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	Tony Evers, PhD, State Superintendent
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July 7, 2008
Dear MPCP Administrator: 

I am writing to remind you of the upcoming Milwaukee Parental Choice Program (MPCP) deadline for student applications.  All student applications accepted during your school’s open application periods during February through July must be submitting to the department using the online application system (OAS) by August 1, 2008.   Many schools have already started entering student applications in the OAS.  Below are a few helpful reminders for you as you process student applications using the OAS.

Income Documentation:  Schools must have the proper income documentation on file at the school for each student by the end of the open application period in which the student applied.  This documentation will be reviewed by your auditor as part of the audit process.  For information regarding the income documentation requirements please see the following forms:  http://dpi.wi.gov/sms/doc/mpcincomdoc.doc and http://dpi.wi.gov/sms/doc/mpcsupincm.doc   
Residency Verification:  Schools must have proof of residency in the city of Milwaukee on file at the school for each student by the end of the open application period in which the student applied.  The department recommends you check each student’s address to verify residency using the following city of Milwaukee website http://itmdapps.ci.mil.wi.us/MyMHome/SearchDB2_prod.jsp . There is a link to this website on the OAS left navigation bar.  Schools can print the residency information from this website and keep it in each student’s file.
Data Entry:  When entering the information from the student application into the OAS, the data typed in must match the information on the student application.  Do not skip or change information from the student application as you type the information into OAS.  Changing the information may result in an application being determined ineligible.  If you encounter an error message, please follow the directions to resolve the error.
--Continued on next page—

Error Messages:  Do not ignore the error messages that show up when you are entering the information into the OAS from the student application.  All errors must be resolved prior to the submission of a student application.  In many cases, that means you will need to contact Loretta Langlois (Loretta.Langlois@dpi.wi.gov or 608-264-9544) to determine if and how the error can be corrected.  Failure to fix errors may result in an application being determined ineligible.
Corrections:  Make sure all corrections are made with a “strike-through line” and initialed.  The school administrator or designee must initial all changes made to the application and must have written documentation to support the change.  In addition, both the administrator (or the designee) and the parent/guardian must initial any change made to question 3a or 3b (regarding income eligibility for the MPCP), the parent’s/guardian’s name and signature, and the date the parent/guardian signed the application.  Any applications corrected with “white-out” will be ineligible for payment.  

Please contact Loretta Langlois (Loretta.Langlois@dpi.wi.gov or 608-264-9544) if you are having any trouble accessing the system or entering applications. Your school’s class list, arranged alphabetically by last name and separated by grade level, must be submitted to the department using the OAS by September 1, 2008.  In addition, if your school is participating in the August open application period, applications accepted during this time must be submitted using the OAS by September 1, 2008.

Sincerely, 
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Tricia Collins, Administrator
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