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Welcome to the Wisconsin Department of Public Instruction’s training module for 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 chapter. Pl 35 and 48. This training provides guidance with respect to
how the agency is likely to apply the requirements in these statutes and

rules. Provisions of this training module are subject to statutory and rule changes.

This section of the training will explain how to enter historical counts and provide
answers to general questions in Schedules 11-1 and 11-2. It will then explain the
contingency funding requirements in Schedule 12-1 and 12-2. Finally, the training
will end by explaining the final review the school should complete for the budget and
cash flow report and how the budget and cash flow report, with required
attachments, must be submitted to the department.
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Completion of Budget Excel Document

This training will explain how to input information into the budget and cash flow
report (budget) Excel document.

You must enter this information into your Excel document unless otherwise
noted.

Please pause the training if you need additional time to review the example or
check your Excel document.

In order to receive credit for having participated in this training, which is
required for all Choice administrators, you will be required to upload the
completed budget Excel document into the training quiz.

A 2

This training will explain how to input information into the budget and cash flow
report Excel document. We will refer to the budget and cash flow report as the
budget throughout this training. You must enter this information into your Excel
document unless otherwise noted. Please pause the training if you need additional
time to review the example or check your Excel document.

As a reminder, in order to receive credit for having participated in this training, you
will be required to upload the completed budget Excel document in the quiz you
complete after all the trainings are done. The budget that is uploaded into the quiz
must include all of the examples for Holy Love that are provided in each of the
trainings. Completion of this training is required for all Choice administrators of new
schools to the Choice program.

If you have any questions as you complete this training, please note them. The
department will be providing live virtual Q&A sessions. The webpage where this
presentation was available has information on these sessions and a copy of the
PowerPoint slides with the notes. You can ask questions on any of the trainings by
emailing us at dpichoiceauditreports@dpi.wi.gov.
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Schedule 11-1

*Based on the answers in previous schedules, the school may be

required to provide additional explanations for specific items listed.

SCHEDULE 3-1 EXPLANATIONS
1a) If the school is exempt from Department of Workforce Development (DWD) unemployment insurance indicate why they are exempt.
Additionally, if the school is using the reimbursement financing option with the DWD, indicate this here.

NO RESPONSE

Required

1b) No explanation related to a DWD exemption required.

Not
Required

|2) The unemployment taxes amount is less than the expected amount. The expected federal amount is calculated as the number of

e .

Based on the answers in previous schedules, the school may be required to provide
additional explanations for specific items listed in Schedule 11-1. The school must
review this schedule and ensure that it has responded to any questions that have
“Required” on theright. If there is no response when one is required, the schedule
will indicate “No Response”. Please note that some of these questions will change
based on the information entered in Schedule 3-1. Additionally, the identification of
whether a response is required will be based on information entered in Schedules 3-
1,4-1, and 6, so the school should complete those schedules prior to answering the
qguestions in Schedule 11-1.
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Schedule 11-2

*Insert the actual pupil
counts and average tuition
collected per pupil for the
past three years.

*The average tuition
collected may not include
tuition that was covered
by scholarships the school
provides or discounts.

SCHEDULE 11-2: PUPIL QUESTIONS

Budget for the period from July 1. 2025 to June 30, 2026

HISTORICAL PUPIL COUNTS

Insert the actual enrcliment for your schaol for the past thiee years. F your school was not In operation,
you had Ka studsntsin the previous 3 yesrs, inclu

schoolineluded the K4 studentsin Schedu\'e 2-1,Line 2,

tion, leave the cells blank or insert 0. IF
e them in Line 1if the school has the Kd studentsin Schedule 2-1, Line TarLine 2if the

a B 3 D E
Line Item Description 2022-23 2023-24 2024-25 Lowest Count
School Year | SchoolYear | SchoolYear
1 [4-Year-OldKI43T Hows
7 |4-7ear-Oid K437 Hours + #7.5 Hre, Dutieach
3 |5-YearOdKIS Oy
4 |5Year OdKI3Day
| 5 |S-vear-OidKi4Day
& |5-vear-OidKIFul Day
7 [Grades 18
& |Grades 3-12
3 |TOTAL ALL PUPIL COUNT

HISTORICAL AVERAGE TUITION

st the average tuition received, sfter any scholarships o tition dissounts, in the last thiee years.
the last last three vears, do not complete the related year's tuition,

any o

If the zchaal was no

I operation fer

Line

A

Item Description

B C

2022-23 2023-24
School Year School Year

D

2024-25
School Year

E

Lawest Tuition
Receive

0

Auerage Tuition Received Per Pupil

CHOICE PUPIL COUNT

T

‘wthat are the schoal's plans to reach the number of Choice!SNSP students included in the budget?

REQUIRED

TUITION PAYING PUPILS

1z

If the sehoal did not operate in the 2024-25 schoolyear, what are the scheols plans for abtsining tuition paing pupils

MOT REQUIRED

4

On the top of Schedule 11-2, the school must insert the actual pupil counts and

average tuition collected per pupil for the past three years. If the school did not have

any pupils or collect any tuition, the school should insert O.

The average tuition collected may not include tuition that was covered by
scholarships the school provides or discounts. The amount must be the amount

actually received during the year. Also, this amount is the average per pupil, not the
total tuition revenue for the entire school year.
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Contingency Funding

*The school must have contingency funds identified.

*These funds must be available if the number of
pupils that attend the school are less than
anticipated.

A 7

All schools participating in the program are required to have contingency funding
identified in their annual budget that is required for the Choice program.

Contingency funds are funds that are available if the number of pupils that attend the
school are less than anticipated.
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Schedule 12-1

PUPIL COUNTS USED FOR CONTINGENCY FUNDING

I ALLEPUPLL COUN CHOICE PUPIL COUNT *All Pu p|| Count used for
o A B c D E F G H | J
= Sch 21 i ing:
Item Description Average HC |Average FTE|@FTE Change M:;:r;?::mt W:;:r;iint R:(‘:’:r;gznt Average FTE | Average |FTE Change Contl ngency fu nd | ng'
FTE
1 |4-Year-Old K-No Outreach - - - . - - *The lowest pu p|| count
2 |4-Year-Old K + Qutreach - - - - - -
3 [5-Year-0id K15 Day - - . - - - from the prior school
4 |5-Year-Old K/3 Day - - - - - -
5 [-Year-OUd K4 Day - - - - - - years (on Schedule 11-2).
6 |5-Year-Old K/Full Day - - - - - -
7 |Grades 1-8 - - - - - -
8 [crades 9-12 - - : ; R R -OR-
9 |TOTAL - - - - - - - - - o . .
10 verage SNSP Students FTE * 5% of non-Choice pupils
SUMMER SCHOOL PUPIL COUNTS USED FOR CONTINGENCY FUNDING .
. A 5 c D in Schedule 2-1 plus the
3 Item Description Choice SNSP Full Scholarship SNSP Partial Scholarship
11 2025 Summer School Grades K-8 Headcount Choice pupils in the
12 |2025 Summer School Grades 9-12 Headcount

revised budget.

e '

Schedule 12-1, Columns B and C, Lines 1-8 calculate the all pupil count used to
determine the required contingency funding. If a school has had pupils for the past
three years, this will be based on the lowest pupil count for the last 3 school years the
school entered into Schedule 11-2. If the school did not have any pupils for the past
three years, the lowest all pupil count will be calculated as 5% of the non-Choice
pupils in Schedule 2-1 plus the Choice pupils in the revised budget, Columns E-G.
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Schedule 12-1 (cont)

PUPIL COUNTS USED FOR CONTINGENCY FUNDING

Line

A

Item Description

B

Average HC

ALL PUPIL COUNT

[

Average FTE

D

FTE Change

CHOICE PUPIL COUNT

E F
Average Average
MPCP Count | WPCP Count

G H

Average

RPCP Count [ Vo8 FTE

Sch 241
Average
FTE

J

FTE Change

4-Year-Old K-No Outreach

4-Year-Old K + Outreach

5-Year-Old KI.5 Day

5-Year-Old K/3 Day

5-Year-Old K/4 Day

5-Year-Old K/Full Day

Grades 1-8

Grades 8-12

wlo|~|o|oa|ls|w|m]| =

TOTAL

=)

Average SNSP Students FTE

SUMMER SCHOOL PUPIL COUNTS USED FOR CONTINGENCY FUNDING

Line

A

Item Description

B
Choice

Cc
SNSP Full Scholarship

D
SNSP Partial Scholarship

2025 Summer School Grades K-8 Headcount

2025 Summer School Grades 9-12 Headcount

Next, the Choice pupil count used to determine the required contingency funding
should be inserted by the school in Columns E-G. This must the average of the 3
Friday in September and 2" Friday in January pupil count. This should be the lowest
Choice pupil count at which the school would still participate in the program and be
able to breakeven. The Choice pupil count on Schedule 12-1 cannot be higher than

* Choice Pupil Count, SNSP
Pupil Count, and Summer
School Choice Pupil
Counts-The pupil counts
should be the lowest
count at which:

* The school would participate
in the program; and

* The school can operate at a
breakeven point.

* The Choice pupil counts
on Schedule 12-1, Lines 1-
8 cannot be higher than
the Choice pupil count in
Schedule 2 or the school
will receive an error.

9

the Choice pupil count in Schedule 2 or the school will receive an error.
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Schedule 12-1 (cont)

EXPLANATION OF CHANGES

| 13 ‘Wi\l any positions be eliminated If the school has the lower pupil count identified above?

If the answer 1o 13 is yes, what positions will be eliminated? Who will complete the duties of the eliminated positions?

Describe any changes in the timing of cash receipts and cash payments

*Explain what, if any, positions will be removed with the lowered

pupil counts and how their responsibilities will be covered.

*Describe any changes in the timing of cash receipts and payments.

. 10

In the next section of Schedule 12-1, the school must explain what changes it will
make to the budget with the revised pupil counts. First, the school must explain what,
if any, positions will be removed in the revised budget and how their responsibilities
will be covered. Then, the school must describe any changes in the timing of cash
receipts and payments that will be made with the revised budget.

10
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Schedule 12-2: Contingency Funding-Budget Adjustments

COST CHANGES

A B c D E
ed Current

Item Description F;‘I";;l i Difference Explanation of Difference Aoty snane s maasiad sach & sotfions shest . The reVi Sed bud get d efa u Its to

Salaries Sivy 27

FICA, Med care, & Linemplopment Taxes - - - the current budget exce pt for

Sty I - B B oK

Emplayer Paid Berefits Sy 2/

tuition & fees and government

Litilities & Supplies Saf &5
PP oK

Non Eligible Expenses v B i i oK assistance. These must be

e Lok mF
0K

T T — - ) i completed, or the school will

OK

< B Lease Paymerts

oK receive an error.

FINANCING SOURCES REDUCTIONS

ox « If any changes will be made,

OK

include the adjusted amount in

OK

oK Column B and an explanation

Related Party Orga
Investment Income S 47 oK

S of the difference in Column E.

OK

TOTAL FINANCING SOURCES

EBT CHANGES

Frincipal Incurred Sivs & Civf 2 e 15

Principal Paid S & Lo/ E, Lire 17 7 _ - 0K

Interest Owed Sivs &£ L/ L0 Liwe ST

TOTAL DEBT - - -
CURRENT BUDGET BALANCE - - - 0l 1 1

In Schedule 12-2, the school must identify what adjustments the school will make to
the budget with the lowered pupil counts identified on the top of Schedule 12-1. Up
to this point, the school has provided its budget based on what it expects the pupil
counts, revenues, and expenses will be for the upcoming school year. In Schedule 12-
2, the school identifies what changes it would make if it had the lowered pupil counts
identified on the top of Schedule 12-1. The revised budget defaults to the current
budget except for tuition and fees and government assistance. The tuition and fees
and government assistance cells must be completed or the school will receive an
error message. These cells are not automatically completed because if the school has
a lower enrollment, it will generally impact the tuition and fees and government
assistance revenues since these are usually paid on a per pupil basis.

If the school changes any amounts it must provide an explanation for the difference in

Column E. If the school does not include an explanation for a line that changed, it will
receive an error in the far right column.

11
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Revised Budget Changes to Consider

*Not hire certain individuals. Ifso, ¢Reductionin tuition and fees.

decrease related payroll taxes Reduction in government
and benefits. assistance (USDA food program
*Reduction in classroom supplies. revenue).
*Reduce anticipated fixed asset *Increases in revenues cannot be
purchases. included in Schedule 12-2, they

must be included as contingency
funding in Schedule 12-1.

12

Some changes schools could consider making in the revised budget used to determine
the required contingency funding are listed on this screen. The school can consider
lowering certain expenses. For example, the school could not hire certain individuals.
In this case, the school would also decrease the related payroll taxes and benefits. If
the number of teachers or teacher aids will be reduced, the school must make sure
that there are a sufficient number of teachers and teacher aids for the number of
pupils. The school may choose to reduce classroom supplies or may decide not to
purchase fixed assets it was budgeting for. If the organization will first operate as a
school in the 25-26 school year, it must ensure it has a sufficient amount of classroom
supplies and fixed assets for the school.

On the revenue side, the school needs to consider what the tuition and fees and
government assistance will be based on the lowered pupil count.

The school cannot directly include any increases in revenues on Schedule 12-2.

Instead, increases in revenue must be identified as contingency funding in Schedule
12-1 and support for those contingency funds must be provided with the budget.

12
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Contingency Funding Amount

*The contingency funds should be at least as much as the operating
deficit in the revised budget on Schedule 12-2 plus the greater of
5% of the expected Choice revenue in the revised budget or
$20,000.

*The contingency funding must be available in every month and not
used elsewhere in the budget.

*The contingency funds must be available for the school year in the
budget and the subsequent school year.

. 13

The contingency funds should be at least as much as the operating deficit in the
revised budget on Schedule 12-2 plus the greater of 5% of the expected Choice
revenue in the revised budget or $20,000.

The contingency funding must be available in every month and it cannot already be
used in the budget. For example, if an individual indicates they will provide $25,000
to the school and the $25,000 is included as revenue in Schedule 4-2, that $25,000
could not also be identified as contingency funding from a related party individual on
Schedule 12-1. Similarly, if the school has a line of credit for $100,000 and that line of
credit is fully used in one month in the budget, the school would not be able to use the
line of credit for contingency funding.

Additionally, the contingency funds must be available for the school year in the
budget and the subsequent school year.

13
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Identify Contingency Funding

CONTINGENCY FUNDING SOURCES . I dentlfy the
What are the school’'s source(s) of contingency funds? M
The contingency funding must be available for the school year in the budget and the subsequent school year. Contingency funding that must be repaid at the end of the speCIfIC Sou rce
school year in the budget is not sufficient. The contingency funding should be sufficient to cover any budget deficit on Schedule 12-2 PLUS a minimum of 5% of the
expected Choice revenue in Schedule 12-2, Col B, Line 10 or $20,000, whichever is greater. Complete the Source Type in Column B as follows: "Individual” if a name & type Of

person is providing the funds. "Related Party Organization” if the provider is an organization related fo the school. See the instructions in Schedule 6 for additional

information on who is a related party. If the operating organization is providing the contingency funds, this should be selected only if the operating organization is a Co nti n ge n Cy
separate legal entity from the school. "Bank or Other Financial Institution Debt” if the funds are debt from a bank or other financial institution. If contingency
funding is to be from a line of credit, it must be renewable and the School must demonstrate a history of renewing the line of credif. "Endowment Fund" if the school d . h
will use an endowment fund. The name of the endowment fund must be indicated below and maich the name on the bank statement provided as support. "Available fU n | ng O n t e
Cash" if the school has cash available each month as identified on Schedule 8-1 and 8-2, Line 31. The name of source should be the school name. "Unrelated
Organization" for all other organizations. botto m Of
A
Name of Source General dgscrip{ions such as "bank account” B ] c ) Sched u | e 12- 1.
are insufficient. Source Type Amount Available for Contingency Funds
16
17
18
19
20
31| TOTAL

. 14

The school must identify what contingency funding it will use in the bottom of
Schedule 12-1. In the first column, the school must identify the source of the funds.
Generally, this must be the name of the individual, organization, or bank providing the
funds. If the school identifies available cash as the contingency funding source, the
name of the source should be the school name.

Source type should be where the school is getting the funds. This is a drop down field.
The school should identify individual if an individual is providing the funds; related
party organization if the provider is an organization related to the school; Bank or
other financial institution debt if the funds are from a bank or other financial
institution; endowment fund if the funds are from an endowment fund; available cash
if the school has cash available in each month that is sufficient to cover the
contingency funding; or unrelated organization for all other organizations.

The definition of who is a related party for purposes of identifying a related party
organization is explained in the training on Schedule 6.

14
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Schedule 12-1 Contingency Funds

Endowment Fund

*

Bank Financial Written
Fund Source Statement |Statements| Agreement Other
Individual * *
Related Party Organization * * *
Documents

establishing fund

Unrelated Organization

Bank or Other Financial
Institution

See slide

Bank Statement: Must be a statement dated no earlier than 2
months before the budget due date that shows the individual or

i organization has at least as much money available as identified in the
contingency funding section.

. 15

We will now go through each source of contingency funding and what documentation
must be provided with the budget to support the amounts being available.

If an individual, related party organization, or endowment fund is providing the
contingency funding, the school must provide a bank statement dated no earlier than
2 months before the budget due date that shows the individual or organization has at
least as much money available as identified in the contingency funding section. The
name on the bank statement must be the name of the individual, related party
organization or endowment fund identified on Schedule 12-1.

15
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Schedule 12-1 Contingency Funds (cont)

Endowment Fund

*

Bank Financial Written
Fund Source Statement |Statements| Agreement Other
Individual * *
Related Party Organization * * *
Documents

establishing fund

Unrelated Organization

Bank or Other Financial
Institution

See slide

Financial Statements: Current balance sheet and year to date
e income statement dated no earlier than 2 months before the
— budget due date.

16

If a related party organization is providing the funding, the related party organization
must provide a balance sheet and income statement dated no earlier than 2 months
before the budget due date that shows the organization has at least as much money
available as identified in the contingency funding section.

16
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Schedule 12-1 Contingency Funds (cont)

Bank Financial Written

Fund Source Statement |Statements| Agreement Other
Individual * *
Related Party Organization * * *
« Documents
Endowment Fund establishing fund

Unrelated Organization *

Bank or Other Financial .

See slide

Institution

Written Agreement: An agreement specifying who will provide the funds, that
it will be provided to the school, the amount that will be provided, when it will
be provided, if the amount needs to be paid back and, if so, when it needs to be
paid back.

I — v

<lll
x|

If the source of the contingency funds is an individual, related party organization, or
unrelated organization, the school must provide a written agreement showing the
funds are available. The written agreement must specify who will provide the funds,
that it will be provided to the school, the amount that will be provided, when it will be
provided, if the amount needs to be paid back and, if so, when it needs to be paid back.

17
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Schedule 12-1 Contingency Funds (cont)

*Endowment Funds: Documents establishing the endowment fund.

These documents should indicate:
*How the funds will be managed,
*What funding the endowment fund will provide to the school and the
payment frequency (such as the interest on the funds will be provided
annually), and

*What the funds may be used for, including any restrictions on the fund'’s uses.

. 18

If the school identifies that endowment funds will be used as a contingency funding
source, the school must provide documents establishing the endowment fund. These
documents should indicate how the funds will be managed, what funding the
endowment fund will provide to the school and the payment frequency (such as the
interest on the funds will be provided annually), and what the funds may be used for,
including any restrictions on the fund’s uses. If the endowment fund was identified in
the budget as providing endowment fund income on Schedule 4-3 or an endowment
fund of the school on Schedule 7, the school would have already been required to
provide these documents.

18
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Schedule 12-1 Contingency Funds (cont)

*Bank or Other Financial Institution:

*If the school currently has the debt, a current statement from the lender
showing the principal balance. This includes a statement for a line of credit
that currently has $0 taken out.

*A current debt agreement or evidence the school is obtaining the debt. If the
school does not yet have the agreement, the evidence must include:

*The lender's name,
*The estimated amount to be provided, and
* A statement that the lender will provide the funds to the school.

e —— v

If the school identifies a debt agreement with a bank or other financial institution as a
source of contingency funding, the school must provide documentation showing the
funds are available. If the debt was identified in the budget, these supporting
documents would have already been required.

If the school currently has the debt, the school must provide a current statement from
the lender showing the principal balance. This includes a statement for a line of credit
that currently has $0 taken out.

Additionally, the school must provide a current debt agreement or evidence the
school is obtaining the debt. If the school does not yet have the agreement, the
evidence must include the lender's name, the estimated amount to be provided, and a
statement that the lender will provide the funds to the school.

June 2024

19
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Available Cash

SCHEDULE 8-1: ANTICIPATED CASH FLOWS JULY - DECEMBER
LN | Jul-2025 | Aug2026 | Sep2026 | Oct-2025 | Nov-2025 | Dec2025 | Sub Total
ENDING CASH BALANCE
28 [ENDING CASH BALANCE WITH RESTRICTED FUNDS - - - - - -
29 |ENDING CASH BALANCE EXCLUDING RESTRICTED FUNDS - - - - - -

ENDING CASH BALANCE WITHOUT SNSP
30 [ENDING CASH BALANCE WITHOUT SNSP REVENUE - - -] -] -] -]

AVAILABLE CASH
31 |AVAILABLE CASH* - - - -] -] -]

*Review Line 31 on Schedule 8-1 and 8-2.

* The maximum amount that can be identified as available cash is the lowest amount on Line
31 on Schedules 8-1 and 8-2.

« If any amounts are negative, available cash cannot be used as a contingency funding source.

. 20

The last type of contingency funding is available cash. This type can be identified if
every month on Schedule 8-1 and 8-2 indicate the school has at least as much cash on
Line 31 that is identified as available cash for contingency funding. If this line includes
any negatives, available cash cannot be identified as contingency funding. The
available cash line excludes the Choice program and SNSP revenue since contingency
funding must be sources of funds that are available if the Choice or SNSP pupil counts
are lower than expected. If the school participated in the Choice program or SNSP in
the prior school year, the school must also remove the prior year required cash and
investment balance that the school is required to retain for future Choice program or
SNSP eligible education expenses.

Please note that this line in the cash flow schedule does include restricted cash such
as endowment funds. The reason for this is that restricted funds of the school
generally can be used for emergency use. Contingency funding is the funding that will
be used if the enrollment is lower than expected when there are no other funding
sources available and additional funds are needed.

20
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Knowledge Check 1

The school has a line of credit for $200,000. The school plans on taking out
$100,000 in September and another $100,000 in January. The school plans on
repaying the $200,000 in June. How much of the line of credit may be used as

contingency funding?

a. $200,000
b. $0
c. $100,000

I 21

| will give you a minute to read through this question and determine what you think
the answer is.

The correct answer is $0. Since the school has taken out the full $200,000 on the line
of credit from January to June, none of the line of credit can be identified as a
contingency funding source. As a reminder, funding must be available in every month
in order for it to be used as contingency funding.

21



2025-26 Choice Fiscal Management Training

June 2024

SCHEDULE 8-1: ANTICIPATED CASH FLOWS JULY - DECEMBER
LN | [ Jul-2025 | Aug-2025 | Sep-2025 |  Oct-2025 | Nov-2025 | Dec2025 | gup Total
. 1_|Beginning Cash And Investment Balance -] 55.000 | 45,000 | 35.000 | 150.000 | 150,000 |
Whatis the CASH RECEIPTS
2 | Ghoice State Aid [ [ [ 20,998 | \ 20.998 | 41,995
. 3 ‘ Special Needs Scholarship Program ‘ ‘ ‘ 6,538 | ‘ - ‘ 6,538
maximum ENDING CASH BALANCE
28 |[ENDING CASH BALANCE WITH RESTRICTED FUNDS 55,000 | 45,000 | 35,000 | 150,000 | 150,000 | 173.300 |
amount of 29 |ENDING CASH BALANCE EXCLUDING RESTRICTED FUNDS 55,000 | 20.000 | 10,000 | 125,000 | 125,000 | 148,300 |
. ENDING CASH BALANCE WITHOUT SNSP
avallable 30 [ENDING CASH BALANCE WITHOUT SNSP REVENUE 55,000 | 45,000 | 35,000 | 143,462 | 143462 | 166.762 |
AVAILABLE CASH
CaSh that 31 |AVAILABLE CASH"* 55,000 | 45,000 | 35,000 | 122,465 | 122465 | 124.767 |
can be u Sed SCHEDULE 8-2: ANTICIPATED CASH FLOWS JANUARY - JUNE
LN ‘ Jan-2026 Feb-2026 Mar-2026 Apr-2026 May-2026 Jun-2026 ‘ Sub Total ‘ Year Total
1_|Beginning Cash & Investment Balance 173.300 | 100,000 | 80.000 | 103.300 | 80.000 | 80.000 | |
a s CASH RECEIPTS
2 | Ghoice State Aid I | 20,998 | I [ 20,998 | 41,995 | 83.990
1 3 | Special Needs Scholarship Program | I 3,260 | | | 3.269 | 6.538 | 13,076
Contlngency ENDING CASH BALANCE
. . 28 [ENDING CASH BALANCE WITH RESTRICTED FUNDS 100,000 | 50000 | 103,300 [ 30,000 | 80.000 | 100,000 | [ 97.066
fu nd I ng In 29 ‘ENDING CASH BALANCE EXCLUDING RESTRICTED FUNDS 75.000 ‘ 55.000 ‘ 78.300 | 55.000 ‘ 55.000 ‘ 78.300 ‘
. ENDING CASH BALANCE WITHOUT SNSP
thIS 30 [ENDING CASH BALANCE WITHOUT SNSP REVENUE 93,462 | 73,462 | 93,493 | 66,924 | 70,193 | 86,924 | | 83,990
| 7 AVAILABLE CASH
examp e 31 |AVAILABLE CASH"* 51,467 | 31,467 | 30,501 | 7.201 | 7.201 | 2,934 | I
———— . &

For the next knowledge check, we will review Schedule 8-1 and 8-2 in the budget.

Specifically, we will be looking at the available cash line on these schedules to
determine what is the maximum amount of available cash that can be used for
contingency funding. Schedule 8-1 is on the top of the screen and 8-2 is on the

bottom of the screen. Please take a moment to review the schedules on the screen

and determine the maximum amount of available cash that can be used as
contingency funding in this example.

The maximum amount that can be used is the lowest amount for any month on Line

31. The lowest amountis $2,934 in June 2026. So, $2,934 is the maximum amount

you could identify as contingency funding with a source of available cash.
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Complete Schedule 12-1

MPCP Pupil Count WPCP Pupil Count
4-Year-Old K/437 Hours 2 0
4-Year-Old K/437 Hours + 87.5 Hrs.
Outreach
5-Year-Old K/.5 Day
5-Year-Old K/Full Day 4 3
Grades 1-8 15 3
Grades 9-12 2 3

PUPIL COUNTS USED FOR CONTINGENCY FUNDING
ALL PUPIL COUNT CHOICE PUPIL COUNT
A B c D E F G H | J

Sch 241
Average FTE | Average |FTE Change
FTE

Line

Average Average Average

Item Description [Average HC |Average FTE| FTE Change MPCP Count | WPCP Count | RPCP Count

4-Year-Old K-No Outreach

4-Year-Old K + Outreach
5-Year-Old K/.5 Day
5-Year-Old K/3 Day
5-Year-Old K/4 Day
5-Year-Old K/Full Day
Grades 1-8

Grades 9-12

TOTAL

_- | | | | | | | | 23

wl o |~|o|;|&|w|n]| =

We will now go through an example of how to complete Schedule 12-1 and 12-2. The
top of this screen identifies the MPCP and WPCP pupil counts that will be used to
determine contingency funding for our example school. Please pause the
presentation and take a few minutes to input this information into Columns E and F in
your budget. Continue the presentation when you are ready to proceed.

The MPCP and WPCP pupil counts are input into Columns E and F as you can see on
the screen.
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Complete Schedule 12-1 & 12-2

«Remove one teacher who was to be paid a salary of $44,000. The 7th and 8th
grade classroom will be combined.

*The school will purchase $5,000 less of equipment and $1,000 less of
classroom supplies.

*The school will receive $10,000 less of tuition and fees.
«The school will receive $5,000 less of government assistance.
+St. Mary’s offers to provide $35,000 of additional funding if required.

*The Holy Love Future Scholars Endowment Fund will provide any remaining
required contingency funding, rounded up to the nearest $5,000.

. 24

The information we will use to complete our revised budget is indicated on the slide.
Please pause the presentation and take a few minutes to read through the example.
When you are ready to proceed, please continue the training.
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Example 12-2

COST CHANGES

» A B c D E
= P Revised Current - e - .
=1 Item Description Budget Budget Di f Di A Ao SIS a7 Sk sl
1 [Salaries S5
612,000 612,000 H

e T ST T *An explanation

Ll 7 OK
3 [Employer Paid Benefits S 527 . . .
is required in

44,400 44,400 oK

& [Mon Eligible Expenses Siy " 32,000 32,000 oK COI u n E if
3 ance Gily a7 20,000 20,000 oK I I |
B Cortractor & Other Expenses.

E 242,500 242,500 oK .

Purchases & Lease Payments t h d
& 74,000 74,000 oK erevise
5 [TOTAL COSTS 1,024,900 1,024,900 -
FINANCING SOURCES REDUCTIONS -
10 [Choice Revernue S .2& 127 320,817 477.003 (148.176) budget |S Iess
1 [SNSP Revenue Sve.t& 207 - - OK
12 [ Tuition & Fe Lilr 47
HionBrees 557 274,500 (274,500) ERRORA th an th e

13 [Gowernment Assistance Sivs 47 37,800 (37.800) ERAOR
n Contributions, Mon-Gvmt Grants,

Fundraising, & Church Offerings Sz 427 144,000 144,000 OK
Fattearet Gz oo & current

Investment Incomne S 4-7 30,200 30,200 OK
1B [Other Revenues Siv'r 44 1.200 1.200 _ DK
17 [ TOTAL FINANCING SOURCES 505,217 065,693 (460,476) bUdget.

EET CHANGES

18 [Principal meurred Sve & Sl 7 A 1T 106.000 106,000
18 |Prircipal Paid 59 & G £, Live £ 202,000 202,000 oK
20 [Interest Dwed S G 3 dine 25.300 25.300
21 [TOTAL DEBT (121.300) (121.300) -
22 |CURBENT BUDGE T BALANCE 640.983) (180.508) (460.476) 2[EXPLANATIONS STILL NEEDED

25

Schedule 12-2 will look like you see it on the screen before you identify any revised
budget information. Notice that the revised budget numbers in Column B are

defaulting to the current budget for each line except the tuition and fees and
government assistance lines. Until the amount is filled in for those lines, an “ERROR”
message will show to the right.

We now need to update this based on our example by completing the following:

1) Decrease the salaries by $44,000 on Line 1, Column B for the teacher we remove.
You would then need to explain you are removing a teacher in Column E.

2) Decrease the utilities and supplies on Line 4 by $1,000 and indicate we will
purchase $1,000 less of classroom supplies in Column E.

3) Decrease the fixed asset purchases on Line 8 for the $5,000 less of equipment the
school would purchase. We would then identify that the school is going to purchase
$5,000 less of equipment in Column E.

Next, we need to insert $10,000 less of tuition and fees than the current budget, since
we anticipate receiving $10,000 less of tuition and fees.

We would then input that we expect to receive $32,800 of government assistance on
Line 13. Finally, for tuition and fees and government assistance, Column E should
indicate the amounts were lowered due to the lower enrollment.
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Schedule 12-1

*If any positions are being eliminated, line 14 on schedule 12-1 also

needs to be completed.

EXPLANATION OF CHANGES

13 il any positions be eliminated if the school has the lower pupil count identified above?

If the answer to 13 is yes, what positions will be eliminated? Who will complete the duties of the eliminated positions?

Describe any changes in the timing of cash receipts and cash payments

. 26

On Schedule 12-1, we need to complete Lines 13, 14, and 15. On Line 13, the school
must indicate Yes since they anticipate removing one teacher with the lower budget.
Then, the school should identify on Line 14 that they will remove a teacher and that
the 7th and 8th grade classes will be combined. Since there aren’t any anticipated
changes in the cash receipts or payments, Line 15 should indicate none.
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Required Contingency Funding

E Item Description Revised Budget| Current Budget Difference
SOURCES REDUCTIONS _ Revised Budget Choice Revenue (SCh 12-2, 329,8 17
I 10 [Choice Revenue Sch 2 & 12-1 320,817 I 477.993 (148,176) e Ln 10’ COl B)
11 |SNSP Revenue Sch 2 & 12-1 - - -
. . o,
> [ruton & Foce seh 1 e e o Requ]red Percentage for Contingency 5%
: - (10,000) Funding
13 |Government Assistance Sch 4-1 32.800 37.800 (5.000) i
Contributions, Non-Gvmt Grants, Fundraising, 16’491
“ & Church Offerings Sch 4-2 144000 144,000 -
15 Related Party Organization Contributions &
Investment Income Sch 4-3 30,200 30.200 . o .
- .y Required Funding to Cover Choice 20,000
16 |Other Revenues Sch 4- . .
5200 1,200 - Revenue in Revised Budget
17 | TOTAL FINANCING SOURCES 802.517 965.693 163.176
DEST CHANGES ¢ ) -Greater of $20,000 or 5% of Expected
18 |Principal Incurred Sch 6, Col D, Line 13 106,000 106.000 _ Choice Payments
19 |Principal Paid Sch 6, Col E, Line 13 202.000 202.000
20 |Interest Owed Sch 6, Col D, Line 20 25.300 25.300 _ . . .
P R R - Plus: Any Deficit for Revised Budget (Sch 293,683
I 22 |CURRENT BUDGET BALANCE (293.683)| | (180.508) (113,176) g 12-2, Ln 22, Col B)
Total Required Contingency Funding 313,683

I — 2

Now that we have completed the revised budget, the school needs to determine the
required contingency funding. The required contingency funding has 2 components.
First, the school must have contingency funding that covers the greater of $20,000 or
5% of the expected Choice payments in the revised budget. The revised budget
Choice program payments are on Schedule 12-2, Line 10, Column B. As you can see
on the screen, we take 5% of the revised budget Choice revenue on Line 10, Column
B. Since this amount is below $20,000, the school must have $20,000 of contingency
funding available for this portion of the calculation.

The second part is that the contingency funding must cover any budget deficit
identified in the revised budget. This number is on Schedule 12-2, Line 22, Column B.

We add these two amounts together to get the total required contingency funding.

June 2024

27



2025-26 Choice Fiscal Management Training

Schedule 12-1 Contingency Funding

« St.Mary’s offers to provide $35,000 of additional funding if
required.

* The Holy Love Future Scholars Endowment Fund will provide any
remaining required contingency funding, rounded up to the nearest

$5,000.

CONTINGENCY FUNDING

A

Name of Source General descriptions such as "bank account” B Cc

are insufficient. Source Type Amount Available for Contingency Funds

16

NO RESPONSE

17

18

19

20

21

TOTAL

1|Re

. 28

Until the contingency funding is entered in, “No Response” will be identified at the
bottom of the schedule. The school must enter the contingency funding information
on at least the first line to remove the error.

St. Mary’s indicated they would provide $35,000 of contingency funding, so we input
St. Mary’son Line 16 Column A. St. Mary’s was identified earlier as a related party
organization, so we identify related party organization in Column B. Finally, we
identify the amount available of $35,000 in Column C.

The Holy Love Future Scholars Endowment Fund will provide any remaining required
contingency funding, rounded up to the nearest $5,000, so we put Holy Love Future
Scholars Endowment Fund as the source in Column A, Line 17. Then, we identify
Endowment Fund in Column B and input the remaining required contingency funding
in Column C. This amount is calculated as the total required contingency funding we
calculated on the previous slide less the $35,000 of contingency funding already
provided by St. Mary’s.

June 2024
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Final Budget Review

*Complete Step 16 in the instructions prior to submitting the budget to
DPI:

*Review the cash flow schedules (Schedules 8-1 and 8-2) for negative ending cash

balances with any restricted investments excluded.

*Remove any budget deficits or net losses from the Net Operating Balances Schedule
(Schedule 9).

«Complete the following for the Net Asset Schedule (Schedule 7-1):

*Remove any negative net asset balances.

*Remove any negative net current obligation.

e —— 2

The instructions tab of the budget identifies which schedules the school
should review just before submitting the budget. Reviewing these schedules
is important because making any changes anywhere in the budget can impact
these schedules and result in the school not meeting the requirements. So,
ensuring they meet the requirements just before submitting the budget is
very important. The schedules that should be reviewed as a last step are
identified in Step 16 in the instructions tab of the budget.

First, the school should review the cash flow schedules, which are Schedules
8-1 and 8-2. The ending cash balance on lines 28 and 29 for each month must
be positive. If the school has a negative amount in the available cash line, line
31, the budget would still be acceptable as long as the school has not
identified available cash as a contingency funding source.

Next, the school should remove any budget deficits or net losses from the net
operating balances and net income/loss schedule, which is Schedule 9.

Finally, the school should remove any negative net asset balance or net
current obligation from the Net Asset Schedule, which is Schedule 7-1. If you
have questions on how to adjust any of these schedules, please refer to the
training where we explain that schedule.
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Budget Requirements

*The budget must show the school meets the following
requirements:
* A positive cash balance in every month (schedule 8)
*The school does not have an operating deficit (schedule 9)

Sufficient contingency funding that is available if enrollment is lower than

anticipated (schedule 12-1)

- TR 30

As a reminder, the school’s submitted budget must show that the school:
1. Has a positive cash balance in every month.
2. The school does not have an operating deficit.

3. Theschool has sufficient contingency funding that is available if the school’s
enrollment is lower than expected.

DPI will review any budgets submitted by August 1 and notify the school whether it
meets the requirements by December 31st.
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Complete Budget

*Do not use Google docs or an Apple computer when updating the budget.
*The budget must be completed at the legal entity level.
*The budget must be the final version, drafts are not accepted.

*The cover page must be electronically signed and dated by the Choice

administrator (the individual indicated on the Intent to Participate).

IV. SIGNATURE

All schools: | certify that the information contained herein is correct and accurate, and includes all liabilities of the legal entity of the school. | understand the budget
MUST MEET ALL OF THE REQUIREMENTS in Section lll above. | agree that typing my name below constitutes a legal signature.

For new schools participating in the MPCP, RPCP, or WPCP for the 2025-26 school year: | understand that the Department of Public Instruction (DPI) must
receive a complete budget, including all required attachments, by the date in the instructions. Failure to provide a complete budget and all attachments by the
required date may result in the school being ineligible to participate in the Choice program in the 2025-26 school year.

Electronic Signature of Choice/SNSP Administrator The Administrator must type hisfher name below. Date Signed

e a

It is important that you download the Excel document as an Excel document to your
computer. Make sure you do not open the document as a Google sheet first or update
it in Google sheets. Do not use an Apple computer to complete the budget.

As a reminder, the budget must be completed at the legal entity level. That means it
must include all expenses, revenues, and balances for the legal entity of the school.

The budget must be the final version, drafts are not accepted.
Finally, the cover page must be electronically signed and dated by the Choice
administrator (the individual indicated on the Intent to Participate). In other words,

the Choice administrator must type their name and the date in the signature section
shown on the screen.
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Complete Budget (cont)

*No budget will be accepted with errors on the error report unless an email from a
DPI auditor accepting the error is provided with the budget. Approval for this
must be granted via an email from a DPI auditor PRIOR TO the due date of the
report.

*The question marks give information on how to address errors.

ERROR REPORT
Budget for the period from July 1, 2025 to June 30, 2026

All errors on this page must be removed except if an email from a DPI auditor specifically excusing the error is submitted with the budget. See the comment on the
question mark for information on resolving each error. Please be aware certain errors ensure that different amounts match exactly (including with decimal points)

COVER PAGE

ine | tem
1COVER PAGE COMPLETE: Result
ERROR
The school must complete all yellow cells on the cover page, including oK
indicating all programs it will be participating in. oK
s

. 2

No budget will be accepted with errors on the error report unless an email from a DPI
auditor accepting the error is provided with the budget. Approval for this must be
granted via an email from a DPI auditor PRIOR TO the due date of the report.

As a reminder, if you are unsure how to resolve an error, first put your mouse on the
guestion mark next to the error. Acomment will show that explains how to resolve
the error. If you are still unsure how to resolve the error after reviewing the
comment, you can send an email to dpichoiceauditreports@dpi.wi.gov that includes a
copy of your budget and identifies which error you have a question on. The Choice
auditors will review the error and help you resolve it.
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Complete Budget (cont)

* The Choice administrator must upload the full budget, including all required attachments, to
Kiteworks by the budget due date. Label each attachment with its number before uploading it.

* The DPI strongly recommends not waiting until the last day to upload the documents in case
you have technical difficulties.

GENERAL ATTACHMENTS
. B
Line A Document
Attach 1t Description Required
1 [Current balance sheet for the legal entity of the school dated no earlier than two months before the due date of the budget. The total balancg
n Schedule 7-1 Lines 1, 3, and 7 cannot exceed the total cash and investments per the bank statement. YES
2 Current year-to-date income statement for the legal entity of the school dated no earlier than two months before the due date of the budget. YES
3 I cash and investment account bank statements for the legal entity of the school dated no earlier than two months before the due date of
he budget. NO
une 30, 2024 balance sheet for the legal entity of school. If the school is a current participant in the MPCP, RPCP, WPCP, or SNSP and
4 Eubmitted a standard 2023-24 financial audit (not a modified financial audit) at the legal entity level by October 15, 2024, this balance sheet i
ot required. YES
come statement from July 1, 2023 to June 30, 2024 for the legal entity of school. If the school is a current participant in the MPCP, RPCP,|
5 PCP, or SNSP and submitted a standard 2023-24 financial audit (not a modified financial audit) at the legal entity level by October 15,
P024, this income statement is not required. YES
5 | etter from the Department of Workforce Development indicating the school is using the reimbursement financing option for unemployment|
ompensation. (Schedule 11-1, question 1a) NO @
39

The Choice administrator must upload the full budget, including all required

attachments, to Kiteworks by the budget due date. Label each attachment with its
number before uploading it.

The DPI strongly recommends not waiting until the last day to upload the documents
in case you have technical difficulties. The attachments that must be submitted with
the budget will be identified with a Yes in Colum B, the Document Required column.
Please note that the identified required documents will change based on what is input
in the budget. So, it is important that the school review this as it completes the
budget document and also as a final check to make sure all attachments required
based on the final completed budget have been provided.
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Kiteworks

*Submission of the budget is completed using a secure web based

platform called Kiteworks.
*Only the Choice administrator will be given access to Kiteworks.

In the Fiscal Management quiz, you will be required to identify
whether you are the Choice administrator for the school. If you
identify that you are the Choice administrator in the quiz, you will

be given access to Kiteworks once the quiz is completed.

e ”

Submission of the budget is completed using a secure web based platform called
Kiteworks.

Only the Choice administrator will be given access to Kiteworks.

In the Fiscal Management Training quiz, you will be required to identify whether you
are the Choice administrator for the school. Once the Choice administrator
completes the quiz, DPI will provide the Choice administrator access to Kiteworks.
As a reminder, you must complete the Fiscal Management Training quiz in order to
meet the fiscal management training requirement. If the Choice administrator does
not complete the fiscal management training requirements by the required due date,
the school will not be eligible to participate in the Choice programs for the 25-26
school year.
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Submission of the Budget

< C O @ sftdpiwigov/#/mailjinbox L o :
|‘UMI( 6‘0 Search Files and Folders (FettheMobile App A
[NSTRUCTION
£ Compose Inbox Filter v
Inbox

Sent Received

Drafts You haven't received any messages yet

Trash

Al Files

Favorites

. ({4 . »

*In Kiteworks, go to “All Files
I 3

We will now go through how to upload the documents to Kiteworks. Please note
there is also a Kiteworks instruction document that explains how to upload the
budget and cash flow report and the required attachments to Kiteworks. This

document is available on the Choice webpage.

The Choice administrator must log into Kiteworks. Instructions on how to create a
Kiteworks account are available in the Kiteworks instructions. Once the Choice
administrator is in Kiteworks, go to All Files. The Choice administrator should not

send the budget and attachments as an email in Kiteworks.
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Submission of the Budget (cont)
*Click on your school’s folder and then click “Original Submission”.

PUB“L & Search Files and Folders

INSTRUCTION

Inbox kiteworks

Sent Name Updated v Size
Drafts 12 Bxample School O Todayat 1:56 PM 1 item

36

Click on your school’s folder.
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Submission of the Budget (cont)

*Click on the Upload button or drag and drop the documents in.

*Upload the Budget & Cash Flow Report as an Excel document, not a pdf.

sent

Drafts = mentpar

reemants pat

tablishment Docs.pdf

FPPEYREEDE

37

You can upload the documents one of two ways. You can click on the upload button
and select the budget and cash flow report and attachments. The other option s that
you can drag and drop the documents into Kiteworks.

Note that the budget and cash flow report must be uploaded as an Excel document. It
should not be uploaded as a pdf document.

Also, please note that each attachment should be labeled with the number of the
attachment and separately loaded as shown on the screen.
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3 Kiteworks Budget Submission Instructions: :
H i https://dpi.wi.gov/parental-education-options/choice-
Ava"able ReSOU rces programs/school-registration/new-schools

*K4 Parental Outreach (Training 1-3) *Financial Audit and PSCP/SNSP Reserve
* Auditor Authorization Form (Training 3-3) Balance Bulletin
« Financial Audit Requirements (Training 5) * PSCP Eligible Education Expenses Bulletin
«Fiscal & Internal Control Practices * K4 Parental Outreach Activities Bulletin
(Training 6) « Tuition and Fees Bulletin
* Payment Process, Pupil Count Overview, * Criminal Background Check Bulletin
Audit Overview (Training 9-1) «Staff Credentials Bulletin
*Count Reports (Training 9-2 & 9-3) «Summer School Bulletin
* Accreditation Bulletin
*Insurance & Fidelity Bond Bulletin
https://dpi.wi.gov/parental-education- https://dpi.wi.gov/parental-education-
options/choice-programs/on-demand-training options/choice-programs/bulletins

38

The department has on demand trainings and bulletins available to help schools
understand programmatic requirements. Schools are encouraged to review these
trainings and bulletins throughout the year when you have questions on the Choice
requirements.

The link for the Kiteworks Budget Submission Instructions is at the top of the slide.
This is the webpage that includes information on all of the requirements new private
schools must initially meet. This webpage includes a link for the Fiscal Management
Training quiz that must be completed to receive credit for having completed the fiscal
management trainings.
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This slide intentionally blank.

e »
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Questions?

Budget questions should be sent to:

dpichoiceauditreports@dpi.wi.gov

General program questions should be sent to:

privateschoolchoice@dpi.wi.gov

. 40

Questions on this training, including questions on the budget and cash flow report,
should be directed to dpichoiceauditreports@dpi.wi.gov, rather than a specific
auditor. This mailbox is monitored by all of the Choice program auditors.

If you have general Choice program questions, they should be directed to the Choice
program consultants at privateschoolchoice@dpi.wi.gov.
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