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Training 3-3:
Auditor Authorization Form

WISCONSIN DEPARTMENT OF

Public Instruction

Jill K. Underly, PhD, State Superintendent

Welcome to the Wisconsin Department of Public Instruction’s training module on the Private
School Choice Programs. We will refer to the Private School Choice Programs as “Choice” or
“Choice program” throughout this training. The Choice program is governed by Wis. Stat. §§
119.23 and 118.60, as well as Wis. Admin. Codes Pl 35 and 48. Provisions of this training
module are subject to statutory and rule changes.

This training module will discuss the Auditor Authorization Form.



Required Audits & Agreed-Upon Procedures
Reports

* The school must select an auditor to complete the following:
* September Enrollment Audit
* Fiscal & Internal Control Practices Report
* January Enrollment Audit

* Financial Audit
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DPI requires that the school provide agreed-upon procedure reports and an audit at different
times of the year. They are as follows:

1. September Enrollment Audit

2. Fiscal and Internal Control Practices Report
3. January Enrollment Audit

4. Financial Audit

The school must hire an independent auditor to complete these reports.

DPI has a list of auditors who currently complete Choice audits available on the Private
School Choice webpage at: https://dpi.wi.gov/parental-education-options/choice-
programs/auditor. Schools may choose an auditor from the list or may engage the services of
an interested auditor who complies with the DPI auditor requirements.




Auditor License Requirements

[} Wis.Admin Codes 5 PI 35.12 (¢) and PI 48.12 (6) specify the license
R - requirements.

. ‘ Auditing Firm: The auditing firm that is engaged by a school to complete the
audits and agreed-upon procedure reports shall be licensed as a certified
public accounting firm by the accounting examining board.

Individual Auditor: The individual auditor who signs the engagement letter

8 for the audits and agreed-upon procedure reports shall be a licensed certified
public accountant by the accounting examining board. The DPI must not have
barred the auditor.
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Selecting an auditor requires the school to verify that the firm and individual auditor on the
engagement letter are licensed by the accounting examining board. This is a requirement in
Wisconsin Administrative Codes §§ Pl 35.12 (6) and Pl 48.12 (6). Additionally, the DPI must
not have barred the auditor.
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Auditor License Look Up
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To verify the firm and the individual have the required license, the school will need to go to
the Wisconsin Department of Safety and Professional Services website at
https://app.wi.gov/licensesearch. The school will need to verify the individual auditor and the

auditing firm both have a current license.



Audit Firm License Look Up

Wisconsin Credential/License Search Asof January 15, 24
*Search By
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To determine if the auditing firm is licensed, the school will need to select:
* “Organization Name” from the Search By drop down.

* “Business” from the Category drop down.

* “Accounting Firm” from the Professions drop down.

* Insert the auditing firm name.

Once these boxes are filled in, the school will need to click on “Search”.

After the school finds the audit firm they are considering using, the school must ensure the
“License Status” is “Active.”
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Individual Auditor License Look Up

Wisconsin Credential/License Search As of January 15,2025 10:53:55 Al
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To determine if a specific auditor is a licensed certified public accountant, the school will need
to select:

* “Individual Name” from the Search By drop down.

» “Business” from the Category drop down.

» “Accountant, Certified Public” from the Professions drop down.

* Insert the first and last name of the auditor.

Once these boxes are filled in, the school will need to click on “Search”.

After the school finds the individual they are considering using, the school must ensure the
“License Status” is “Active.”

Once the school has confirmed the individual auditor and the audit firm’s licenses are current,
it can proceed with the auditor selection process.
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Auditor Selection

* Auditor Authorization Form

* In order to select or change an auditor, the school must complete the
Auditor Authorization Form.

* The form must be submitted before DPI can disclose any school or
student information to the school’s audit firm.

* Both the school and the auditor must fill out the form and sign it.

* New schools to the Choice programs must email the completed
form to DPI by August 15th,
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The Auditor Authorization Form needs to be filled out with the selected auditor.

The purpose of the form is to authorize the auditor to receive school information and gain

access to the Online Application System, or OAS, so the auditor can perform the required
audits.

Schools that are new to the Choice program should submit the form to the DPI by August
15th. A continuing school only needs to submit a new Auditor Authorization Form if it would
like to change its auditor.

The Auditor Authorization Form is on the Choice Auditor webpage
https://dpi.wi.gov/parental-education-options/choice-programs/auditor.
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Auditor Authorization Form-Section |

. SCHOOL INFORMATION

Name of School

School Street Address No PO box. Not billing/church address.

City

zIp
wi

Name of Choice Administrator

Choice Administrator Signature ==

rd

Date Signed Mo./Day/Yr.

.
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Section | of the Auditor Authorization Form needs to be filled out and signed by the Choice

Administrator.

The Choice administrator may sign the form electronically in Adobe by selecting the red flag
in the Choice Administrator Signature box and following Adobe’s instructions for completing
the signature digitally. Alternatively, the school may print the form and insert a handwritten

signature.
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Auditor Authorization Form-Section Il

Il. AUDITOR AGREEMENT

The auditor, by providing an authorized signature below, agrees to comply with all requirements of Wis. Stats. 119.23 and 118.60, and Wis. Admin.
Codes PI 35 and Pl 48 and acknowledges bheing aware that the Department of Public Instruction will rely on the auditor's work in making payments to
the school. The auditor further acknowledges a duty not to provide individual pupil information to or discuss such information with anyone except
school staff, auditing firm staff, and the Department of Public Instruction.

Name of Certified Public Accounting Firm “Auditor”

CPA Firm Credential Number | Phone Area/No.

Accounting Firm Mailing Address

City

State ZIP

Name of Individual at Firm Authorized to Accept Engagement

CPA Credential Number

E-mail Address of Authorized Individual

Signature of Individual Authorized
to Accept Engagement

=

Date Signed Mo./Day/Yr.
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Section Il of the form needs to be filled out by the auditor accepting the engagement.

If the school/auditor has chosen to use the Adobe signature feature, the auditor may sign the
form electronically in Adobe by selecting the red flag in the Signature of Individual
Authorized to Accept Engagement box and following Adobe’s instructions for completing the
signature digitally. Alternatively, the school may print the form and insert a handwritten

signature.
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Auditor Authorization Form-Section Il

lll. SCHOOL INFORMATION RELEASE AUTHORIZATION

WE HEREBY CONFIRM that the above identified Certified Public Accounting Firm has been engaged to provide reports to the Wisconsin Department
of Public Instruction as required by Wis. Stats. 119.23 and 118.60, and Wis. Admin. Codes Pl 35 and Pl 48. The Wisconsin Department of Public
Instruction is hereby authorized to release information regarding the school and its pupils directly to the above named auditor. The management of
the operating organization, if applicable, and the school recognize that no Choice Program payments can be made to the school if the auditor is not
eligible to practice public accounting in the State of Wisconsin at the time of report issuance, and that failure to provide required reports may result in
termination from the Choice Program.

The authorization must be completed by the head of the governing board or the owner of the school. If the school is a not-for-profit organization, the
head of the governing board must complete the authorization below.

Indicate who will complete the authorization below. D Head of Governing Board DOwner of School

Name of Authorizing Individual Phone Area/No.

Signature of Authorizing Individual = Date Signed Mo./Day/Yr.
»
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Section Il of the form needs to be filled out by the owner or head of the school’s governing
board. Make sure the title of the authorized individual is identified in Section Il by checking
the appropriate box for Head of the Governing Board for a nonprofit school or Owner if the
school is a for profit. The school entering into a governing body agreement (ie combined
school agreement) does not impact who signs the form as the head of the governing board.
The form must be signed the head of the governing board for the school, not the individual
identified in the combined school agreement from a different school.

If the school/auditor has chosen to use the Adobe signature feature, this individual may sign
the form electronically in Adobe by selecting the red flag in the Signature of Authorizing
Individual box and following Adobe’s instructions for completing the signature digitally.
Alternatively, the school may print the form and insert a handwritten signature.
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Submission of the Form

* Once the form is fully completed and signed in all three sections,

the form must be emailed to dpichoiceauditreports@dpi.wi.gov.

As areminder, the form needs to be signed by the Choice administrator and auditor, as well as
the head of the school’s governing board or owner. Once the form has all the required
signatures, the school must email the form to the DPI at dpichoiceauditreports@dpi.wi.gov.
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Independence Requirements

* No compilation or review services may be provided by the
school’s auditor unless the school makes available a trial balance,
based on the school’s general ledger established as part of the
financial accounting system, for the compilation or review

services.

When selecting an auditor, it is important that schools keep in mind independence
requirements. Wisconsin law requires that auditors of Choice/SNSP schools be independent
of the schools they are auditing.

For compilation and review services, the school is required to provide the trial balance if the
auditor is creating the financial statements. This is required for all schools participating in the
Choice program and SNSP. Compilation services include services such as when the auditor
compiles the financial statements for the financial audit.
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Independence Requirements (cont)

» Auditors must comply with all American Institute of Certified Public
Accountants (AICPA) independence standards.

« An auditor that performs the audit, compilation, or review services
may not post or prepare for posting typical reoccurring financial
transactions to the school’s general ledger except as permitted by the
AICPA independence standards:

« If subcontracting Choice/SNSP work to another CPA for a school, that
individual/firm must remain independent in relation to that school.

In order to be independent, auditors must comply with all AICPA independence standards.

The selected auditor may not provide general accounting services to the school they will be
auditing, except as permitted by AICPA independence standards. General accounting
services would include posting, or preparing for posting, typical recurring financial
transactions to the school’s general ledger.

If work for a school is subcontracted to another CPA, that individual or firm must remain
independent in relation to the school as well.
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Independence Requirements (cont)

* If the school posts adjusting, correcting, and closing journal
entries proposed by the auditor to the private school’s general
ledger the following are required:

* Written approval of the private school’s management, and

* The auditor’s working papers must document evidence of

management approval for all such entries.

The school must have written approval from the school’s management to post transactions
suggested by the auditor.

If there are several adjusting entries, the school can provide written approval for them all
together instead of individually. The auditor must keep the documentation of the approvals in
their workpapers.
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Independence Requirements (cont)

* If the auditor assists in the preparation of the budget, they must
meet the following requirements:
* Identify assistance was provided as required by the department, and

« Comply with Wisconsin Administrative Code § Accy 1.201 (1) (e).

. B—

If the auditor prepares the DPI Budget and Cash Flow Report that is submitted to the DPI, the
auditor must indicate their name in Section Il on the cover page of the budget. The auditor
must be listed in this section if they assist with any part of the budget preparation. If the
auditor assists with the budget, the auditor must also comply with Wisconsin Administrative
Code § Accy 1.201 (1) (e), which requires the auditor to meet certain requirements since

forecasts are used in the budget.
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Written Engagement Letter

The school must have a written engagement letter with the auditor that includes all
of the following:

» A statement that the auditor will comply with generally accepted auditing standards
(GAAS) and the requirements in Wisconsin administrative rule.

» A statement that the auditor will comply with generally accepted governmental
auditing standards (GAGAS), if governmental agencies providing funds to the school
requireit.

* The responsibilities of the school and the auditor in meeting the requirementsin
Wisconsin administrative rule.

The school will be required to sign an engagement letter with the auditor identifying the audit
and agreed upon procedures the auditor will complete for the school. The engagement letter
must include statements that the auditor will comply with generally accepted auditing
standards, requirements in the Wisconsin Administrative rule, and generally accepted
governmental auditing standards, if applicable. The engagement letter must also identify the
responsibilities of the school and auditor in meeting the requirements in Wisconsin
administrative rule.
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Written Engagement Letter (cont)

The school must have a written engagement letter with the auditor that includes all
of the following (cont):

* The services the auditor provides to the school that are in addition to those audit
and attestation services required in Wisconsin administrative rule.

* The auditor’s acknowledgement that the DPI will rely on the auditor’s work to fulfill
the DPI’s responsibilities in Wisconsin statutes and administrative rule.

* The auditor’s compensation for the services the auditor provides to the school.

The written engagement letter must include identification of any additional services the
auditor is providing to the school beyond what is required by Wisconsin administrative rule.
An example would be an auditor assisting with the preparation of the budget, as we discussed
earlier.

The written engagement letter must also include an acknowledgement by the auditor that
DPI will rely on the auditor’s work. The DPI has oversight responsibilities and may make
inquires of the auditors and schools regarding the submitted reports. Finally, the written
engagement letter must include the auditor’s compensation for the services provided to the
school.
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School Responsibility

* The school is responsible for all reporting and audit requirements.

« An auditor’s failure to completely or properly perform the
responsibilities in Wisconsin statutes and administrative rule is
not a defense a school can use against any determination the DPI

makes.

As the entity participating in the Choice Program, the school is ultimately responsible for all
reporting and audit requirements. An auditor’s failure to completely or properly perform the
requirements in Wisconsin statute or rule is not a defense for any determination the DPI
makes regarding the school. Therefore it isimportant when engaging an auditor, that the
school ensures the auditor understands the Choice requirements, is able to complete the
required procedures, and is able to meet the required deadlines.
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Questions

Website: https://dpi.wi.gov/parental-education-options/choice-

programs/auditor

Email: dpichoiceauditreports@dpi.wi.gov

Phone: 1-888-245-2732 ext. 3
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If you have any questions about the information discussed in this training, please see the
Private School Choice Programs Auditor Homepage, which is linked on this slide.

Choice schools may also contact the Choice auditors at the email on the slide or call the toll-
free number at 1-888-245-2732, extension 3 with questions.
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