from the reported enrollment count. The pupil is to be included on the Enrollment Audit Report Schedule 1 as an ineligible pupil and on the Enrollment Audit Report Schedule 2 “Pupil(s) Ineligible for WPCP Payment per Examination.”
Every pupil that meets the count criteria must be included in the per examination column of the “All Pupils” section of the audit report’s Schedule 1, regardless of whether or not they are Choice, tuition payment pupils, or pupils attending the school without payment.
Pupils that meet attendance criteria but are not eligible due to a Choice application, residency or income eligibility issue are to be included in the Schedule 1 “All Pupils - Per Examination” section, but not in Schedule 1’s “Choice Pupils - Per Examination” section.
2.1. Obtain the following information from the school for completion of the attendance procedures:

1) A copy of the submitted Continuing Eligibility Report wherein the School has identified the standard that it has agreed to meet for continued Choice participation.  Note that this report is submitted through the online application system (“OAS”).
2) A listing of all pupils in attendance at the school on the count date and before and after by grade level.  Have the school identify Choice pupils on the listing (“official attendance records”). [Required by PI 35.04 (9) (b).]
If the School uses the average attendance rate as the School’s standard for continued participation in the Choice program, “official” attendance records for the purpose of the enrollment audit are the records the School uses for reporting its average attendance rate on the Continuing Eligibility Report to the DPI.
If the school is not using the average attendance rate as its continued participation standard, then the official attendance records for enrollment audit purposes shall be the record of the number of days each pupil was present during each month as required by statute 118.16 (3).

3) Classroom grade books or other records maintained by teachers identifying daily attendance or absences, grades or other indications of instruction such as progress reports (“original classroom records”). These cannot be the same as the Official Attendance Records.  These records must be teacher originated. [Required by PI 35.04 (9) (b).]
4) A signed copy of the 3rd Friday in September Pupil Count Report certification page and the corresponding Choice AUDITED class list from the OAS.  Request that the school provide this at the start of the field work so that the latest information is provided (“OAS class list”). [Required by PI 35.04 (9) (d) 2.]  The list can be obtained by the school in OAS by going to “Historical Data” and selecting the “Current, Audited Data” radio button for the September count.
5) The September and November payment listing provided to the school with the checks.
Retain these documents in the work paper file.

If the School is using pupil enrollment software, obtain hard copy listings and access to the pupil database records with School staff assistance.  If the School is unable to provide the supporting count listings, the School must provide a rebuilt count from enrollment and classroom records.  The auditor must submit their plan for testing the pupil enrollment software for approval to the Choice Auditor annually.  A sample test plan is available online at http://sms.dpi.wi.gov/sms_finrpt.  If the sample test plan will be used, an email notification should be sent to the Choice Auditor.  In order for the enrollment software to be relied upon, the testing plan must first be approved by the DPI and the software must be tested based on the plan.
PI 35.04 (9) (d) 9 (e) requires that failure of the School to provide original classroom records be considered a scope limitation and the auditor must disclaim an expression of an opinion regarding eligibility of the pupils for whom classroom records are not available.  Pupils for whom the auditor has disclaimed an expression are not eligible for a Choice payment.  If this situation occurs, please notify the department immediately.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.2. Verify Choice and All Pupil totals per the official attendance records equal totals per the original classroom records. [Required by PI 35.04 (9) (d) 1.]

Provide an indication of this procedure being completed in a work paper.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.3. Verify enrollments for all Choice pupils reported on the OAS class list against the School’s official attendance records. [Required by PI 35.04 (9) (d) 3.]  Due to the program reaching it’s maximum capacity and the DPI maintained waiting list, additional students should not be added to the count.  If you believe a student should be added, please contact DPI.
Provide an indication of this procedure being completed for each Choice pupil in a referenced work paper.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.4. Verify all Choice pupils included on the official attendance records are also included on the original classroom records and vice versa. [Required by PI 35.04 (9) (d) 5.]

Provide an indication of this procedure being completed in a work paper.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.5. Verify that all pupils identified as Choice pupils as a result of step 2.4 met the definition of “enrolled.” [Required by PI 35.04 (9) (d) 5.]
To be “enrolled” for pupil count report purposes, PI 35.04 (7) requires the pupil to be either: 
· In attendance for instruction on the count date, or
· If not in attendance on the count date, in attendance for instruction at least one day prior to the count date and at least one day after the count date.  The pupil also cannot be enrolled in another private school, a home-based private educational program, a charter school, or a public school district in or out of Wisconsin during the period of absence.
If two schools claim the same pupil, the school that the pupil attended on the count date will receive the Choice payment.  If it cannot be determined where the pupil was on the count date or if the pupil attended two schools on the count date, neither school may receive the payment.  DPI completes procedures to identify duplicate pupils between schools.  If the auditor becomes aware of the same pupil being counted at two different schools, contact DPI for proper reporting.  If, as a result of the review of the attendance records for the school, the auditor identifies that the same pupil is counted twice at the school, one of the names/id numbers must be reported as ineligible on the enrollment audit.
Original classroom records must be reviewed.  These records must show the pupil met attendance requirements and that the pupil was present for instruction by showing that classroom work was completed during the time of the pupil’s attendance prior to the audit date.  The original classroom records used must be different than the official attendance records in order to test existence of the pupils. 
Document in the work papers the specific classroom record used to verify the classroom attendance for instruction of each Choice pupil.  Provide in a work paper memo a statement that nothing came to the auditor or audit team’s attention that would indicate that pupils included in the Choice count were enrolled, in or out of Wisconsin, in another private school, a home-based private educational program, a charter school, or a public school district.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.6. If the school operates a child care center in the same building as the school, compare a listing of child care participants to the listing of students that received Choice payments.  Ensure that the school did not receive a childcare payment for all-day care of Choice students.
Provide an indication of this being done in referenced work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.7. If the school has pupils enrolled in a “Partnership” or “Contract” School of a public school district, obtain a listing of pupils attending the school.  Compare the pupil names against Choice pupils on the official attendance records and determine that a Choice payment was not received for partnership or contract pupils.
Provide an indication of this being done in referenced work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.8. Obtain the tuition revenues and tuition waivers and reconcile them against the official attendance records listing of pupils identified as not participating in Choice. No tuition may be charged to any Choice pupil, regardless of income.  Determine that all tuition and tuition waiver pupils are included in the official attendance records as “All Pupils” but not Choice pupils. [Required by PI 35.04 (9) (d) 8.]

Provide an indication of this procedure being completed on a referenced work paper.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.9. Select a sample of at least 60 pupils identified as not participating in the Choice program from classroom records and determine that the selected pupils were included in the reported membership.  (The reported membership represents the “All Pupil” total provided in the OAS system.  The auditor should agree the “All Pupil” amount reported in OAS to the “All Pupil” count per the Official Attendance Records.  Once completed, the auditor can compare the pupils selected on the classroom records TO the official attendance records.)  The sample must include records from each classroom.  If an exception is found, the sample test must be extended in increments of 60 pupils until no additional exceptions are found or all classroom records have been examined.
If the School’s non-Choice enrollment is less than 60 pupils, all classroom records must be reviewed to determine that the All Pupil count is properly reported.  [Required by PI 35.04 (9) (d) 6.]   Document in the working papers the specific classroom record used to verify the classroom attendance of selected pupils.
Provide an indication of this being done in referenced work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.10. Complete inquiries of the school administrator and designees to determine if there are any pupils originally included in the 3rd Friday count report that were subsequently determined ineligible.  If these pupils are included in the count per the current audited 3rd Friday in September OAS class list, ensure these pupils are determined ineligible in the Enrollment Report.  Advise the school that they should notify DPI in the future when they become aware of ineligible pupils.  Note:  The schools receive one check made out to the school for each regular quarterly payment.  The November and May payments are a net payment calculated as the total owed less any amounts paid for September or February, respectively, for students that were subsequently determined ineligible.
Retain in work paper file.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.11. Obtain a copy of the Private School Report (PI-1207) the school is required to file under statute 115.30 (3).  This report is filed online.  Reconcile the enrollment the School reported to the DPI on the Private School Report (PI-1207) with the listing of all pupils.  Please note that the enrollment on the PI-1207 is based on the enrollment on the 3rd Friday in September using the same attendance requirements as the Choice program.  The school should provide a copy of the printed report to the auditor.  If the PI-1207 does not match the All Pupil count based on the auditor procedures performed, complete the following:

1. If before December 15, 2013, the school can log back in to the Private School Report (PI-1207) using the log in information that was originally emailed to the school to make changes.  The school should provide a revised print out from the online report to the auditor showing the change.
2. If after December 15, 2013, the school must email DPI Forms Management at dpistats@dpi.wi.gov.  The change should be detailed in a letter on school letterhead.  The school should provide a copy of the email and letter requesting the change to the auditor as documentation that the change was made.  [Required by PI 35.04 (9) (d) 2.]

Retain in work paper file.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3. APPLICATION REVIEW
Determine that the School has income, if applicable, and residency documentation on file for all Choice pupils included in the 3rd Friday in September count.  The WPCP was subject to an overall program cap of 500 FTE.  Additional students are included on a DPI maintained waiting list.  The auditor will also be responsible for reviewing applicants on the DPI waiting list for eligibility.  The list of waiting list applications that must be reviewed by the auditor for each school will be provided to the auditor of record.  The auditor must ensure the residency documentation and income documentation, if applicable, is appropriate.
If a pupil is not eligible, determine all the reasons that the pupil does not qualify and complete Step 3.4.  See the “Ineligibility Reasons” tab in the September 2013 Excel Schedules document for a listing of most ineligibility reasons (other reasons may be identified by the auditor).  If a change is required to the application in OAS, note what the correct information is on Schedule 3 of the enrollment audit.
The following definitions were used to determine who is a parent, what the family size is, and what income should be included.


Parent:  Parent means a biological parent, a parent by adoption or a step-parent that resides in the same household as the student applicant.

Family Size:  A family is a group of two or more people who reside together as part of the same household and who are related by birth, marriage, or adoption.  Family size includes parents/guardians, student applicant, and other children who share at least one parent by birth, adoption or by a parent’s current marriage.

Income included:  Family income includes the federal adjusted gross income of the parents included in the family size.
The Department encourages the use of a separate file folder for each Choice pupil containing the income (if applicable) and residency documentation and any correspondence, including emails, to and from the Department regarding the pupil.  The department also encourages the school maintain a separate file with applications not accepted (for reasons other than no space) that includes a copy of the non-acceptance letter.
3.1. Determine that the name and grade level on the September OAS class list match the name and grade on the original classroom records.  If the grade level does not match, determine if the pupil is age eligible for the grade attended per the classroom records if the student is in K4, K5, or 1st grade, by reviewing the date of birth on the application.  If they were in four year-old kindergarten a student must be born on or before September 1, 2009.  For five year-old kindergarten a student must be born on or before September 1, 2008.  For first grade, a student must be born on or before September 1, 2007.  

If age eligible per the classroom records, the pupil should be included as ineligible on Schedule 2 in the grade reflected on the OAS Class List and eligible on Schedule 3 in the grade per the classroom records.  If not age eligible, the pupil should be included as ineligible on Schedule 2.

Provide an indication of this being done in referenced work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.2. Since all applicants were new to WPCP in the 2013-14 school year, all were required to prove income eligibility.  Applicants have the option of either having DOR verify income eligibility or providing information required by the DPI to determine eligibility.  If the DOR method was used, no audit procedures are required.  If the DPI income determination method was used the following procedures are required.
Complete the following if the application included income:

The income determination is based on the applicant’s adjusted gross income.  The income determination must be based on either a 1040 federal income tax form or providing the following as applicable: a) compensation reported on a W2 Wage and Tax Statement or final, December 2012 earning statement; b) income reported on a 1099 tax form; c) cash income not reported on either a W2 Wage and Tax Statement or a 1099 tax form; or d) other income not listed above.
_____
Ensure the school obtained the support identified on the parent application and that it is for 2012 income.

_____
Ensure the amount of income received per the supporting documentation matches the information in the OAS.  If it does not, determine if the total income is still less than the maximum allowed income based on all incomes identified by the parent(s)/guardian(s).  If not, the application is ineligible.  If the income is still below the maximum allowed income, the application is still eligible and the application does not need to be included in the enrollment audit report on Schedule 2 or 3.
_____
All supporting income documentation (tax returns, 1099s etc) includes the name of a parent/guardian on the application.

_____
Ensure all documentation was received between August 1st – 9th.

Complete the following if the application does not include income:
_____
Support for any assistance programs the family participated in was received by the school showing participation in 2012.
_____
All supporting income documentation (governmental support statements, etc) includes the name of a parent/guardian on the application.

_____
If no assistance programs were identified, ensure the explanation of how food, clothing and shelter were provided is sufficient.

_____
Ensure all documentation was received between August 1st – 9th.

Application for a kinship/foster care student:

_____
Support that the pupil participated in kinship/foster care.
_____
Ensure the documentation was received between August 1st – 9th.

Provide an indication of this being done in referenced work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.3. Residency Documentation:  Determine that the application includes one of the following (address must match the address on the application) with the name of at least one of the parent(s)/guardian(s) listed on it:

_____Current Lease Agreement (must be complete and legible)    
Note: Expired lease agreements are insufficient.  If a month-to-month lease is provided, it must be dated within 3 months of the date application received.
_____Current Property Tax Bill 

_____Current Utility Bill (a bill for light, water, gas, electric, cable, or landline phone)  An application should be determined ineligible if the bill is not dated within 3 months of the date application received.  Note: Cell phone bills are not an allowed document.
_____Current governmental correspondence (including an assistance provider)  An application should be determined ineligible if the government correspondence is not dated within 3 months of the date application received.
_____Current Wage Statement/W2 form

An application should be determined ineligible if the wage statement is not dated within 3 months of the date application received.
_____Alternative Residency Form (This form can only be used for the specific circumstances indicated on the form.)
_____If homeless, a letter from a shelter for the homeless or from a private or public organization providing services for homeless individuals.
All residency documentation must have a date included to ensure it is current.  Ensure all documentation received was obtained between August 1st and 9th.  Also ensure that all documentation has one of the parents/guardians names listed on the application.  The Residency Documentation Bulletin is available at http://sms.dpi.wi.gov/wpcp-statewide.  

If the address on the application does not match the supporting documentation, ensure the correct address is not in the City of Milwaukee or the Racine Unified School District.  If it is, the application is ineligible.  If the address is outside the City of Milwaukee or the Racine Unified School District, the application should be reported as ineligible on Schedule 2 and pending on Schedule 3. The correct address should be included on Schedule 3.
Provide an indication of this being done in referenced work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.4. If any exceptions are found, discuss with the school administrator.  If a correction is required to the OAS, the student must be listed as ineligible on Schedule 2 (with the applicable ineligibility reason) and pending on Schedule 3 (general changes should use a pending reason of number 5 if no other reason is applicable).  If the correction is a pupil name correction, the current name in OAS should be listed on Schedule 2 and the correct name should be listed on Schedule 3.  
If not correctable the pupil must be listed on Schedule 2 only as ineligible.  Please note, if the school does not have appropriate income or residency support, the application is not correctable since no additional documentation may be received outside the open application period in which the application is received.  
The auditor must maintain a copy of the income, if applicable, and residency documentation for any students listed on Schedule 2 or 3.  The application in the audit file should include all supporting documentation that the auditor used to make their determination.
Prepare a work paper memo documenting discussion.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


4. Obtain a representation letter from school management
The representation letter must identify management’s responsibility for the pupil count data accompanying the auditor's report, including the Pupil Count Report and related class list, as well as the assertions attested to, including:

· Management’s acknowledgment of responsibility for proper reporting of pupil counts and obtaining of complete and accurate Choice applications as required by Chapter PI 35, Wisconsin Administrative Code.
· The following management assertions in regard to the determination of Choice eligibility and reporting of pupil counts:

· The school determined a student’s income, if applicable, and residency eligibility as shown on the student’s Choice application through family income and address documents provided by the student’s parent or guardian.

· Pupils included on the School’s Third Friday in September pupil count report to the DPI were either present for instruction on that day, or had attended for instruction at least one day before and one day after the count date; and during the period of absence were not enrolled in another school or a home-based private educational program.

· All supplemental documentation provided for the application was obtained during the open enrollment period that the application was received.

· A statement that all known matters contradicting any of the assertions and any communication from the DPI or other regulatory agencies affecting the School’s Third Friday in September pupil count report and the related assertions of management have been disclosed to the audit firm.
·  A statement that all relevant records have been made available.
· A statement that any known events relevant to the proper reporting of pupil counts and eligibility for Choice state aid payments have been disclosed to the audit firm. 
· A statement that the school will retain all pupil records required for the audit for at least three years from the date of the DPI certification of the school’s 2013-14 current year Financial Information Report, unless requested to retain the records longer by the DPI or a law enforcement agency.
· A statement that the school will retain all Choice income and residency documentation and notices of nonacceptance indefinitely.
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