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School Finance Auditors
August 2025

The handouts are available at: 
https://dpi.wi.gov/parental-education-options/choice-programs/auditor-trainings

If you are completing this training to receive credit for completing the OAS Access Training, 
enter your name in the chat.

Auditor In Depth Training:
Enrollment Audit Training
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• All participants 

have been muted.

• If you need 

technical 

assistance, use the 

chat by pressing 

the speech bubble 

icon and typing in 

your question.

Technical Assistance

1
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• Overview

• Understanding the Environment & Attendance Requirements

• Choice Enrollment Audit Schedules

• All Pupil Count Procedures

• Waiting List Students

• Summer School

• Enrollment Audit Report Finalization

• Choice Application Requirements (separate slide deck)

• Choice Application Activity (separate slide deck)

Agenda
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• PSCP is based on Wis. Stats. 118.60 and 119.23 and Wis. Admin. Codes PI 35 and 

48.

• SNSP is based on Wis. Stat. 115.7915 and Wis. Admin. Code PI 49.

• This presentation is based on current law and is subject to change based on statute 

or rule changes.  This presentation provides information on certain requirements 

but is not a complete presentation of all requirements.  Additional information on 

the requirements is available on the SNSP website and Choice website.

• If there are changes to statute or rule, the department will provide guidance as soon 

as we are able.

Law & Statute

3
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• If you are completing this training to receive credit for completing the OAS Access 

Training, enter your name in the chat if you haven’t already. 

• In order to gain access to OAS, the auditor must:

• Complete the OAS Auditor Access form available at:  https://dpi.wi.gov/parental-

education-options/choice-programs/auditor.

• Complete the OAS Auditor Access training-Completion of this training will meet the 

requirement if you have notified us in advance that you intend to use this training to meet 

the requirement AND you answer at least 75% of the questions/required responses.  

Responses submitted after the answer is shown will not be sufficient to meet the 

requirement.

OAS Auditor Access Training Requirement

6

Overview

5
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MPCP
• Milwaukee Parental Choice Program
• Students residing in the City of Milwaukee

RPCP
• Racine Parental Choice Program
• Students residing in the Racine Unified School District

WPCP

• Wisconsin Parental Choice Program
• Students residing in Wisconsin outside the City of 

Milwaukee and the Racine Unified School District

Private School Choice Programs (PSCP or Choice)

8

• The Special Needs Scholarship Program (SNSP) allows a student with a 

disability, who meets certain eligibility requirements, to receive a 

state-funded scholarship to attend a participating private school.  

SNSP

7
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Sharing Pupil Data

You may not share pupil information with anyone outside your firm 

except for:

• The school’s administrator and designees

• Any subcontractors with whom you have a written agreement that 

they will maintain the confidentiality of pupil data

10

OAS Security

• Keep log in and password information in a secure location.

• Do not share your log in or password information with anyone.

• Do not leave your computer for extended periods of time.

• 20-minute time-out.

• Log out and close browser after each session.

9
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• The report is due by the last weekday in August. 

• Schools provide a list of the SNSP/Choice pupils enrolled at the school 

as of the last weekday in August.

Preliminary Enrollment Report

12

• The schools provide the total number of all pupils and SNSP/Choice 

pupils at the school that meet the attendance requirements.

• The 3rd Friday in September Pupil Count Report is due by the last 

weekday in September.

• The 2nd Friday in January Pupil Count report is due by the last 

weekday in January. 

3rd Friday in September and 
2nd Friday in January Pupil Count Reports
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FTE Determination

• FTE means full-time equivalent and is used to calculate the payment 

amount per SNSP/Choice student.

• Students in grades 1 -12 are counted as 1.0 FTE.

14

• Five year old kindergarten (K5) pupils are counted as:

• 0.5 FTE if attending less than full-time but at least 437 hours a school year.

• 0.6 FTE if attending 3 full days of instruction each week.

• 0.8 FTE if attending 4 full days of instruction each week.

• 1.0 FTE if they attend school five full-days a week. 

5 Year Old Kindergarten FTE

14
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4 Year Old Kindergarten FTE

• Four year old kindergarten students are generally counted as 0.5 FTE.

• If the school provides an additional 87.5 hours of parental outreach 

activities for the parents of four year-old kindergarten students, the 

school may count the students as 0.6 FTE.

• See the K4 Parental Outreach Activities Bulletin on the Bulletin 

webpage and the training on the training webpage for more 

information.

16

Enrollment Audits

• A separate Choice & SNSP Enrollment Audit is completed.

• An auditor must complete an audit of the 3rd Friday in September 

count and the 2nd Friday in January count. The auditor will:

• Determine if the applications and transfer requests are eligible.  

Transfer requests only apply to the SNSP.

• Determine if the pupils meet the attendance requirements.

• Ensure the pupil data provided to DPI is correct.

15
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What steps does an auditor need to complete to gain access to OAS for 

the Choice program?

a. Email the completed OAS Access Form to 

dpichoiceauditreports@dpi.wi.gov.

b. Complete the OAS Access Training (this training).

c. Email DPI to request access.

d. The auditor must complete a and b.

Knowledge Check

What steps does an auditor need to complete to gain access to OAS for 

the Choice program?

a. Email the completed OAS Access Form to 

dpichoiceauditreports@dpi.wi.gov.

b. Complete the OAS Access Training (this training).

c. Email DPI to request access.

d. The auditor must complete a and b.

18

1) Raise your hand.  

When called on, we will 

unmute you so you can 

to ask the question. 

OR

2) Enter questions in the 

chat by pressing the 

speech bubble icon and 

typing in your question. 

Questions?

17
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Understanding the 
Environment & Attendance 

Requirements

20

• Understand the process for preparing attendance records and how the “All Pupils” and 

“Choice/SNSP Pupils” counts are determined.

• Understand the school’s process for accepting and reviewing applications and transfer requests.  

Transfer requests only apply to SNSP.

• Understand the process the school has in place for responding to pupil records and transcript 

requests from other schools. The school should always keep the pupil records at the school.

• Understand if there are other operations taking place in the same building such as childcare or a K4 

partnership program.  

• Complete the fraud risk assessment.

Gain an Understanding of the School

19

20
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• Official Attendance Records:  A listing of all pupils in attendance at the 

school on the count date or before and after.  This listing must be by grade 

level.   

• Schools in the Choice programs must have the official attendance records in the 

Student Information System (SIS).   

• Schools only in SNSP are not required to have a SIS.

• Original Classroom Records:  Teacher−originated test scores, report cards, 

progress reports, or attendance records.  These cannot be the same as the 

Official Attendance Records.

Required Records

22

• Program pupils must be identified one of the following ways:

• Choice & SNSP Options:

• Through an indicator in the SIS that is identified on the official 
attendance records.

• Through an indicator in the SIS that is identified on the Alternative 
SNSP or Choice Identifier Report from the SIS.

• SNSP Only Option: The school may manually add an identifier of who is a 

SNSP pupil to the official attendance records.  The SNSP identifier does 

not need to be maintained in the SIS if this option is used.

Program Identifier

21
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• SIS testing must be completed for all Choice schools.

• SIS data may not be relied upon unless it is tested.

• If a SNSP school that does not participate in the Choice program 

provides any reports from the SIS to the auditor for Enrollment Audit 

purposes, the SIS and the reports must be tested.

• A sample test plan is available online. If the DPI test plan is not used, 

DPI must approve the test plan prior to use by the auditor. 

SIS Testing

24

23
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a) Include a column identifying Choice/SNSP pupils in the official attendance 

records that is prefilled by the system.

b) Print off the official attendance records and write next to each student 

whether or not they are a Choice/SNSP pupil.   CHOICE ANSWER

c) Have a report from the SIS, other than the official attendance records, 

that identifies Choice/SNSP pupils.

d) None of the above.  All of the above are allowable ways to identify 

Choice/SNSP pupils.  SNSP ANSWER

Which of the following is NOT a method a school can 
use to identify which pupils are Choice and SNSP pupils 
(the programs have different answers)?
a) Include a column identifying Choice/SNSP pupils in the official attendance 

records that is prefilled by the system.

b) Print off the official attendance records and write next to each student 

whether or not they are a Choice/SNSP pupil.

c) Have a report from the SIS, other than the official attendance records, 

that identifies Choice/SNSP pupils.

d) None of the above.  All of the above are allowable ways to identify 

Choice/SNSP pupils.

28

a. Report from the SIS which summarizes the attendance entered by 

the classroom teachers. The administrator has the ability to modify 

the attendance submitted by the teachers.

b. Grade books the teachers maintain with the grades for the 

students.

c. Progress reports that are compiled and sent out by the office staff.

Which of the following may be used as classroom 
records?

a. Report from the SIS which summarizes the attendance entered by 

the classroom teachers. The administrator has the ability to modify 

the attendance submitted by the teachers.

b. Grade books the teachers maintain with the grades for the 

students.

c. Progress reports that are compiled and sent out by the office staff.

27
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 The auditor uses the DPI Pupil Information Report provided by DPI 

through Kiteworks.  This report includes all pupils that have an 

eligible application or transfer request at the school. 

 A file that includes the applications and transfer request information 

for applications and transfer requests that haven’t previously been 

tested will also be provided through Kiteworks.  Applications and 

transfer requests for the SNSP are tested the first time the pupil is 

counted as a SNSP pupil.

SNSP Auditor Reports

30

• The DPI Pupil Information 

Report and Waiting List 

reports required for 

completing the Enrollment 

Audit procedures are 

available in the Online 

Application System (OAS).

• Go to the “Administrative” 

section and select “Auditor 

Reports”.

• Select the applicable 

report.

Choice Auditor Reports in OAS

29

30
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• The data is only available after 

the department generates it.  We 

will email auditors once the data 

is available.

• The fields that show in the 

preview are not all of the fields.  

You must download the data to 

view all the fields.

• If you select “All Schools” and 

“Export Data” it will download all 

data into one tab of an Excel 

worksheet.

Choice Pupil Information & Waiting List Reports

32

 The data in the DPI Pupil Information Reports should generally 

be used for the required procedures.  

 If a pupil needs to be added to the count, the OAS Application 

Verification screen must be used for the testing. You can see the 

OAS Application Verification screen by clicking on the student’s 

name in the Application Summary.

Choice DPI Pupil Information Reports

31
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Choice Application Verifications

34 34

Choice Application Verification Screen

Students with the same status are listed  
together—all new students

Family Information is listed
All student applicants  included on 
the same application are listed

33

34
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• Not Yet Verified: A parent has submitted an application to the school—the 

application is ready to be verified.

• Applications in this status cannot be added through the Enrollment Audit.

• Verified: The parent has provided the required documentation to the school 

and the application has been verified.

• Students on a Choice waiting list will generally stay in this status.

• Submitted: After verification, the application has been electronically 

submitted to DPI by the school. For the WPCP, the DPI will submit 

applications selected in the random drawing. 

35

Choice Application Statuses

36

• Ineligible per DOR: The DOR has determined the applicant ineligible.

• Ineligible in Semester 1: The student was found ineligible for semester 1, but may be eligible 

for semester 2.

• Ineligible in Semester 2: The student was found ineligible for semester 2, but may be eligible 

for semester 1.

• Ineligible in Both Semesters: The student was found ineligible for the full school year.

Ineligible in Semester 1 or Semester 2 can be eligible for the other count date.  The student is 

ineligible for the full year if they have a status of “Ineligible per DOR” or “Ineligible in Both 

Semesters”.

36

Choice Application Statuses (cont)

35
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• Duplicate App: The parent has already submitted an application that 

has been verified—this application is a duplicate. 

• Expired after 60 days: The application was not verified within 60 days. 

• Parent No Show: The parent did not provide the required 

documentation before the end of the open application period. 

Applications in any of the above statuses cannot be added through the Enrollment Audit.

37

Choice Application Statuses (cont)

38

• If the official attendance records do not identify the Choice pupils, use the Choice identifier report to 

identify Choice pupils on the official attendance records.

• Verify that the pupils identified as Choice pupils on the official attendance records are also included as 

Choice pupils in the DPI Pupil Information Report and vice versa.

• The above procedures should also be completed for SNSP.

Choice/SNSP Pupil Identification

DPI Pupil Information 
Report or OAS Application 

Verification Screen 
(Choice only)

Official Attendance 
Records and 

Choice/SNSP Identifier 
Report

Choice/SNSP 
pupils identified

37
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• Determine that the student’s name and grade on the DPI Pupil Information Report or OAS Application 

Verification screen (Choice only) match the information for all of the Choice/SNSP pupils listed on the 

official attendance records.  If the records identify the date of birth, also review this for accuracy.

• If a student’s name or date of birth does not match the information in OAS, obtain either an annotated birth 

certificate or immunization record to verify that the name or date of birth is correct. 

• If the official attendance records reflect the wrong name or date of birth, the school must correct the 

records. If the DPI Pupil Information Report reflects the wrong grade, determine if the pupil was age eligible 

for K4, K5, or 1st grade, if applicable.   If the student is eligible for the grade, report the grade correction.

Student Name, Grade, or Date of Birth Changes

DPI Pupil Information 
Report or OAS Application 

Verification Screen 
(Choice only)

Official Attendance 
Records

Pupil name and 
grade attending 

match

40

4K

• Student must be four-years-old on or before September 1 to apply 
for four-year-old kindergarten.

5K
• Student must be five-years-old on or before September 1 to apply 

for five-year-old kindergarten.

1st

Grade 

• Student must be six years old on or before September 1 to apply for 
1st grade.

Max Age

• Pupils may not be 21 as of the date they apply or September 1, 
whichever is later

Age Requirements

*There is no early admittance option for K4, K5 & 1st grade

39
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• Verify that the pupils identified as Choice/SNSP pupils through the 

previous procedures met the count requirements:

• In attendance for instruction on the count date, or: 
•

• The pupil was absent on the count date, but the pupil was in 

attendance for instruction any day prior to the count date and any day 

after the count date within the same school year, and was not enrolled 

in another school, a home-based private educational program, a 

charter school, or a public school district during the period of absence. 

Count Requirements

42

• If a school is providing virtual instruction, in whole or in part, it should create 

a policy indicating how it is determining a pupil is in attendance for a day. 

• Examples of how a school may determine a pupil is in attendance for a day of 

virtual instruction include a pupil logging into online instruction provided by 

a teacher or a pupil submitting one of the day’s activities to the teacher. 

Please note that instruction must include more than dropping off 

homework. The teacher must be working with the child on the materials 

such as grading the materials and providing the graded materials to the 

student.

Determining Attendance For Virtual Instruction

41
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• The school is responsible for documenting that the pupil received 

instruction that meets the count requirements and recording the 

pupil’s attendance in the school’s attendance records.  

• The policy of how the school determined a pupil is in attendance for a 

day must be provided to the auditor as part of the Enrollment Audits.

Determining Attendance For Virtual Instruction 
(cont)

44

• A pupil is not eligible for a Choice payment or SNSP scholarship if the 

pupil is also enrolled, in or out of Wisconsin, in another private school, 

a home−based private educational program, a charter school under s. 

118.40 (2r) or (2x), Stats., or a public school district.

Dual Enrollment

43
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• If a school is participating in a Choice program and the SNSP, compare the pupils on the 

Choice DPI Pupil Information Report to the SNSP DPI Pupil Information Report.   Include 

any pupils that are identified as needing to be added for either program in this review.

• If a payment was received for the same student for multiple programs, determine which 

program the student was eligible for.  

• If the student applied to the Choice program and SNSP, the school should have a letter from 

the parent indicating which program the student would be participating in. See the SNSP 

Initial Student Eligibility Bulletin for additional information.

• The student should be included as ineligible in the program(s) that was not selected by the 

parent.

Participation in SNSP and Choice Programs

46

• The auditor must review the applications to determine if the pupils are 

eligible to be counted.  We will go through the Choice application 

testing requirements later in this training.

• Ask the administrator if there are any pupils included in the 

Choice/SNSP count who were subsequently determined ineligible. If 

not already ineligible, include the student in Schedule 2 of the 

Enrollment Audit after determining all reasons the student is ineligible 

(which may include more reasons than identified by the school).

Other Procedures

45
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Choice Specific Procedures

As part of the Choice Enrollment Audit, the auditor will also:

•Determine that any address changes reported in the 

September Pupil Count Report are correct.

48

SNSP Specific Procedures

As part of the SNSP Enrollment Audit, the auditor will also:

• Ensure that the IEP reevaluation data was properly reported to the DPI 

(completed as part of the September Enrollment Audit).  Any IEP 

reevaluations that occurred in a prior school year must be reported if they 

were not previously reported.

• Determine that the address and resident school district for continuing pupils 

are correct (completed as part of the September Enrollment Audit).

• Determine that the background check was completed as required.

47
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• The student did not attend the school either on, or before and after the 

count date.

• The student either: a) attended another school or a home-based private 

educational program between the date the student was accepted at the 

school and when the student began to attend the school, or b) first attended 

the school, then attended another school or a home-based private 

educational program, and subsequently returned to the school. 

• The pupil was identified as a duplicate by the auditor or DPI.

Uncorrectable Ineligibility Reasons

50

• The student is too young for the grade he or she attended.

• The student is too old to participate in the program. 

Uncorrectable Ineligibility Reasons (cont)

49
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• Determine if the pupil belongs on Schedule 2, 3, or 4 of the 2025-26 Choice or SNSP Enrollment Audit 
and give the appropriate reason.  

• Individuals completing this training to meet the OAS Auditor Access Training requirement must put 
one item they identified in the chat.

Official Attendance RecordsMPCP Pupil Information Report

ProgramGradeFirst NameLast NameGradeDOB First NameLast Name

MPCPK5ElaineJonesK58/31/2021ElaineJones

MPCP2NickJohnson22/3/2018NickJohnsons

MPCP5AaronMatthews54/28/2015AaronMatthews

SNSP8SuzieSmith88/15/2010SuzieSmith

105/30/2008JesseJames

SNSP Pupil Information Report

88/15/2010SuzieSmith

52

1) Raise your hand.  

When called on, we will 

unmute you so you can 

to ask the question. 

OR

2) Enter questions in the 

chat by pressing the 

speech bubble icon and 

typing in your question. 

Questions?

51
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Choice Enrollment Audit Schedules

54

The submitted Enrollment Audit must include (in 
this order):

SNSPChoice
XXSigned & dated cover page
XXError Report
XXIndependent Accountant’s Report
XXSchedule 1-1 & 1-2 - Pupil Enrollment Count
XXSchedule 2 - Ineligible Pupils
XXSchedule 3 - Applications Requiring Corrections
XXSchedule 4 - Pupil Additions

XX

Schedule 5 –
Tentative Payment Eligibility Calculation per Examination (Choice)
Headcount & FTE Per Examination (SNSP)

XXSchedule 6 – Summer School (Sept Only)

X
Schedule 7- Income & Residency Documentation Sample Information (Sept 
Only)

53

54



Choice Auditor In Depth Training August 2025

28

55

• The pupil counts and variances will automatically flow from Schedule 1-2.

Schedule 1-1: Total Choice Pupil Count

Outreach 
Change

Ineligible 
Pupils

Pupil Grade 
Changes

Pupil 
Additions

10 0 0 0 0 0 0

11 0 0 0 0 0 0

12 0 0 0 0 0

13 0 0 0 0 0

14 0 0 0 0 0

15 0 0 0 0 0

16 Grades 1-8 0 0 0 0 0

17 0 0 0 0 0

18 0 0 0 0 0

ENROLLMENT COUNT—CHOICE PUPILS

Per 
Examination

4 Year-Old K/437 Hours + 87.5 Hrs Outreach

Total Choice Pupils

5 Year-Old K/3 Day

Grades 9-12

5 Year-Old K/4 Day

Choice Pupils

5 Year-Old K/5 Day

5 Year-Old K/.5 Day

4 Year-Old K/437 Hours

Per DPILine

Variance

The total counts below w ill automatically update based on the Choice pupil counts in Schedule 1-2. The "Per Examination" count is the "Per DPI"
count minus "Ineligible Pupils" plus "Pupil Grade Changes" plus "Pupil Additions". Final determination regarding the eligibility of such pupils is made
by the DPI.

56

Per DPI Pupil 
Additions

Ineligible 
Pupils

Outreach 
and/or

Pupil 
Grades 

Changes

Per Exam-
ination

Schedule 1-2: Choice Pupil Enrollment Count

Outreach 
Change

Ineligible 
Pupils

Pupil Grade 
Changes

Pupil 
Additions 

4 Year-Old K/437 Hours 0 0 0 0 0 0

4 Year-Old K/437 Hours + 87.5 Hours Outreach 0 0 0 0 0 0

5 Year-Old K/.5 Day 0 0 0 0 0

5 Year-Old K/3 Day 0 0 0 0 0

5 Year-Old K/4 Day 0 0 0 0 0

5 Year-Old K/5 Day 0 0 0 0 0

Grades 1-8 0 0 0 0 0

Grades 9-12 0 0 0 0 0

0 0 0 0 0

Outreach 
Change

Ineligible 
Pupils

Pupil Grade 
Changes

Pupil 
Additions 

4 Year-Old K/437 Hours 0 0 0 0 0 0

4 Year-Old K/437 Hours + 87.5 Hours Outreach 0 0 0 0 0 0

5 Year-Old K/.5 Day 0 0 0 0 0

5 Year-Old K/3 Day 0 0 0 0 0

5 Year-Old K/4 Day 0 0 0 0 0

5 Year-Old K/5 Day 0 0 0 0 0

Grades 1-8 0 0 0 0 0

Grades 9-12 0 0 0 0 0

0 0 0 0 0

Choice Pupils Per DPI
Per 

Examination

Variance

ENROLLMENT COUNT—MPCP PUPILS

Total MPCP Pupils

Choice Pupils

Variance

Per DPI
Per 

Examination

ENROLLMENT COUNT—RPCP PUPILS

Total RPCP Pupils

Outreach 
Change

Ineligible 
Pupils

Pupil Grade 
Changes

Pupil 
Additions 

0 0 0 0 0 0

0 0 0 0 0 0

0 0 0 0 0

0 0 0 0 0

0 0 0 0 0

0 0 0 0 0

Grades 1-8 0 0 0 0 0

0 0 0 0 0

0 0 0 0 0

Choice Pupils Per DPI

ENROLLMENT COUNT—WPCP PUPILS

Per 
Examination

5 Year-Old K/5 Day

Grades 9-12

Total WPCP Pupils

Variance

4 Year-Old K/437 Hours

4 Year-Old K/437 Hours + 87.5 Hours Outreach

5 Year-Old K/.5 Day

5 Year-Old K/3 Day

5 Year-Old K/4 Day

55
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• Complete the first question indicating whether the auditor identified any ineligible pupils.

• If there are any ineligible pupils, enter the ineligible pupil information on the lines.

• The “Grade” should be the grade per the DPI Pupil Information Report or Waiting List Report.

• The auditor should identify which program the pupil is in.

Schedule 2 - Choice Ineligible Pupils

58

• The auditor must identify on the top of Schedule 3 any applications where:

• The auditor identifies one or more errors, and

• The information in the DPI Pupil Information Report or OAS Application Verification screen is 

correct (this must be confirmed by the auditor), and

• The school corrects the error.

• These applications should not be listed on Schedules 2, 3, or 4.

• The auditor must maintain the corrected application documentation in their workpapers.

Errors without Changes to OAS - Schedule 3

57
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• Complete the question indicating whether the auditor identified any OAS corrections for students 

already counted or on the waiting list.

• If so, complete the student information and columns for corrections.

• Insert the pupil name and grade per the DPI Pupil Information Report or Waiting List Report.

• If the name or grade requires a correction, complete the audited columns with the corrected data.

• Complete the “Required DPI Application Information Correction(s)” column by indicating what 

must be changed and identifying the correct information.

Schedule 3 - Applications Requiring Corrections

60

• Answer the first question indicating if there are any pupils that need to be added to the count or waiting list.

• If so, complete the lines with the students’ information.  The audited grade and name should be inserted.

• On this schedule, put an X in the add to count or add to waiting list column based on where the student needs to be 

added. 

• Any required application corrections should be noted in the “Required DPI Application Information Correction(s)” 

column.

• If the name or grade needs to be changed based on the Enrollment Audit procedures, note that these must be 

changed in the “Required DPI Application Information Correction(s)” column in addition to putting the correct 

information in the audited columns.

Schedule 4 – Pupil Additions

59
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•Rows must be resized so the full ineligibility reasons 

and required corrections are visible.

•If the auditor identifies that the information in the DPI 

Pupil Information Report or OAS Application 

Verification Screen is incorrect, the correct 

information must be identified on Schedule 3 or 4. 

General Schedule Requirements

62

• The auditor must maintain all application documentation for any pupils on Schedule 2, 3, or 4 

in their workpapers.   This includes:

• The residency documentation

• The income documentation if the student was new to the program and used the DPI income 

determination method

• If the ineligibility reason is attendance related, a copy of the official attendance records must 

be maintained in the work papers in addition to a complete copy of the supporting 

documentation for the application.

• If there is a correction to a student name or date of birth, a copy of the immunization record, 

annotated birth certificate or court order identifying the legal name change must be 

maintained in the work papers. 

Documentation Retention for Students on 
Schedules 2, 3 or 4

61
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The school tells you they counted a Choice pupil on the count report in error.  Which of the following is 

true?

a. The pupil should be identified on Schedule 2 using the free fill ineligibility reason indicating the 

Choice pupil was counted in error.

b. The auditor must review the attendance records to determine if the pupil met the attendance 

requirements.  If not, the pupil must be identified as ineligible on Schedule 2 due to the applicable 

attendance ineligibility reason.

c. The auditor must review the application documentation for the pupil.  If the pupil did not meet one 

or more of the application requirements, the pupil must be identified as ineligible based on the 

applicable ineligibility reasons in Schedule 2.

d. Both b and c.

Knowledge Check
The school tells you they counted a Choice pupil on the count report in error.  Which of the following is 

true?

a. The pupil should be identified on Schedule 2 using the free fill ineligibility reason indicating the 

Choice pupil was counted in error.

b. The auditor must review the attendance records to determine if the pupil met the attendance 

requirements.  If not, the pupil must be identified as ineligible on Schedule 2 due to the applicable 

attendance ineligibility reason.

c. The auditor must review the application documentation for the pupil.  If the pupil did not meet one 

or more of the application requirements, the pupil must be identified as ineligible based on the 

applicable ineligibility reasons in Schedule 2.

d. Both b and c.

64

As part of the Enrollment Audit procedures, the auditor identifies the name for a Choice pupil who was 

counted on the 3rd Friday Count Report was not spelled correctly in DPI’s data.  This is confirmed with 

the immunization records for the pupil.  How should this be corrected?

a. The pupil should be identified on Schedule 3 of the Enrollment Audit with the correct name 

identified.  The immunization record for the student must be maintained in the auditor workpapers.

b. The pupil should be identified on Schedule 3 of the Enrollment Audit with the correct name 

identified.  The immunization record and supporting application documentation for the student 

must be maintained in the auditor workpapers.

c. The pupil should be identified on Schedule 4 of the Enrollment Audit with the correct name 

identified.  The immunization record for the student must be maintained in the auditor workpapers.

d. The auditor must advise the school to email the change to the DPI and provide documentation that 

DPI has made the name change.  The pupil does not need to be reported in the Enrollment Audit 

once this name change is made.

Knowledge Check
As part of the Enrollment Audit procedures, the auditor identifies the name for a Choice pupil who was 

counted on the 3rd Friday Count Report was not spelled correctly in DPI’s data.  This is confirmed with 

the immunization records for the pupil.  How should this be corrected?

a. The pupil should be identified on Schedule 3 of the Enrollment Audit with the correct name 

identified.  The immunization record for the student must be maintained in the auditor workpapers.

b. The pupil should be identified on Schedule 3 of the Enrollment Audit with the correct name 

identified.  The immunization record and supporting application documentation for the student 

must be maintained in the auditor workpapers.

c. The pupil should be identified on Schedule 4 of the Enrollment Audit with the correct name 

identified.  The immunization record for the student must be maintained in the auditor workpapers.

d. The auditor must advise the school to email the change to the DPI and provide documentation that 

DPI has made the name change.  The pupil does not need to be reported in the Enrollment Audit 

once this name change is made.

63

64



Choice Auditor In Depth Training August 2025

33

65

1) Raise your hand.  

When called on, we will 

unmute you so you can 
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OR

2) Enter questions in the 

chat by pressing the 

speech bubble icon and 

typing in your question. 

Questions?

66

All Pupil Count Procedures

65
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• Schools must include ALL pupils at the school in grades K4-12, even if a 

particular grade is not offered to Choice or SNSP students.

• If the school holds any grade, such as K4, for the public school district 

do not include:

• The pupils in the all pupil count, 

• The costs for the pupils in the eligible education expenses (the costs will 

still be in total costs), or 

• The revenue as offsetting revenue.

All Pupil Count

68

• The all pupil count for the SNSP and the Choice programs must be the 

same.

• If the K4 or K5 are available grades for the Choice program or SNSP, 

they must be identified as educational programming. 

• If the school has kindergarten age students enrolled in day care, they 

are not included in the all pupil count.

All Pupil Count (cont)

67
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• In order to add a K4/K5 Grade:

• The grade must fully accredited (if the rest of the elementary grades are fully accredited) or the grade 

must be preaccredited (if the other elementary grades for the school are preaccredited) unless the 

school is only in the SNSP and approved as a private school by the state superintendent.

• The pupils in the grade cannot be enrolled in the public school district and attending the private school as 

a partnership/contract pupil.

• The grade must have the minimum number of instructional hours.

• The school must consider the students enrolled in educational programming rather than child care.

• The school must have attendance records in the SIS that support the attendance for the grade.

• If the auditor determines K4 or K5 should be added, the auditor must email DPI requesting approval to 

add K4 or K5 prior to submitting the Enrollment Audit.

All Pupil Count (cont)

70

Not Included in the All Pupil Count:

• Child care participants compared to Choice/SNSP pupils per official attendance records.

• School district contract pupils compared to Choice/SNSP pupils per official attendance 

records.  This includes K4 pupils if the K4 program is through the public school district.

Included in the All Pupil Count:

• Tuition-only paying students compared to Choice/SNSP pupils per official attendance 

records.

• Students participating in a different program.

Non Choice/SNSP Students Testing Completed

69
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 Sample at least 60 Non-Choice/Non-SNSP pupils from classroom 

records and trace to the official attendance records

 Less than 60-sample all

 For each error identified test an additional 60 pupils

 Non-Choice/Non-SNSP pupils must meet the same count requirements as 

Choice/SNSP pupils

 Ensure the selected pupils are included in the “All Pupil” count per 

the attendance records and NOT identified as Choice/SNSP pupils

All Pupil-Pupil Testing

72

• The “Per DPI” numbers will automatically fill in once the school is selected on the cover page.  

These are based on the numbers the school’s Choice/SNSP administrator reported to the DPI in 

the pupil count reports.

• The auditor should insert the total number of pupils at the school who met the count requirements 

based on the pupil testing into the “Per Examination” column.

• An error will show if the All Pupil count is less than the Choice/SNSP pupil count.

All Pupil Count

71
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Which of the following students should be included in the all pupil count?

Individuals completing this training for the OAS Access Training Requirement must put in the 

chat which of the below would NOT be included in the all pupil count.

Review Question

Yes1. Pupils participating in SNSP

Yes2. Tuition paying pupils

No3. Pupils in day care

Yes4. Pupils on scholarship

Yes5. Pupils in second grade if the school does not provide second grade 
as an option for Choice or SNSP

No6. Pupils that are attending K4 in the private school and enrolled in 
the public school district K4 program

74

• The All Pupil count must match the PI-1207.

• The count requirements used in the PI-1207 are the same as those 

used for the Choice/SNSP 3rd Friday in September count report.

• If the numbers do not match, the school must revise the numbers and 

the auditor will need to verify the change was made.

• Retain the copy in the workpapers.

PI-1207 vs All Pupil Count (September Only)
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• A private school participating in the Choice program may charge or receive 

additional payments for the following pupils participating in the Choice program.

1. Students in grades 9-12, AND

2. With a family income of more than 220% of the federal poverty level.

• The school determines whether income for pupils in grades 9-12 is over 220% of the 

federal poverty level.

• The determination must be consistent with the income determination completed for the 

program, including giving a $7,000 deduction to married individuals.

• An optional form to complete the tuition determination is available on the Choice 

website.

Tuition-Choice Only

76

• The school must establish a process for the governing body of the 

school to accept appeals regarding determinations to charge tuition.

• See the Student Tuition and Fees Bulletin on the Choice website for 

additional information. 

• Tuition may not be charged to K4-8 students. 

Tuition-Choice Only  (cont)

75
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• If the school indicates it does not charge tuition to any Choice students, 

ensure that no tuition was charged.

• If the school charges tuition to any Choice students:

• Review the school policy regarding charging tuition to Choice students and 

ensure it includes a process for determining that the family income is above 

220% of the federal poverty level and includes an appeal process.

• Ensure Choice students in K-8 were not charged tuition.

• Ensure Choice students in 9-12 were only charged tuition if their income met the 

220% requirement. 

Tuition Testing – Choice Only (cont)

78

Which of the following are requirements for charging tuition for the 

Choice programs? (There may be multiple answers.)

a. The student is in 9-12th grade.

b. The family completes the Tuition Income Determination form to 

determine income eligibility.

c. The family income is above 185% of the federal poverty level.

d. There must be an appeal process for charging tuition.

Knowledge Check

Which of the following are requirements for charging tuition for the 

Choice programs? (There may be multiple answers.)

a. The student is in 9-12th grade.

b. The family completes the Tuition Income Determination form to 

determine income eligibility.

c. The family income is above 185% of the federal poverty level.

d. There must be an appeal process for charging tuition.
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Choice Program Waiting List Students

79
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• MPCP and RPCP waiting lists are school maintained.

• WPCP waiting lists are DPI maintained.

• Students on a waiting list in the prior year with an eligible application 

do not need to provide income documentation when applying for the 

next school year in the same Choice program.

Waiting List Students: All Choice Programs

82

• The school’s Choice program waiting list should include all students 

who were determined to be eligible for the Choice program, were 

entered into a random drawing, and were put on the Choice program 

waiting list, but were never offered a seat.

• It should not include students who were offered a seat but the 

student/parent/guardian declined the seat or did not respond in the 

required time frame.

School Waiting List: MPCP & RPCP Only

81
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• The auditor obtains the school maintained waiting list.

• DPI provides the auditors with a Waiting List Report in OAS.  This report 

includes the pupils identified by the school as being on the waiting list. The 

auditor compares the report to the school’s waiting list.  

• The auditor reviews the applications to determine if they are eligible.  

• Any permitted corrections to applications received through the September 

open application period must be completed by December 15th.

September School Waiting List: MPCP & RPCP 
Only

84

• If any students were added to the waiting list since September, the 

additional students will need to be tested.

January School Waiting List: MPCP Only
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• The DPI will provide the list of waiting list students to the auditors through 

OAS.

• WPCP waiting list pupils are only tested  for the school that is their highest 

preference. 

• The auditor must review the application to determine if they are eligible.

• An auditor can only find a WPCP waiting list application ineligible if the 

student is ineligible for an application eligibility related issue. If this is the 

case, the auditor should identify the application related ineligibility reason in 

the Enrollment Audit. 

September Waiting List Students: WPCP Only

86

• List any ineligible pupils on Schedule 2 or pupils with corrections on Schedule 

3.

• Add a “W” to the “Wait” list column for wait list students.

Waiting List Testing (Sch 2 & 3)

85
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• If any pupils are identified that should be removed from the OAS waiting list, 

the pupil should be listed in Schedule 2 with an indicator of “W” in the wait 

column.

• Ineligibility Reason: The pupil was inappropriately included on the waiting 

list. 

• Since the WPCP waiting list is maintained by the DPI, this ineligibility reason 

should not be used for the WPCP.  If a parent has provided a letter to the 

school withdrawing a pupil from the WPCP waiting list, the school must 

email DPI as explained in the Application Process Bulletin.

Ineligible Student Reason – MPCP & RPCP Only

88

• List any added pupils on Schedule 4. Only MPCP and RPCP pupils may be 

added to the waiting list on Schedule 4 since DPI maintains the WPCP 

waiting list.

• Add an “X” to the “Insert “X” if Pupil Added to Waiting List” column for a 

student added to the wait list.

Waiting List Testing (Sch 4)

Line
Audited 
Grade 

App #/
Family ID #

 
Audited Pupil First 

Name

 
Audited Pupil Last 

Name Program

Insert "X" if 
Pupil 

Added to 
Count

Insert "X" if 
Pupil 

Added to 
Waiting List

1

Required DPI Application Information Correction(s) 
Indicate what must be corrected and the correct information. If
no changes are required indicate "None" below. Note: only
corrections for pupils being added should be included on this
schedule.  
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• Any waiting list pupils included as ineligible on Schedule 2 or added on 

Schedule 4 will automatically be included at the bottom of Schedule 1-1.

School Waiting List Testing

90

Report removal or 
add of waiting list 

application on 
Enrollment Audit?

Information Determined Through Enrollment Audit 
Procedures

On Waiting 
List Report in 

OAS

Program

Yes-Add pupil.1. The student was on the school’s Choice waiting as of the 3rd

Friday in September.  The student was offered a Choice seat on 
September 30th.

NoMPCP or 
RPCP

2. The student was offered a Choice seat on September 1 and 
declined the seat.  The student returned on October 1 indicating 
they would like to participate in the Choice program.

NoMPCP or 
RPCP

3. Per the school the student is on the school’s Choice waiting 
list.  The auditor confirms the student has a Choice application at 
the school in OAS that is in verified status.

NoWPCP

4. The school indicates the parent told them they no longer want 
to attend the school.

YesWPCP

Choice Waiting List Activity
The following is determined as part of the September Enrollment Audit.  Determine what, if any, changes need to be 

reported to DPI.  For these examples, the application met the eligibility requirements. For individuals completing this 

training for the OAS Auditor Access Training, insert each number and if it would be reported in the Enrollment 

Audit in the chat.

No

No

No

Report removal or 
add of waiting list 

application on 
Enrollment Audit?
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Choice and SNSP Summer School

91
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School Program Requirements:

• Includes at least 19 days of instruction.

• Each day must have at least 270 minutes of instruction.

Classes taught by Title Program teachers may not be included.

Summer School Requirements

94

• The summer school payment amount is based on the number of pupils that 

meet the attendance requirements for summer school.

• The payment amount is 5% of the maximum prior year per student state aid 

amount.  

• If a student attends at least 15 days, they will receive the maximum payment.  

• If a student attends less than 15 days, they will receive a prorated amount.

• Eligible schools will receive the summer school payment via ACH by the end of 

November.

Summer School Payments to Schools

93
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• Ensure the school requirements are met.

• Obtain the summer school report submitted, select a sample of 

students, and ensure that the number of days in attendance agrees 

with the attendance records.

• Include changes to summer school pupils on Schedule 6. 

• See the summer school bulletins for further information. 

Summer School Testing - September Enrollment 
Audit Only

96

• The school can include a pupil as in attendance for a day of summer school if the 

pupil attends at least one class for that day that is not funded through Federal Title 

programs. 

• If a school is providing virtual summer school, in whole or in part, it should create a 

policy indicating how it is determining a pupil is in attendance for a day. The policy of 

how the school determined a pupil is in attendance for a day must be provided to 

the auditor as part of the September Enrollment Audit.

• The school must have attendance records that document who was in attendance for 

each day based on the school’s policy. These records should be by class, identify the 

instructor, and list the attendance for each student by day.

Summer School Attendance Requirements

95
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Summer School Required Reporting
Required ReportingAttendance Data Based 

on Sept Enrollment 
Audit Procedures 

Performed

Attendance Data in 
Summer School 

Count Report

No reporting required.Number of days reported 
incorrect, but pupil still 
attended 15 or more days.

Student attended 
summer school 15 
or more days.

Include the pupil in Summer 
School Schedule of the 
Enrollment Audit Excel 
document.

Number of days reported 
incorrect, and pupil 
attended less than 15 days.

Student attended 
summer school 15 
or more days.

Include the pupil in Summer 
School Schedule of the 
Enrollment Audit Excel 
document.

Number of days reported is 
incorrect.

Student attended 
summer school less 
than 15 days.

98

Summer School – Schedule 6

As a result of your review , does the summer school program have at least 19 days that have at least 270 minutes of 
non-Title I instruction?  Select N/A if the school doesn't offer summer school. 

As a result of your review , are there changes to the summer school counts?  Select N/A if the school doesn't offer 
summer school.  If Yes is selected, complete the Summer School Pupil Changes schedule below.

• Indicate if the school met the requirements for summer 

school.

• Indicate if there are changes to the summer school counts.
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Summer School – Schedule 6

• Enter data for each pupil with changes to dates reported attended. 
(see prior slide)

• Error checks by line to 
indicate if data is 
complete.

100

Summer School – Schedule 6 Grade Change

• If a grade needs to be changed for a summer school student, complete the following:

• On one line in Schedule 6 include the pupil in the grade from the Summer School Count Report.

• Reported Days Attended = Summer School Count Report
• Audited Days Attended = 0

• On a different line in Schedule 6 include the pupil in the correct grade.

• Audited Days Attended = Days based on the September Enrollment Audit procedures
• Reported Days Attended = 0

99
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Which of the following would NOT be reported in Schedule 6 of the Enrollment Audit?

a) The school did not provide at least 270 minutes of summer school instruction for 19 days.

b) A Choice student that the school reported in the Summer School Pupil Count Report as 

attending 25 days actually attended the school 16 days per the Enrollment Audit 

procedures.

c) The school reported a Choice student as attending K4 in the Summer School Count Report 

and the student attended K5 based on the Enrollment Audit Procedures.

d) A Choice student that the school reported in the Summer School Pupil Count Report as 

attending 10 days actually attended the school 11 days per the Enrollment Audit 

procedures.

Knowledge Check
Which of the following would NOT be reported in Schedule 6 of the Enrollment Audit?

a) The school did not provide at least 270 minutes of summer school instruction for 19 days.

b) A Choice student that the school reported in the Summer School Pupil Count Report as 

attending 25 days actually attended the school 16 days per the Enrollment Audit 

procedures.

c) The school reported a Choice student as attending K4 in the Summer School Count Report 

and the student attended K5 based on the Enrollment Audit Procedures.

d) A Choice student that the school reported in the Summer School Pupil Count Report as 

attending 10 days actually attended the school 11 days per the Enrollment Audit 

procedures.
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Enrollment Audit Report Finalization

104

• Review all errors and resolve any issues identified.

• All errors must be corrected before the enrollment audit is submitted 

to DPI.

Error Review

103
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Error Report - Errors on All Reports

106

Error Report - Choice September Only Errors

105
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Choice Schedule 5 – Tentative Payment Eligibility Calculation

108

Choice Report Cover Page

Requires 
signature of 
Choice 
Administrator

Choice 
Administrator 
can indicate if 
they disagree 
with the 
findings.
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Choice Report Cover Page – Summary of Results

Ensure the counts on the summary table match the schedules submitted with the report.

110

•Once the DPI has reviewed and made any necessary changes to 

the enrollment audits, certification letters are sent.

•Certification letters are sent for each enrollment audit.

•The DPI will pay any amounts owed to the school via ACH.  If 

the school owes the DPI, the DPI will either net any amounts 

owed to the DPI with future SNSP/Choice payments or require 

payment of the amount owed via check in certain cases.

Certification Letters

109

110



Choice Auditor In Depth Training August 2025

56

111

• All ineligibility reasons are not noted on Schedule 2.

• The auditor didn’t maintain the supporting application documentation 

for all pupils on Schedule 2, 3, or 4 in the workpapers.

• The reasons for eligibility or ineligibility are not fully visible.

• The values on the cover page “Summary of Results” table do not match 

the data in the submitted report.

Common DPI Findings - Report Related

112

• Bulletins Webpage at: 
https://dpi.wi.gov/parental-education-
options/choice-programs/bulletins

• K4 Parental Outreach Bulletin

• Summer School Bulletin

• Student Tuition and Fees Bulletin

• School Training webpage at: 
https://dpi.wi.gov/parental-education-
options/choice-programs/on-demand-training

• Auditor Training webpage at: 
https://dpi.wi.gov/parental-education-
options/choice-programs/auditor-trainings

• Bulletins Webpage at 
https://dpi.wi.gov/parental-education-
options/special-needs-scholarship/bulletins

• K4 Parental Outreach Bulletin

• Summer School Bulletin

• Criminal Background Checks Bulletin

• School Training webpage at 
https://dpi.wi.gov/parental-education-
options/special-needs-scholarship/school-
training

• Auditor Training webpage at 
https://dpi.wi.gov/parental-education-
options/special-needs-scholarship/auditor-
trainings

Choice SNSP

Available Resources
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Who is required to sign the Choice Enrollment Audit cover page?

a. The head of the board for the school.

b. The pastor for the school.

c. The Choice administrator.

d. The Choice designee.

e. The SNSP administrator.

f. The Choice administrator or Choice designee.

Knowledge Check

Who is required to sign the Choice Enrollment Audit cover page?

a. The head of the board for the school.

b. The pastor for the school.

c. The Choice administrator.

d. The Choice designee.

e. The SNSP administrator.

f. The Choice administrator or Choice designee.
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Schedule?Pupil Description

Schedule 4

1. An eligible program pupil attends the school on September 1st.  The pupil is in the hospital 
from September 2nd through October 15th .  The student did not attend another school while 
they were in the hospital and was not homeschooled. On October 16, the pupil returns to the 
school.  The school did not report the pupil on the 3rd Friday in September Count Report 
because the pupil did not meet the attendance requirements at the time the report was 
submitted.

2. A pupil was included in the 3rd Friday in September Pupil Count Report by the school.  The 
student’s name needs to be corrected.

3. A pupil included on the 3rd Friday in September Pupil Count Report is determined ineligible 
for the program because they reside outside of Wisconsin.

4. A pupil included on the 3rd Friday in September Pupil Count Report begins attending a 
different school in December.

September Enrollment Audit Activity
Which schedule would the following pupils be reported on in the September Enrollment 

Audit-Schedule 2, Schedule 3, or Schedule 4?

Schedule 3

Schedule 2

None

Schedule?
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