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Milwaukee Parental Choice Program (MPCP)

September and November Pupil Enrollment Payment Eligibility Procedures

Annually, by December 15, a school participating in the Milwaukee Parental Choice Program (MPCP) must provide an auditor’s report on the school’s Third Friday in September Enrollment.  The Third Friday in September Enrollment accepted by the Department of Public Instruction are the pupils for whom the school received a November MPCP state aid payment.  The auditor’s report must identify ineligible pupils for whom the School received payment, the amount of payment received for each pupil and additional eligible pupils qualifying for a payment [Required by PI 35.04 (9) (a)]
The enrollment audit report is to be provided using the Excel file “September 2009 Enrollment Audit Report” available at the MPCP internet site:

http://www.dpi.wi.gov/sms/finrpt.html
The report is not to be issued until the November payment has been received by the School, as the accepted Third Friday in September enrollment determines the September and November payment eligibility for pupils.

School management is responsible for the proper reporting of enrollments. It is the auditor's responsibility to express an opinion that the pupil counts accompanying the auditor’s attestation are fairly presented, in all material respects, in conformity with the requirements of PI 35.
Auditors must examine income and residency documentation required by the “Income and Residency Documentation Sampling Plan.” Schools with a MPCP enrollment of 125 pupils or less are required to have income and residency documentation for all pupils examined.
A written audit program identifying the steps and procedures for conducting the audit is required. The written program must include all procedures required by PI 35.  Additional procedures considered necessary may be performed.  Any additional procedures must be documented in the audit program.  If a procedure in this Guide is not considered necessary, the Department is to be consulted and a work paper memo prepared as to why the procedure was considered not necessary. [Required by PI 35.04 (9) (c)].
1. Understanding the school’s pupil count reporting environment
1.1. Obtain an understanding of the MPCP on-line application system by watching the following webcast training on (1)“Student Applications,” (2) “Pupil Count Report” and (3)“Third Friday in September” available under “On-line Application System Information” at the MPCP internet site:

http://www.dpi.wi.gov/sms/forms.html
Provide an indication of this being done in a work paper memo.
Retain in work paper file.
All schools must file applications and count reports through the MPCP internet application program.  These web casts, each about ten minutes in length, provide information on the reporting system requirements and capabilities.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.2. Review the current year Department guidance on completing and accepting MPCP applications available at the MPCP internet site:
(1) Student Application Informational Bulletin 01-01 
http://www.dpi.wi.gov/sms/mpinfbul.html
(2) Income Documentation


http://www.dpi.wi.gov/sms/forms.html
(3) Residency Documentation Informational Bulletin 04-01

http://www.dpi.wi.gov/sms/mpinfbul.html
(4) Student Application Checklist


http://www.dpi.wi.gov/sms/forms.html
(5) Current Student Application


http://www.dpi.wi.gov/forms/pdf/podmps-pcp-3a.pdf
Provide an indication of this being done in a work paper memo along with a copy of the documents.
Retain in work paper file.
These guidance documents provide requirements for proper completion and acceptance of a MPCP application.  School staff should complete the Application Checklist for every application and retain in each accepted pupil’s application file along with the original application, income and residency documentation.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.3. Obtain a signed copy of the 3rd Friday in September Pupil Count Report certification page and the corresponding MPCP class list from the online application system.
Retain in work paper file.

Request the school to provide a signed count report and related class list from the internet application program at the start of the field work so that the latest information is provided.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.4. Obtain a copy of the School’s calendar showing that instruction was scheduled for the count date for all classes and pupils.
Retain in work paper file.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.5. Prepare a work paper documenting the names of classroom teachers, and their responsibilities for attendance and grade recording.

Retain in work paper file.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.6. Obtain access to classroom grade books or other records maintained by teachers identifying daily attendance or absences, grades or other indications of instruction such as progress reports.
Obtain either a copy of all records or an example of a typical record.
Retain in work paper file.
Classroom records are teacher recorded test scores, teacher originated grade and progress reports, and permanent files for individual pupils containing such data, not attendance summaries maintained by a central office or on an attendance data base. 
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.
PI 35 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 MPCP payment.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.7. Obtain a copy of the filed Continuing Eligibility Report (PI-MPS-PCP-6) wherein the School has identified the standard that it has agreed to meet for continued MPCP participation.
Retain in work paper file.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.8. Prepare a work paper memo documenting the process and the names of staff involved in preparing the school’s official or central office records.

Retain in work paper file.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.9. Obtain access to the School’s “Official Attendance” records.  Prepare a work paper memo documenting the process and the names of staff involved in preparing the school’s official attendance records.
Obtain either a copy of all records or an example of a typical record in work papers.
Retain in work paper file.

If the School uses average attendance rate as the School’s standard for continued participation in the MPCP, “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 (PI-MPS-PCP-6) to the DPI
If the school is not using the average attendance rate as its continued participation standard, then the official attendance record 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).
Statute 118.16 (3) requires all private Schools to keep a record containing the information required under statute 115.30 (2) and make it open to inspection by the Milwaukee School District attendance officers at all reasonable times.  Among other things, statute 115.30 (2) requires the School to keep a record of the number of days each pupil was present during each month.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.10. Obtain access to requests for all pupil records and transcripts from other schools.
Prepare a work paper memo documenting whether or not the school received such requests and availability for review.
Retain in work paper file.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.11. Obtain a listing of all pupils in attendance at the school on the count date or one day before and after by grade level.  Have the school identify MPCP pupils on the listing. [Required by PI 35.04 (9) (b)].
Retain in 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.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.12. Obtain a listing of pupil tuition billings and waived tuition amounts.
Retain in work paper file.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.13. Determine if a child care center is operated 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 MPCP classes are being held. 
· A listing of childcare clients identifying those who are also MPCP pupils and:

· the days, hours, classroom location and teacher of the MPCP pupils
· the day, hours, location and individual responsible when the MPCP pupils are childcare clients
Child care activities cannot be occurring in classrooms at the same time that K-12 instructional activities are occurring.
Retain in work paper file.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.14. Inquire if the school is a MPS “Partnership” or “Contract” school. If so, obtain a listing by grade of MPS partnership or contract pupils enrolled on the count date.  If the school is not a partnership or contract school, prepare a working paper memo to that effect.
Retain in work paper file.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.15. If the school is reporting pupils in a 4 year-old kindergarten (4K) program with outreach activities (a “.6 FTE” program), obtain a listing of scheduled outreach activities, dates and time and a copy of the teacher’s original log of such activities.  Review the current year Department guidance on outreach activities contained the “Outreach Activities Informational Bulletin 02-03” available at the MPCP internet site http://www.dpi.wi.gov/sms/mpinfbul.html
Prepare a work paper memo whether or not the school is offering a 4K program with outreach activities and, if so, a review of the informational bulletin was made along with a copy of the bulletin.
Retain in work paper file.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.16. Obtain a copy of the Private School Report (PI-1207) the school is require to file under statute 115.30 (3).
Retain in work paper file.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.17. Prepare a memo identifying the school’s process for accepting and reviewing applications, names of staff involved, and how original applications are filed and safeguarded.

Retain in work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.18. Obtain access to original MPCP applications for pupils the School has included on the class list provided with the Third September Friday Pupil Count Report.

An original application is the application the school has accepted as being eligible for MPCP state aid payment.  It must contain original manual signatures of the parent and the school administrator or designee.  All signatures must be handwritten in ink.
Document in a work paper memo school staff contacted for access and contact dates.

Retain in work paper file.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.19. Obtain access to income and residency documentation used by the school to determine income and residency eligibility for applications submitted to the DPI.
Prepare a memo identifying the methods the school used to notify parents and guardians of the need to provide income and residency documentation, the process used to follow-up on inadequate documentation, and how income documentation is filed and safeguarded.

Retain in work paper file.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.20. Inquire of the school regarding contested application or pupil eligibility issues with parents or the DPI.

Prepare a work paper memo identifying pupils, the related issues, and status.

Retain in work paper file.
	 Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.21. Obtain copies of the check listings that accompanied the September and November payments received by the School.  If the on-site audit procedures are completed prior to the November payment, request the School provide a copy of the November payment listing accompanying the MPCP checks when received from the DPI.
Retain in work paper file.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.22. Obtain a copy of the transmittal forms or letters for any checks, including November payments returned by the school.  If the on-site field work is being done before the November payment has been made to the School, make arrangements for the School to provide a copy of the November payment and additional returned check listings.
Retain in work paper file.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.23. Compare the school’s November per pupil payment to the September per pupil payment.  If the November per pupil payment is greater than the September payment, the school has claimed a MPCP summer school FTE.

Reference:

· Procedure 1.21 – Amount for individual September versus November payment.
Retain in work paper file.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.24. Perform the following if the school is claiming MPCP summer school FTE:
· Obtain a copy of scheduled summer school instruction dates, classes and teaching staff for the summer of 2009.
· Obtain a copy of the school’s filed Summer School Program Report (MPSC-1804).
· Obtain access to all summer school attendance records, summer school class schedules, and other documents used by the School to gather data necessary to complete the MPSC-1804.  Obtain copies of typical examples.
· Obtain and review the Summer School Informational Bulletin 03-01.  Prepare a work paper memo that the summer school bulletin was reviewed.
The summer school informational bulletin is available at: http://www.dpi.wi.gov/sms/mpinfbul.html
A listing of schools claiming summer school FTE for payment in November of 2009 is available under “2009-10 Forms and Audit Information” on the MPCP “Financial Reports” internet site: http://www.dpi.wi.gov/sms/finrpt.html.
Retain work paper file.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.25. If available, obtain a copy of the Excel file used to produce the Summer School Program Report (form MPSC-1804) and the supporting student name and class listing.

The Summer School Program Report is an Excel report.  A copy of the file the school used for reporting its summer school FTE to the DPI should be obtained.  This file should be used for work paper development and to provide the required copy of the Summer School Report and supporting summer school class list 
Retain a copy of the Excel file in work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.26. Prepare a work paper memo identifying the process and staff involved in recording summer school attendance.

Retain in work paper file.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.27. Document in a work paper file memo how the School:

· Compiled the “All Pupils” and “MPCP Pupils” count date enrollment from daily attendance records.  If a pupil was not in attendance on the count date, ascertain how the School determined that the pupil should or should not be included in the count.
· Determined that a pupil should be listed on submitted count report as a MPCP pupil.

· Determined if a pupil not in attendance for instruction on the count date should or should not be included in the count.

Related Procedures
· Procedure 1.3 - Third Friday in September Pupil Count Report with corresponding MPCP class list from online application system.

· Procedure 1.4 – Copy of School’s calendar showing instruction scheduled on count date.

· Procedure 1.5 – Names of classroom teachers and attendance recording responsibilities.

· Procedure 1.6 – Classroom attendance and instruction records.

· Procedure 1.8 – Central office process and staff involved in preparation of official attendance records.

· Procedure 1.9 – Official attendance records.

· Procedure 1.10 – Pupil record and transcript requests

· Procedure 1.11 – Count date pupil attendance listings

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.28. Prepare a work paper memo assessing the following fraud risk factors for the MPCP payment eligibility:
· Engagement Risk - Program eligibility determinations being made by individuals on behalf of an organization that they may have an ownership or other vested interest in.

· Program Eligibility Issues - Contentiousness with parents or the DPI on specific count eligibility issues.

· Auditing Difficulties - Lacking or incomplete applications, income and residency determinations, classroom records and other records needed for audit.

· Susceptibility to Fraud - The susceptibility of the count to fraud, given that eligibility documents are not provided to the department and that state aid payments may be deposited without parent endorsement.
· Personnel - The lack of competence and experience of personnel assigned to accept and approve applications, use the MPCP internet application system, high staff turnover or lack of understanding of application and count requirements.

· Need for Judgment - How issues are addressed and resolved, and judgment required of school administrators and designees in accepting income and residency documentation.
· Nature of Applicants - The number of applications and complexity associated with applications received by the school regarding parent/guardian situations, household make-up and income, continuing or new applications, identification of siblings in program, the ability of applicants to provide tax returns for income documentation and current utility bills for residency documentation, school location near City of Milwaukee boundaries.
In the assessment, consider the following conditions, identified in professional literature as being generally present when fraud occurs:

· Incentive/Pressure - Management or other employees have a reason to commit fraud.
This would include the reliance of the school on MPCP pupil payments compared to tuition paying pupils, and the ability of the school’s operating organization to provide resources.
· Opportunity - Circumstances, such as ineffective controls, the absence of controls, or the ability to override controls, enable management or other employees to commit fraud.

· Attitude/Rationalization - Management or other employees are able to justify the acceptance of committing fraud.
This would include claiming payment eligibility for pupils lacking required income and residency documentation because the school is providing an educational program for the pupils.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2. Determine that pupils reported on Third Friday 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 Enrollment Audit Report Schedule 2 “Ineligible MPCP Pupils 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 MPCP, tuition payment pupils, or pupils attending the school without payment.
Pupils that meet attendance criteria but are not eligible due to a MPCP application or income documentation issue are to be included the Schedule 1 “All Pupils - Per Examination” section, but not in Schedule 1’s “MPCP Pupils - Per Examination” section.
2.1. Verify reported enrollment totals against classroom records. [Required by PI 35.04 (9) (d) 1.]

Related Procedures:

· Procedure 1.3 - Third Friday in September Count Report certification page and accompanying class list.

· Procedure 1.6 – Classroom records maintained by teachers identifying attendance and instruction activities.
· Procedure 1.11 – Listing of pupils in attendance on count date.
Provide an indication of this procedure being completed in a work paper.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.2. Reconcile the enrollment the School reported to the DPI on the Private School Report (PI-1207) with the listing of all pupils.  If necessary, the school is to amend the filed Private School Report (PI-1207).  If an amended PI-1207 report is necessary, attach a copy of the amended report to the enrollment audit report.  [Required by PI 35.04 (9) (d) 2]
Related Procedures:

· Procedure 1.11 – Listing of pupils in attendance on count date.
· Procedure 1.16 – Private School Report (PI-1207)
Provide an indication of this procedure being completed on a referenced work paper.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.3. Verify enrollments for all MPCP pupils reported on the 3rd Friday in September Pupil Count Report against the School’s official attendance records. [Required by PI 35.04 (9) (d) 3].
Related Procedures:

· Procedure 1.3 - Third Friday in September Count Report certification page and accompanying class list.

·  Procedure 1.9 – Official attendance records.

Provide an indication of this procedure being completed for each MPCP pupil in a referenced work paper.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.4. Verify all pupils identified as MPCP pupils included on the School’s official enrollment records against classroom records and determine that they meet 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 one day during the school term prior to the count date and at least one day after the count date, and was not 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.
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.
Related Procedures:

· Procedure 1.4 – School calendar showing instruction scheduled on count date.
· Procedure 1.6 – Classroom records maintained by teachers identifying attendance and instruction activities.

· Procedure 1.9 – Official attendance records.

· Procedure 1.10 – Pupil record and transcript requests received from other schools.
· Procedure 1.11 – Listing of MPCP pupils in attendance on count date.

Document in the work papers the specific classroom record used to verify the classroom attendance for instruction of each MPCP 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 MPCP 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 
	


2.5. If the School is reporting pupils enrolled in a 4-year old kindergarten program with outreach activities, determine that the School has scheduled 87.5 hours of permitted outreach activities for the 2009-10 school year, with a log of activities actually being maintained by the classroom teacher for scheduled activities that have occurred prior to audit date [Required by PI 35.04 (9) (d) 7].
Related Procedures:

· Procedure 1.15 – Scheduled outreach activities

· Procedure 1.15 – Teacher log of occurred activities

· Procedure 1.15, Outreach Activities Informational Bulletin 02-03
Examples of acceptable outreach activities are identified in the Outreach Activities Bulletin 02-03. These activities, totaling 87.5 hours for parents, legal guardians, or primary care givers of K-4 pupils must be addition to the required minimum 437 hours of direct pupil instruction.  Fund raising is not an allowable activity.  Any parent-teacher conferencing must be above and beyond the days provided for other elementary grade levels.

Document in a work paper an indication that outreach activities that are scheduled or have occurred are K-4 specific activities complying with the requirements of MPCP Informational Bulletin 02-03.  If the school does not have an outreach program, prepare a work paper memo stating so.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.6. If a child care center is operated in the school facility:

· Determine that child care staffing and space are separate from school instructional classrooms when instruction taking place.
· Match child care client names against MPCP pupils for whom a payment was made.
Related Procedures:

· Procedure 1.13 – Listing of child care clients, locations and staffing schedules
· Procedure 1.21 – November MPCP payment listing
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 as a “MPS Contract School,” match contract pupil names against MPCP pupils on the September and November payment listings and determine that a MPCP payment was not made for MPS contract pupils.
Related Procedures:
· Procedure 1.14 – Listing of MPS partnership or contract pupils
· Procedure 1.21 – September and November MPCP payment listings

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

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.8. Reconcile tuition revenues and tuition waivers against the listing of pupils identified as not participating in the MPCP. Determine that all tuition and tuition waive pupils are included in the pupil listing. [Required by PI 35.04 (9) (d) 8.]
· Procedure 1.11 – Count date pupil attendance listings

· Procedure 1.12 – Tuition and waived tuition billings

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 MPCP from classroom records and determine that the selected pupils were included in the reported membership.  (Tracing from classroom records TO pupil listing.)  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-MPCP 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.
Related Procedures:
· Procedure 1.3 - Third Friday in September Count Report certification page and accompanying class list.

· Procedure 1.6 – Classroom records maintained by teachers identifying attendance and instruction activities.

· Procedure 1.11 – Count date “All Pupils” attendance listings

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

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.10. Compare the September MPCP pupil payment listing against the November payment listing.  Determine that the school returned September checks for pupils not listed on the November payment listing.

· Procedure 1.21 – September and November MPCP payment listings

· Procedure 1.22 – Returned check transmittal forms and letters.

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

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3. Determine that the School has original, proper applications on file for all pupils identified as eligible for a MPCP payment and the extent that to which the school does not meet income and residency documentation requirements for MPCP pupils.
An original application is one that contains original signatures of the parent and also the administrator or designee.  Incomplete original applications are ineligible for payments. During training sessions, schools are told that they must have a complete and signed application on file obtained during the open enrollment period that matches the electronic version submitted to DPI.
An incomplete application is one that:
`
· Is not signed or dated by parents

· Is not signed or dated by school administrator or designee

· Has any item (1, 2, 3a/b) in the student eligibility section not completed or properly corrected
· Where the parent/guardian signature does not match the parent/guardian name
Any pupil for whom an application contains a correction not properly made must be also identified as an ineligible pupil and disclosed as such in the auditor’s report.
Before the DPI will consider payment eligibility for an incomplete or improperly corrected application, the school must provide a copy of the properly corrected application received during an open enrollment period acceptable to the DPI with the enrollment audit report.
3.1. Request current year MPCP application files from school.  Determine that they contain the following:
· Application check list.

· Original application accepted by school as eligible for a MPCP state aid payment.  To be considered an original application, it must:

· Contain the original parent, administrator or administrator designee signatures handwritten in ink with date signed.
· If the application contains filled in information from the on-line application system, all dates must be on or after the date printed on the form.
· Must contain any corrections as required by the Department

· Income documentation

· Residency documentation.

The Department encourages the use of a separate file folder for each MPCP pupil containing the original application, income and residency documentation, the application checklist, copies of return checks for the pupil, and any correspondence, including emails, to and from the Department regarding the pupil.

Related Procedures:
· Procedure 1.2 – Department guidance on completing and accepting applications 
· Procedure 1.18 – Original applications
· Procedure 1.19 – Income and residency documentation

Prepare a work paper notation that this was done.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.2. Determine that the name and grade level on the application match the name and grade on classroom records.

Related Procedures:
· Procedure 1.11 – Count date pupil attendance listings

· Procedure 1.18 – Original applications
Provide an indication of this being done in referenced work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.3. Determine that the application was signed by the school administrator of record or authorized designee during a school’s open enrollment period.
Applications can only be accepted in an open enrollment period that the school has identified in its intent to participate in the MPCP.  The first open enrollment period for the September count occurs in February, and the last open enrollment for the September count occurs in September.  The months that a school has an open enrollment period may vary by school.  Open enrollment periods end on the 20th of the month, except for September which has an ending date of the 14th of the month, and the period December 1 through January 7.
A listing of school administrators and designees authorized to sign applications on behalf of the school is provided in the” Enrollment Audit Guide References.”
If an application has been signed as accepted by someone other than an individual on the listing, contact the Department as to whether or not the person signing the application is an acceptable designee.
Tricia.Collins@dpi.wi.gov or

Molly.Koranda@dpi.wi.gov
Related Procedures:
· Procedure 1.2 – Department application guidance

· Procedure 1.2 – Student application checklist

· Procedure 1.18 – Original applications
Provide a work paper indication of this being done.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.4. Determine that any corrections are made as follows [Required by PI 35.04 (9) (d) 4]:
· Identified with a “strike through line” with indelible ink and not with the use of correction fluid, i.e. “white out.” 
· All changes initialed by the school administrator (not designee) with appropriate written documentation for the change.
· Initialed by both the parent/guardian and the administrator if there is:

· Any change to question 3 on the application (regarding income eligibility), or

· to the parent’s/guardian’s name and signature, or

· to the date signed by the parent/guardian

Related Procedures:
· Procedure 1.2 – Department application guidance

· Procedure 1.2 – Student application checklist

· Procedure 1.18 – Original applications
Provide an indication of this being done in referenced work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.5. Note in working papers applications that do not appear to have original signatures of the parent or guardian, administrator or administrator designee.  Consider alternative procedures to determine the existence of the pupil and provide an appropriately low attestation risk given the potential fraud risk inherent in the MPCP program and the high level of assurance required by the Department of Public Instruction.

Related Procedures:

· Procedure 1.27 – Fraud risk factors
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.6. If the application being reviewed is included in the income documentation examination sample, that the documented household size matches the application and that household income is at or below that shown on the pupil’s application.  Instances of improper or incomplete income documentation, including required supplemental documentation will result in the pupil being ineligible for September - November payments. 

Related Procedures:

· Procedure 1.2 – Department income documentation guidance

· Procedure 1.18 – Original applications

· Procedure 1.19 – Income and residency documentation

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

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.7. Determine that the address shown on the MPCP application matches the residency documentation and is a City of Milwaukee Zip code. If there are municipalities other than the City of Milwaukee contained in the Zip code, determine that only Milwaukee is shown as the municipality of residence in examined income or residency documentation.

City of Milwaukee ZIP codes are identified in the “Enrollment Audit Guide References”.
Related Procedures:

· Procedure 1.2 – Department residency documentation guidance

· Procedure 1.18 – Original applications

· Procedure 1.19 – Income and residency documentation

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

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.8. If any exceptions are found, discuss with school administrator.

Prepare a work paper memo documenting discussion.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


4. Determine that Summer School FTE is Correctly Claimed
4.1. If the school is claiming summer school FTE, determine the following by reference to data entered on the MPSC-1804 and to supporting documents: 
· That course title and the length of periods in minutes that each class is offered is supported by the School’s Summer School class schedule that shows starting and ending dates for the class.
· That school payroll records show that teachers were paid for the summer school classes. 

· That the maximum number of days any pupil is shown as enrolled in a class does not exceed the number of days the class is offered per the School’s Summer School class schedule.
· That for a test sample of pupils, the number of days of enrollment in a class agrees with class attendance records.

“Number of days of enrollment” for summer school purposes means the sum of the first day of attendance, last day of attendance and the days in between the pupil either was in attendance or had an excused absence but was still in the program. 
Related Procedures:

· Procedure 1.23 – Determination that summer school payment received.
· Procedure 1.24 – Summer school documentation

· Procedure 1.25 – Summer school Excel file

If there are any variances found, discuss these with School officials, and recalculate the amount due to the School using the Excel MPSC-1804 file.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


5. 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 MPCP applications as required by Chapter PI 35, Wisconsin Administrative Code.
· The following management assertions in regard to the determination of MPCP eligibility and reporting of pupil counts:

· The school determined a student’s income and residency eligibility as shown on the student’s MPCP application through household income and address documents provided by the student’s parent or guardian.

· All applications submitted to the DPI were signed by the student’s parent or guardian and the school administrator or administrator designee, and were provided to the DPI as the statutorily required proof of enrollment required for a MPCP payment on behalf of the student.

· All corrections to applications were made without the use of correction fluid and as required by the DPI.

· 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 any one day before and any day after the count date; and during the period of absence were not enrolled in another school or a home-based private educational program.

· 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 auditor 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 MPCP state aid payments have been disclosed to the audit firm. 
· A statement acknowledging management’s responsibility to provide corrected applications to accompany the enrollment audit as identified in Schedule 3 “Pending Pupil Application Issues,” and that management is aware that failure to do so will exclude such applications from being considered for any adjustment payment.
· A statement that school 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 2009-10 current year Financial Information Report, unless requested to retain the records longer by the DPI or a law enforcement agency.
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