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Foreword
Wisconsin Administrative Code Chapter PI 35 requires schools participating in the Milwaukee Parental Choice Program (MPCP) or in the Racine Parental Choice Program (RPCP) collectively “Choice” to obtain a separate audit of the school’s September and January enrollments. This guide provides the reporting requirements and procedures for the January 9, 2015 enrollment audit.  The enrollment audit report, with all required supporting documents must be provided to the Department of Public Instruction (DPI) by September 1, 2015.  

Management/Auditor Responsibility:

It should be made clear to school management that they are responsible for the proper reporting of enrollments and that the auditor’s responsibility is to determine that the pupil counts accompanying the agreed upon procedures report are fairly presented, in all material respects, in conformity with the requirements of PI 35.

Pupil Eligibility Determination & Management Assertions:

The counting criteria found in PI 35.04 (7) refer to which pupils may be included in the school membership report under PI 35.04 (6).   Under PI 35.04 (6) (c), the school administrator must ensure that applications submitted for the pupils included in the membership report are complete, accurate and signed by the parent or guardian and the school administrator or his or her designee as proof of enrollment qualifying for a state aid payment.  The following management assertions are implicit in the membership report and applications submitted to the DPI:

· The school determined a student’s income (if applicable) and residency qualified for Choice participation.  Support for the information on the student’s Choice application was provided during the open application period in which the application was received including support for the family income (if applicable) and residency documents provided by the student’s parent or legal guardian.
· All applications submitted to the DPI were signed by the student’s parent or guardian and the school administrator or administrator designee.

· All corrections to applications were made using the strike-through method and without the use of correction fluid as required by the DPI.

· Pupils included on the School’s January 9, 2015 pupil count report to the DPI were either present for instruction on that day or the alternative count date, if applicable, or were present for instruction at least one day before and after the count date; and during the period of absence were not enrolled in another school or a home-based private educational program.

Procedures Completed:

All procedures identified in PI 35.04 (9) (d) and those agreed upon by the auditor and the DPI are to be followed.  This Guide contains procedures identified as “Agreed Upon Procedures” that constitute the procedures agreed upon by the auditor and the DPI.

If a pertinent procedure is not performed, the DPI is to be notified in a separate written communication regarding the reason for not performing the procedure.  Under professional standards, when an auditor undertakes an attest engagement for the benefit of a government body or agency and agrees to follow specified government standards, guides, procedures, statutes, rules, and regulations, the auditor is obligated to follow those governmental requirements as well as applicable attestation standards.    

The procedures should be “cut and pasted” as needed when developing the firm’s attestation program and for meeting reporting requirements.  The auditor must use the Independent Accountant’s Report on Applying Agreed Upon Procedures and schedules available on the Choice webpage at http://sms.dpi.wi.gov/choice_FIR_Jan_Audit.
Existence of Pupils/Evaluation of Omissions & Misstatements:

Eligibility for a Choice state aid payment (through inclusion in a reported count) is predicated, in part, on the pupil being income, if applicable, and residency eligible.  Inherent in submitting a Choice application to the DPI, and including the pupil in a submitted class list, is management’s acknowledgement that the pupil exists.  A pupil for whom there is no externally produced income and residency documentation, such as a copy of the parent's utility bill, raises a potential issue as to actual existence of that pupil.  

  

Professional standards require that both qualitative and quantitative aspects of omissions and misstatements be considered in expressing a conclusion.  Management practices that resulted in the identified errors should be evaluated when assessing whether or not the school is in material compliance with the requirements of PI 35.
Summary of Significant Report Changes Made
Changes that were made consistent with the September 2014 Enrollment Audit have not been included below.
	Step
	Change(s)

	General
	1) Added information on the use of an alternative count date.

	1.4
	1) Added information on the K4 outreach requirements.

	2.1
	1) Removed the requirement to obtain several documents that are no longer needed.

	2.2
	1) Clarified the total Choice and All Pupil count should equal by grade.

	2.3
	1) Added instructions on how to obtain the confirmation data in OAS.

	2.3 & 2.4
	1) Clarified the procedures should include verifying the students are in the correct grade and that the name matches OAS.

	2.12
	1) Added instructions on how to obtain the waiting list confirmation data in OAS.

	Step 3
	1) Separated steps that included multiple procedures.

2) Added clarifying information on how to complete procedures.

	3.4
	1) 
Removed the general reference to identifying any ineligibility reasons in the ineligibility list and added determining if the application was completed by a student that was not yet 18.

	3.6
	1) 
Added the requirement to determine if the student was 21 as of September 1 or the date they applied (previously included in the general requirements in Step 3.4).

	Excel Report
	1) Removed the disclosure of the operating organization from the cover page and changed it to the school’s city.

2) Separated the paper application and parent application ineligibility reasons.   Also updated the reasons.
3) Removed several pending reasons.

4) Modified the K4 outreach error to show an error even if the school has no students in the K4 with outreach category.  In this case, N/A should be inputted.
5) Added an error if the auditor has not identified whether or not the school has a waiting list if the school participates in MPCP or RPCP.

6) Automated the Per DPI pupil counts.  The counts will be automatically updated once the school name is selected on the cover page.  The program(s) participating in on the cover page will also be automatically updated.

	Agreed Upon Procedure Report
	1) Removed the requirement to include the revision date for the count report.

2) Added disclosure of the count date for the January Enrollment Audit since it can vary by school.

3) Updated to match the revised guide.


Reporting Requirements

THE AUDITOR IS REQUIRED TO MAINTAIN A COPY OF THE APPLICATION AND ALL SUPPLEMENTAL DOCUMENTATION RECEIVED, WHICH INCLUDES ANY REQUIRED CHANGES, FOR ANY PUPIL INCLUDED IN SCHEDULE 2 OR 3 IN THE WORKING PAPERS.
Submitted Report:

The report may be mailed or emailed to the DPI.  Faxed copies are unacceptable.  See the instructions page in the Enrollment Audit Excel document for additional information.  The enrollment audit report package provided to the DPI must include the following in the order listed below.  Do not bind together or place in a cover.
· Report Cover Page Signed by the Choice Administrator

· Error Report

· Independent Accountant’s Report on Applying Agreed Upon Procedures - Addressed to “Authorizing Individual” who is the Head of the School’s Operating Organization or Governing Board. 
· The report must be dated as of the completion of field work.
· The report must be addressed to the authorizing individual from the school who is the Head of the School’s Operating Organization or Governing Board.  This person may not necessarily be the Choice administrator.  The title of the authorizing individual and the operating organization of the school must be used in the address.

· Schedule 1 “Pupil Enrollment Count Schedule” 

· Schedule 2a “Pupil(s) Ineligible for Choice Payment per Examination”

· Schedule 3a “Pending Pupil Application Issues”
· Schedule 4 “Waiting List Schedule”
· A copy of the application for any students in Schedule 3 (if any students are included in Schedule 3).  The income, if any, and residency documentation do not need to be attached to the audit but should be maintained in the auditor workpapers.
PI 35 requires the auditor to respond directly to inquiries from the DPI, permit DPI review of working papers and provide the DPI with copies of working papers as requested. The  audit working papers must be retained for at least three years from the date of the department’s certification of the school’s current year Financial Information Report, unless requested to retain the records longer by the DPI or a law enforcement agency.  The school should be advised of the requirement to retain pupil records used in the audit.
Please contact DPI if you have any questions.  See the cover sheet for contact information.
Andrea Kratz, Sherry Colstad, & Terry Casper, School Finance Auditors
Private School Choice Programs
Milwaukee Parental Choice Program (MPCP) & Racine Parental Choice Program (RPCP)
Pupil Enrollment Payment Eligibility Procedures

1. Understanding the school’s pupil count reporting environment
1.1. Auditors who completed the September Enrollment Audit should complete Section B and 

auditors who did not complete the September Enrollment Audit should complete Section A.
Section A (Auditor Did Not Complete the September Enrollment Audit):

The completion of these procedures may be partially completed by obtaining the prior auditor’s September Enrollment Audit work papers.  However, the new auditor should make inquiries of the school and review the school process to ensure all documented items in the prior auditor’s work papers are appropriate and correct.  If the auditor chooses to use the prior auditor’s work papers, procedures should include the inquiries included in section B.

Prepare a memo/memos documenting:
General:

1) That you have obtained an understanding of the Choice on-line application system (“OAS”) by viewing the PowerPoint trainings on “Entering Applications” and “3rd Friday and 2nd Friday Count Reports” at http://sms.dpi.wi.gov/choice_oas.

Process for Preparing Attendance Records:

2) The names of classroom teachers, and their responsibilities for attendance and grade recording.  Determine the process the teachers use to record attendance.  Copies of classroom records or attendance summaries are not considered original classroom records.  
3) If the School maintains a completely computerized attendance and pupil grading database, develop procedures to test the system with the agreement of the DPI.  A sample test plan is available at http://sms.dpi.wi.gov/choice_FIR_Jan_Audit.  The test plan must be approved by the DPI prior to testing and reliance on the computer attendance system.
4) The process and the names of staff involved in preparing the school’s official or central office records (“official attendance records”).  
5) How the school compiled the “All Pupils” and “Choice Pupils” count date enrollment from official attendance records.  Many schools used an alternative count date rather than January 9th this year.  See the “January 2015 Count Dates” document at http://sms.dpi.wi.gov/choice_FIR_Jan_Audit to determine the count date of the school.  This date will be referred to as the January count date or count date herein.  Ensure the school completed the count report based on the correct date.
6) How the school determined if a pupil not in attendance for instruction on the count date should or should not be included in the count.  This should include determining where the student was on the count date and that they were not enrolled in or attending another school.
7) How the school determined that a pupil should be listed on the submitted count report as a Choice pupil.

Application Review:

8) The school’s process for accepting and reviewing applications, names of staff involved, and how original applications are filed and safeguarded.

9) The methods the school used to notify parents and guardians of the need to provide income (as applicable) and residency documentation, the process used to follow-up on inadequate documentation, and how income documentation is filed and safeguarded.  Since all documentation for an application must be obtained in the open application period that the application is received, ensure the process to follow-up on inadequate documentation includes rejecting applications that do not have all of the required documentation after the open application period is completed.

Other Considerations:

10) The process the school uses for responding to requests for pupil records and transcripts from other schools and the availability for review.  Ensure that the process to respond to requests for pupil records and transcripts includes keeping the pupil records at the school.
11) If the school is or is not a “Partnership” or “Contract” school of a public school district.

12) If the school operates a child care center in the same building as the school. If so, obtain:

· A schedule of the child care hours of operation and the location where child care activities occur during the hours the Choice classes are being held (Child care activities cannot be in classrooms at the same time that K-12 instructional activities are occurring). 
· A listing of childcare clients identifying those who are also Choice pupils and:

· the days, hours, classroom location and teacher of the Choice pupils during school hours; and
· the day, hours, location and individual responsible when the Choice pupils are childcare clients.
Section B (Auditor Completed September Enrollment Audit):

Obtain the information for the procedures below from the September 2014 Enrollment Audit Guide.  Hold a meeting with individuals associated with count procedures, obtaining applications, and other procedures as relevant to the school asking the following questions.  Recommended inquiries: the Choice administrator, 1 teacher, and 1 office staff person (not all questions will be relevant to all individuals).

1) Have there been any changes in the names of classroom teachers, and their responsibilities for attendance and grade recording?

2) Is the same process used by the teachers to record daily attendance or absences, grades or other indications of instruction such as progress reports?

3) If the School maintains a computerized attendance and pupil grading database, have there been any changes in: 1) the way the system is used; 2) how data is entered by the teacher into the system; 3) the programming of the computerized attendance records; 4) the capability of administrators or anyone other than teachers to manipulate attendance data; or 5) any other changes that would affect the recording of the computerized attendance records? (Additional recommended inquiry: IT individual, if applicable)
4) Have there been any changes in how the school compiles the “All Pupils” and “Choice Pupils” count date enrollment from daily attendance records?  Many schools used an alternative count date rather than January 9th this year.  See the “January 2015 Count Date” document at http://sms.dpi.wi.gov/choice_FIR_Jan_Audit to determine the count date of the school.  This date will be referred to as the January count date or count date herein.  Ensure the school completed the count report based on the correct date.
5) Has there been a change in how the school determines that the pupil should or should not be included in the count if a pupil was not in attendance on the count date?

6) Has there been any change in how the school determined that a pupil should be listed on the submitted count report as a Choice pupil?
7) Have there been any changes in the process and the names of staff involved in preparing the school’s official or central office records?

8) If there is a child care center operating in the same building, have there been any changes in the days, hours and classroom locations that would result in child care activities occurring in the classrooms at the same time as instruction?  (Additional recommended inquiry:  Day care staff person)

9) Inquire if there has been any change in the status of the school as a “Partnership” or “Contract” school of a public school district.  Also, determine if any pupils have moved in or out of Choice from these programs.  If so, obtain a list of these students.

10) Have there been any changes in the school’s process for accepting and reviewing applications, names of staff involved, and how original applications are filed and safeguarded?

If any changes are noted, determine their affect.  If it is determined that any changes will have an effect, obtain additional information to understand the new process and test it as needed (see Section A for additional assistance).  Document the results of the inquiries and the related assessment of any changes in a memo retained in the working papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.2. Review the Department guidance on completing and accepting Choice applications available at the Choice internet site.  The bulletins and the student application checklist are available at http://sms.dpi.wi.gov/sms_forms under “Explanation of Application Requirements and Process”.
Provide an indication of this being done in a work paper memo.
These guidance documents provide requirements for proper completion and acceptance of a Choice application.  It is recommended that school staff complete the Application Checklist for every application and retain in each pupil’s application file.  All choice schools should retain in each pupil’s application file the original accepted application, income documentation (if applicable) and residency documentation.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.3. Obtain a copy of the School’s calendar or review the copy previously obtained showing that instruction was scheduled for the count date for all classes and pupils.  Confirm with school staff that school was held on the count date.
Retain in work paper file if not previously included in the September 2014 Enrollment Audit working paper file.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.4. If the school is not reporting pupils enrolled in a 4-year old kindergarten program with outreach activities, answer “N/A” on the “K4 Outreach” portion of Schedule 1 of the January Enrollment Audit Excel document.  
If the school reported pupils enrolled in a 4-year old kindergarten program with outreach activities for either the audited 3rd Friday in September count or 2nd Friday in January count, determine that the school has provided 87.5 hours of outreach activities, with documentation of activities actually occurring, maintained by the classroom teacher.  Obtain a copy of the documentation as working paper documentation.  Review the listing of outreach activities ensuring they are all acceptable activities.  The review should include determining the following.  See the bulletin at http://sms.dpi.wi.gov/sms_mpinfbul for a list of example activities that are allowed, and the requirements for them to be included, and a list of some activities that are not allowed.
· Only Provided to K4 Parents: The activities must only be provided to K4 parents.  If the activity is offered to parents of other grades, it could not be counted as four-year-old kindergarten outreach.  Any parent-teacher conferencing must be above and beyond the days provided for other grade levels.

· Activities Available to All K4 Parents: The activities must be available to all K4 parents and not be disciplinary or specific assistance for a particular pupil or pupils.
· K4 Parental Role Educational Component: The activities must have an educational component for the parent and the focus must be on assisting the parent in their role as a K4 parent.

· Separate from Direct Instruction: The activities must be provided separate from direct instructional hours and in addition to the required minimum 437 hours of direct pupil instruction.  
· Attendance: At least one parent must attend the event/complete the activity in order for the school to include the outreach activity in their total hours.

· Allowed Time: The amount of time included for the activity is the time of the activity for one parent only.

· Fundraising and volunteering are not allowed activities.

If the school is unable to provide the appropriate documentation or if the total of allowed outreach activities is not at least 87.5 hours, all K4 pupils in the classroom must be reported in the ½ day (.5) category as follows:

· The “K4 Outreach” portion of Schedule 1 of the January Enrollment Audit Excel document should have a “No” inserted.
· The All Pupils “Per Examination” column should reflect the K4 pupils on line 1.
· The K4 Choice pupils should be included in the “Outreach Disallowed” column on lines 10 and 11.  The pupils should decrease line 11, so this amount must be entered as a negative.
· In the FIR, the Choice and All Pupil K4 “Per Examination” counts on Schedule 1 and 2 should be on the K4 without outreach line for the January count.  Additionally, the auditor must indicate a No in line 7 of Schedule 2 so the September K4 pupils are moved to the K4 without outreach category.
Please note the K4 pupils who only have an ineligibility and pending reason related to K4 outreach being disallowed should not be listed on Schedule 2 or Schedule 3 in the January Enrollment Audit.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.5. Inquire of the school regarding contested applications or pupil eligibility issues with parents or the DPI.

Prepare a work paper memo identifying pupils, the related issues, and status.  Determine if the dispute has an effect on pupil eligibility and/or Choice payments.
Retain in work paper file.

	 Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


1.6. Complete/update the required fraud risk assessment audit guide available at http://sms.dpi.wi.gov/choice_FIR_Jan_Audit.  This audit guide incorporates fraud due to payment eligibility issues and overall financial statement fraud for the year end Financial Information Report.  Reference the location of the fraud risk assessment completed below.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2. ATTENDANCE REQUIREMENTS:  Determine that pupils reported on the Count Report meet attendance criteria

A pupil that does not meet attendance requirements must be excluded from the reported enrollment count. If a Choice pupil, the pupil is to be included on the Enrollment Audit Report Schedule 1 as an ineligible pupil and on the Enrollment Audit Report Schedule 2 “Pupil(s) Ineligible for Choice Payment per Examination.” 
Every pupil that meets the attendance requirements must be included in the per examination column of the “All Pupils” section of the audit report’s Schedule 1, regardless of whether or not they are Choice, tuition payment pupils, or pupils attending the school without payment.
Pupils that meet the attendance requirements but are not eligible due to a Choice application, residency or income eligibility issue are to be included in the All Pupil count, but not in Choice Pupil count.  If the pupil was initially included in the Choice Pupil count, the pupil should be included in the ineligible pupil column.

2.1. Obtain the following information from the school for completion of the attendance procedures:

1) The school’s official attendance records for the count date.  If pupils were included due to attending any day before and any day after the count date, the School must also provide the official attendance records for the applicable day before and the day after the count date.  The listing should be by grade level.  Have the school identify Choice pupils on the listing. [Required by PI 35.04 (9) (b)]
The auditor should access the “Choose Standards” link under “Continuing Elig” in the OAS to determine if the school selected average attendance rate, which is choice 2.  If this was selected, the school must provide information on the records it is using for this requirement.
If the school is not using the average attendance rate as its continued participation standard, then the official attendance records for enrollment audit purposes shall be the record of the number of days each pupil was present during each month as required by statute 118.16 (3).

2) Classroom grade books or other records maintained by teachers identifying daily attendance or absences, grades or other indications of instruction such as progress reports (“original classroom records”).  These cannot be the same as the Official Attendance Records.  These records must be teacher originated. [Required by PI 35.04 (9) (b)]
3) A signed copy of the January Pupil Count Report certification page. Maintain a signed copy of the certification page in the work papers. 
4) The February and May payment listing provided to the school with the checks will be needed to determine the payments made for any ineligible pupils included in Schedule 2.  The auditor may choose to only obtain these if ineligible pupils are included in Schedule 2.
5) The auditor may choose to have the school complete the September to January Pupil Count Reconciliation, Form PI-PCP-108.  This document is available as a separate document at http://sms.dpi.wi.gov/choice_FIR_Jan_Audit.  A listing of the pupils included as “Adds” and in the “Less” column should be provided.  No differences should be noted when complete.

6) A listing of any additional pupils that should be added to the January count that were not included in the January Pupil count report.
7) The school’s list of students remaining on the waiting list after the January count date.  This should be the school’s list of students in the randomly selected order, not the list submitted in OAS (“school’s waiting list”).
Retain these documents, except for the February and May payment listings, in the work paper file.

If the School is using pupil enrollment software, obtain hard copy listings and access to the pupil database records with School staff assistance.  If the School is unable to provide the supporting count listings, the School must provide a rebuilt count from enrollment and classroom records.
PI 35.04 (9) (d) 9 (e) requires that failure of the School to provide original classroom records be considered a scope limitation and the auditor must determine the pupil ineligible for a Choice payment.  If this situation occurs, please notify the department immediately.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.2. Verify Choice and All Pupil totals per the official attendance records equal totals per the original classroom records by grade. [Required by PI 35.04 (9) (d) 1.]

Provide an indication of this procedure being completed in a work paper.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.3. Verify enrollments for all Choice pupils reported on the DPI Pupil Information Report, if applicable, against the School’s official attendance records.  
Obtaining the DPI Pupil Information Report:  The DPI Pupil Information Report can be obtained from the OAS at https://apps4.dpi.wi.gov/MPCP/(S(rgaltom1itdx4qx4bbd5jc1l))/Login/UserLogin.aspx by clicking on Auditor Items- January DPI Pupil Information Report (MPCP and RPCP).  Then select the 2014-2015 school year and the school from the drop downs.  Select Export Data to view the full report in Excel.  In order to access OAS, you must have completed the required OAS training, the DPI OAS Auditor Access form, and been granted access by the department.
Name and Grade Review:  Ensure the name and grade on the DPI Pupil Information Report matches the official attendance records for the January count for each Choice pupil.  The grade for the January Count is included in the DPI Pupil Information Report in the “2nd Fri Jan Grade” column.  If the name and/or grade are different, complete the following:

Grade:
· If the grade does not match, confirm the grade per the official attendance records matches the grade in the original classroom records.  

· If it is determined the DPI Pupil Information Report reflects the wrong grade, determine if the pupil is age eligible for the grade attended per the classroom records if the student is in K4, K5, or 1st grade, by reviewing the date of birth on the application.  If they were in four year-old kindergarten a student must be born on or before September 1, 2010.  For five year-old kindergarten a student must be born on or before September 1, 2009.  For first grade, a student must be born on or before September 1, 2008.  
· If age eligible for the grade attended, the pupil should be included as ineligible on Schedule 2 with the grade on the DPI Pupil Information Report and pending on Schedule 3 with the correct grade.  

· If not age eligible, the pupil should be included as ineligible on Schedule 2. [Required by PI 35.04 (9) (d) 3].  

Name:

· If the name does not exactly match, determine the correct, legal name.  

· If it is determined the DPI Pupil Information Report reflects the wrong name, the pupil should be included as ineligible on Schedule 2 with the name on the DPI Pupil Information Report and pending on Schedule 3 with the correct name.  

· If the DPI Pupil Information Report is correct, ensure the school corrects the spelling of the pupil’s name on their reports.

If a pupil not identified as counted on the DPI Pupil Information Report was eligible for payment, the pupil should be tested based on the procedures in this section and section 3 to determine eligibility.  If determined eligible, the pupil should be included as a pending student on Schedule 3.
Provide an indication of this procedure being completed for each Choice pupil in a referenced work paper.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.4. Verify all Choice pupils included on the official attendance records are also included on the original classroom records and vice versa. Ensure the grade on the official attendance records matches the original classroom records.  If, as a result of this review, the auditor determines the grade is incorrect on the DPI Pupil Information Confirmation, complete the procedures in Step 2.3. [Required by PI 35.04 (9) (d) 5.]

Provide an indication of this procedure being completed in a work paper.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.5. Verify that all pupils identified as Choice pupils as a result of step 2.4 met the definition of “enrolled” [Required by PI 35.04 (9) (d) 5]. 
To be “enrolled” for pupil count report purposes, PI 35.04 (7) requires the pupil to be either: 
· In attendance for instruction on the count date, or: 
· If not in attendance on the count date, in attendance for instruction at least one day prior to the count date and at least one day after the count date.  The pupil also cannot be enrolled in another private school, a home-based private educational program, a charter school, or a public school district in or out of Wisconsin during the period of absence.
If two schools claim the same pupil, the school that the pupil attended on the count date will receive the Choice payment.  If it cannot be determined where the pupil was on the count date or if the pupil attended two schools on the count date, neither school may receive the payment.  DPI completes procedures to identify duplicate pupils between schools.  If the auditor becomes aware of the same pupil being counted at two different schools, contact DPI for proper reporting.  If, as a result of the review of the attendance records for the school, the auditor identifies that the same pupil is counted twice at the school, one of the names/id numbers must be reported as ineligible on the enrollment audit.
Original classroom records must be reviewed.  These records must show the pupil met attendance requirements and that the pupil was present for instruction by showing that classroom work was completed during the time of the pupil’s attendance prior to the audit date.  The original classroom records used must be different than the official attendance records in order to test existence of the pupils. 
Document in the work papers the specific classroom record used to verify the classroom attendance for the instruction of each Choice pupil.  Provide in a work paper memo a statement that nothing came to the auditor or audit team’s attention that would indicate that pupils included in the Choice count were enrolled, in or out of Wisconsin, in another private school, a home-based private educational program, a charter school, or a public school district.
If a student is ineligible for attendance related reasons, a copy of the official attendance records and classroom records for the student must be maintained in the audit workpapers in addition to a complete copy of the application.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.6. If the school operates a child care center in the same building as the school, compare a listing of child care participants to the listing of students that received Choice payments.  Ensure that the school did not receive a childcare payment for all-day care of Choice students.
Provide an indication of this being done in referenced work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.7. If the school has pupils enrolled in a “Partnership” or “Contract” School of a public school district, obtain a listing of pupils attending the school.  Compare the pupil names against Choice pupils on the official attendance records and determine that a Choice payment was not received for partnership or contract pupils.
Provide an indication of this being done in referenced work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.8. Obtain the tuition revenues and tuition waivers and reconcile them against the official attendance records listing of pupils identified as not participating in the Choice program. No tuition may be charged to any K4-8th grade Choice pupils, regardless of income.  Determine that any Choice pupils being charged tuition are in grades 9-12 and were determined to have family income above 220% of the poverty level.  Determine that all tuition and tuition waiver pupils except the pupils meeting the requirement to charge tuition are included in the official attendance records as “All Pupils” but not Choice pupils.  [Required by PI 35.04 (9) (d) 8.]
Provide an indication of this procedure being completed on a referenced work paper.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.9. Select a sample of at least 60 pupils identified as not participating in the Choice program from classroom records and determine that the selected pupils were included in the reported membership.  (The reported membership represents the “All Pupil” total provided in the OAS.  The auditor should agree the “All Pupil” amount reported in OAS to the “All Pupil” count per the Official Attendance Records.  Once completed, the auditor can compare the pupils selected on the classroom records TO the official attendance records.)  The sample must include records from each classroom.  If an exception is found, the sample test must be extended in increments of 60 pupils until no additional exceptions are found or all classroom records have been examined.
If the School’s non-Choice enrollment is less than 60 pupils, all classroom records must be reviewed to determine that the all pupil count is properly reported.  [Required by PI 35.04 (9) (d) 6].  Document in the working papers the specific classroom record used to verify the classroom attendance of selected pupils.
Note: If the school has pupils that are age eligible for kindergarten, but considers the students to be enrolled in a childcare program, the students should not be included in the All Pupil count.  The cost for these students should not be included as an eligible cost in the Financial Information Report.
Provide an indication of this being done in referenced work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.10. Complete inquiries of the school administrator and designees to determine if there are any pupils originally included in the January count report that were subsequently determined ineligible.  If these pupils are included in the count per the DPI Pupil Information Report, ensure these pupils are determined ineligible in the Enrollment Report.  Advise the school that they should notify DPI in the future when they become aware of ineligible pupils.
Retain in work paper file.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.11. Identify new Choice enrollments by comparing the 3rd Friday in September (column labeled 3rd Fri Sept Headcount) and the 2nd Friday in January headcount (column labeled 2nd Fri Jan Headcount) columns in the DPI Pupil Information Report.  Confirm that the pupil differences are consistent with the differences identified by the school in their reconciliation, if completed (Step 2.1).  Finally, determine if the school identified any additional pupils should be added to the 2nd Friday in January count report.
Provide an indication of this being done in referenced work papers.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


2.12. Compare the school’s waiting list to the DPI confirmation listing the students identified by the school in OAS as being on the waiting list (“DPI’s Choice waiting list”).  The DPI’s Choice waiting list confirmation can be obtained from the OAS by clicking on Auditor Items- MPCP and RPCP Waiting List.  Then select the 2014-15 school year and the school from the drop downs.  If you receive a message that there were no records returned, the school did not identify any waiting list students in OAS.  Otherwise, select Export Data to view the full report in Excel.  In order to access OAS, you must have completed the required OAS training, the DPI OAS Auditor Access form, and been granted access by the department.
The school’s waiting list should include all students who were determined to be eligible for a voucher, were entered into a random drawing and put on a waiting list, but were never offered a seat.  If a seat has been offered but the student/parent/guardian declined the seat or did not respond in the required time frame, they should not be included in the DPI’s Choice waiting list.  If a student is identified who should be added to the DPI’s Choice waiting list and the pupil meets the residency and income requirements as applicable based on the application review in 3, the pupil should be included as pending on Schedule 3 using pending reason 3. If a pupil is identified who should be removed from the waiting list, ineligibility reason #32 should be used.
Provide an indication of this being done in referenced work papers.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3. APPLICATION REVIEW
The following definitions should be used to determine who is a parent, what the family size is, and what income should be included.

Parent:  Parent means a biological parent, a parent by adoption or a step-parent that resides in the same household as the student applicant.

Family Size:  A family is a group of two or more people who reside together as part of the same household and who are related by birth, marriage, or adoption.  Family size includes parents/guardians, student applicant, and other children who share at least one parent by birth, adoption or by a parent’s current marriage.

Income included:  Family income includes the federal adjusted gross income of the parents included in the family size.
3.1. If an applicant attended a different grade between the 3rd Friday in September count report and 2nd Friday in January count, ensure the grade on the paper application matches the grade in the “2nd Fri Jan Grade” of the DPI Pupil Information Report.  Grade changes can be identified by comparing the “2nd Fri Jan Grade” column to the “3rd Fri Sept Grade” column in the DPI Pupil Information Report.  This procedure should also be completed for any grade changes identified through the procedures in Step 2.3 and 2.4.
Prepare a work paper notation that this was done.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.2. Request current year Choice application files from the school for those Choice pupils identified in Step 2.11.  Also request applications for pupils included on the school’s Choice waiting list (Step 2.12).  Document school staff contacted for access to original applications and contact dates.  The procedures identified in Steps 3.3 through 3.16 must be completed unless otherwise noted for all of these students.
Provide an indication of this being done in referenced work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.3. Ensure the application is an original application (the auditor should not review a copy of the application), accepted by school as eligible for a Choice state aid payment.  To be considered an original application, it must:

· Contain the original parent/guardian and administrator or administrator designee signatures handwritten in ink with date signed.

· If the application contains pre-filled information from the OAS, all dates must be on or after the date printed on the form.
None of the above items are correctable.  Therefore, if these items are identified, the pupil must be listed as ineligible on Schedule 2.  

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

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.4. Ensure the application is complete.  An incomplete application for purposes of this review is one that:

· Does not have all of the information on the application completed. 

· Is not signed or dated by the parent/guardian.

· Is not signed or dated by school administrator or designee.

· The parent/guardian signature does not match the parent/guardian name.

· Is completed by a student who was not yet 18 at the time they completed the application.

If any of the above items are identified, review the guidance in Step 3.9 to determine if the item is correctable and, if correctable, how it may be corrected.

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

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.5. Ensure the following information on the application matches the DPI Pupil Information Confirmation and DPI’s Choice waiting list:

· Student’s name

· Grade (not required for waiting list applications)
· Date of birth

Name:

· If the name does not exactly match, determine the correct, legal name.  

· If it is determined the DPI Pupil Information Report or DPI’s Choice waiting list reflects the wrong name, the pupil should be included as ineligible on Schedule 2 with the name on the DPI Pupil Information Report or DPI’s Choice waiting list and pending on Schedule 3 with the correct name.  

Grade: If the auditor identifies the grade on the paper application is not correct, correct the grade using the strike through method if the student was on the DPI Pupil Information Report.  If the student was on DPI’s Choice waiting list, determine if the pupil is age eligible for the grade as outlined in the date of birth section below.  If not age eligible, the pupil should be included as ineligible on Schedule 2.  If age eligible, the pupil should be included as ineligible on Schedule 2 and pending on Schedule 3 with the correct grade.
Date of Birth:

· If it is determined the DPI Pupil Information Report or DPI’s Choice waiting list reflects the wrong date of birth, determine if the pupil is age eligible for the grade attended per the classroom records if the student is in K4, K5, or 1st grade, by reviewing the date of birth on the application.  If they were in four year-old kindergarten a student must be born on or before September 1, 2010.  For five year-old kindergarten a student must be born on or before September 1, 2009.  For first grade, a student must be born on or before September 1, 2008.  
· If age eligible, the pupil should be included as ineligible on Schedule 2 and pending on Schedule 3.  

· If not age eligible, the pupil should be included as ineligible on Schedule 2. 

Please see Step 3.9 for an explanation of the strike through method required for any required changes.

Prepare a work paper notation that this was done.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.6. Determine if the student is 21 as of September 1, 2014 or on the date they applied, whichever is later. If so, the student is not eligible to participate in the Choice program. 
Provide an indication of this being done in referenced work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.7. Determine that the application was received during a school’s open application period.
Applications can only be accepted in an open application period that the school has identified in its Intent to Participate in the Choice program.  The eligible open application periods for applications only counted in January are October 1-20, November 1-20, and December 1 –January 7 unless the student was on the school’s waiting list in the first semester and was accepted in the Choice program after the 3rd Friday in September.
If the auditor determines that a non-waiting list application was received before October, procedures should be completed to determine that the student did not attend another school or a home-based private educational program between the dates the application was accepted or the start of the school year (whichever is later) and when the student began to attend the school.  If so, the school was required to obtain a new application when the student returned and the student would be ineligible using ineligibility reason #3.

Waiting list applications may also have been received during a first semester open application period. The available open application periods for first semester applications are from the 1st through the 20th of the month for February, March, May, June, and August. The open application periods in April and July were from the 1st through the 21st due to the 20th falling on a Sunday.  The September open application period was from the 1st through the 15th.  
Each school selects which of the available open application periods they would like to accept applications.  See the list of the open application periods for each school at http://sms.dpi.wi.gov/choice_FIR_Jan_Audit under “Supplemental Information and Guidance.”
Provide a work paper indication of this being done.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.8. Determine that the application was approved by the Choice administrator or a designee within 60 days of the date application received.

A listing of school administrators and designees authorized to sign applications on behalf of the school is provided at http://sms.dpi.wi.gov/choice_FIR_Jan_Audit under “Supplemental Information and Guidance.”  If an application has been signed as accepted by someone other than an individual on the listing, contact the Department as to whether or not the person signing the application is an acceptable designee.

Provide a work paper indication of this being done.
	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.9. Determine that any corrections are made as follows [Required by PI 35.04 (9) (d) 4]:
· Using a “strike through line” with indelible ink and not with the use of correction fluid, i.e. “white out.”

· The school administrator/designee must initial all changes made to the application and must have written documentation to support the change.  

· Both the administrator/designee and the parent/guardian must initial any change on the application made to the parent’s(s’)/guardian’s(s’) name(s), marital status, family size, names of family members, parent/guardian’s(s’) signature, date application received, and the date the parent/guardian signed the application.

· Any corrections to the income forms are to be made with a “strike-through line” and initialed.  Both the administrator/designee and the parent/guardian must initial all changes made to the income forms.

· The school may not receive any additional documentation outside of an open application period in which the application is received.

· If the administrator/designee signature and/or date approved was not completed when the application was approved it may be added when identified by the auditor/school IF the school has the acceptance/denial letter sent to the parent to support the date approved.  This change must be initialed by the administrator/designee. 
Uncorrectable errors:

· The parent/guardian did not sign and/or date the application or any supporting form during or before the open application period in which the application was received.

· The date application received was not filled out during the open application period in which the application was received.

· The school does not have the required supporting documentation, received in the same open application period that the application was received, for a correction.

· Any applications corrected with “white-out.”
· Anything on the Alternative Residency form.

PLEASE NOTE:  NO CHANGES TO APPLICATIONS, EXCEPT FOR PROPERLY SUPPORTED GRADE CHANGES AND CHANGES TO GENDER, RACE, AND ETHNICITY, CAN BE MADE AFTER JUNE 30, 2015.

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

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


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

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.11. If the student is in K4, K5, or 1st grade, determine if they met the age requirements by reviewing the date of birth on the application.  If they were in four year-old kindergarten a student must be born on or before September 1, 2010.  For five year-old kindergarten a student must be born on or before September 1, 2009.  For first grade, a student must be born on or before September 1, 2008.  If the student is too young for a grade, the student is eligible ONLY IF classroom records support the student being in the lower grade they are age eligible for on the count date (or any day before or after as determined in Section 2).

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.12. Determine if a new or continuing student application was entered into OAS based on the confirmation data sent by DPI.  Verify that this matches the original paper application that was provided by the school.  
If a continuing student application was received, but a new student application was entered in OAS this pupil must be determined ineligible.  This error is not correctable since this results in the income eligibility determination not being properly completed so the pupil should be determined ineligible using reason 10.  
If a new student application was received, but a continuing student application was entered into OAS, this pupil should be identified as ineligible on Schedule 2 using ineligibility reason 9 and pending on Schedule 3 using pending reason 1.
  Provide an indication of this being done in referenced work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.13. Verify that the pupils included on the paper application match the pupils included on the OAS application.  If any differences are noted, and the application is correctable, the pupil should be listed as ineligible on Schedule 2 using ineligibility reason 9 and pending on Schedule 3 using pending reason 1.
Provide an indication of this being done in referenced work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


RESIDENCY/INCOME TESTING:

3.14. If the paper application is a new student application, identify if the school determined income eligibility using the DOR method or using the DPI method.  Ensure that the method used coincides with the income eligibility determination box checked on the application.
a) DOR method: Ensure that the DPI Pupil Information Report and DPI’s Choice waiting list, if applicable, indicates the pupil used the DOR income determination method.  Also ensure the parent/guardian name(s), the responses to the married/not married question (if multiple parents/guardians are listed on the application), and family size on the confirmation match the application.  If any exceptions are noted, determine if the application is still eligible or not.  If the error resulted in DOR using a higher income threshold than the family should have had or not including all of the income of the parents/guardians in the household, the application is ineligible.  If the error results in DOR using a lower income threshold than the family should have had or including too much income, the application is still eligible if no other issues make the application ineligible.  See below for additional guidance on when the application should be determined ineligible or what corrections need to be made to make it eligible.
1. The income eligibility method used per the paper application indicates DOR and the DPI Pupil Confirmation indicates DPI.

· If the school has the required DPI income forms and supporting documentation obtained in the same open application period as the application and these forms show the applicant(s) are eligible, the school must change the income method used using the strike through method if prior to June 30.  Otherwise the application is ineligible.  

· If the school does not have the required DPI income forms and/or supporting documentation received during the same open application period the application was received or these forms show the applicant(s) are not income eligible, the applicant(s) should be determined ineligible.

2. Parent/guardian name(s):

· The paper application includes parents/guardians who are not on the DPI Pupil Confirmation.  Determine if the parents/guardians are in the same household as the applicant and should have been included in the income determination.  If they should have been included, the application is ineligible.  If they should not have been included, the name of the parent/guardian not in the household (who is not in OAS) needs to be removed using the strike through method if prior to June 30.  Otherwise the application is ineligible. 

3. Married Question:

· The paper application indicates the parents/guardians are not married and the DPI Pupil Confirmation from DPI indicates they are married. This application is ineligible

· The paper application indicates the parents/guardians are married and the DPI Pupil Confirmation indicates they are not married. This application is still eligible. Please advise the school to ensure that what is reflected on the paper application is properly inputted into the OAS.

4. Family Size:

· The family size per the paper application is less than the family size on the DPI Pupil Confirmation. This application is ineligible.

· The family size per the paper application is more than the family size on the DPI Pupil Confirmation. This application is still eligible. Please advise the school to ensure that what is reflected on the paper application is properly inputted into the OAS.

As a reminder, changes to the applications using the strike through method described in Step 3.9 may only be made through June 30, 2015 (with the exception of properly supported grade changes and changes to gender, race, or ethnicity).  If the change is not properly made before June 30th, the pupil is ineligible.  If an application is determined ineligible for any of the above reasons, all of the students on the application must be listed as ineligible on Sch 2 with ineligibility reason 14.  Please note that pupils who were initially determined not eligible through the DOR process will not receive any Choice payments and will not be subject to testing by the auditor.  

b) DPI method:  The following are the items that should be reviewed to determine if the application is income eligible.  See the income bulletin for additional information.

_____
1. Determine that the parent/guardian names and family size per the paper application match the DPI Pupil Confirmation.  If it is determined that a parent/guardian on the paper application is not in OAS or visa versa, determine which parents meet the definition of a parent, including residing in the household with the students, and/or if the guardians are the legal guardians.  
a) Parent/guardian in the same household as the student & the application is incorrect: Determine if the parent/guardian had income.  If the parent/guardian had income, the application is ineligible because the school was required to receive the supporting income documentation during the open application period in which the application was received.  If the parent/guardian did not have any income, they may be added to the application and the Family Income Eligibility form using the strike through method.  

b) Parent/guardian in the same household as the student & OAS is incorrect (the parent/guardian is on the paper application and all required income documentation was received):  The parent/guardian must be added to OAS.  This must be noted as a required OAS correction on Schedule 3.
c) Parent/guardian is not in the same household as the student & the application is incorrect: The parent/guardian should be removed from the parent/guardian name section, family size, and Family Income Eligibility form, as applicable, using the strike through method.

d) Parent/guardian is not in the same household as the student & OAS is incorrect:  The parent/guardian must be removed from OAS.  This must be noted as a required OAS correction on Schedule 3.
_____
2. The Family Income Eligibility form must be completed by the parent/guardian for all applications using the DPI method.

_____
3. The family size must match the number of family members listed on the application and must include all of the parent(s)/guardian(s) and applicants on the application.  See 1 for additional information related to the parent/guardians.

_____
4. The applicant(s) on the application must be listed in Section I of the Family Income Eligibility form.

_____
5. The adjusted income on the Family Income Eligibility form (Section II) must include all of the parent(s)/guardian(s) on the application and an income amount must be listed for each parent/guardian.  If a parent/guardian does not have any income, “0” must be included.  If the parent/guardians filed a joint return the income may be recorded on the line of either parent/guardian or on the total line.  See 1 for additional information related to the parent/guardians. 
_____
6. The married deduction in Section II of the Family Income Eligibility form should only be included if the application indicates the parents/guardians are married.

_____
7. The required support for the 2013 adjusted income (Section II) must be attached to the Family Income Eligibility form.  The supporting documentation for the adjusted gross income on the federal tax form, if any is included, must be the Federal IRS Form 1040.  Other documentation such as the authorized signature tax filing form, information from tax software, or a state tax return are insufficient.  If the documentation received is anything other than a Federal IRS Form 1040, the application must be included as ineligible in Schedule 2.
_____
8. The amount of income on the supporting income documentation must agree to Section II of the Family Income Eligibility form.  

_____
9. Section III of the Family Income Eligibility form must be completed with the family size from the application and the income in Section II must appropriately result in a “Yes” marked for eligibility.

_____
10. The Family Income Eligibility form must be signed and dated by the parent/guardian on the application and the administrator or designee. 
_____
11. The No Family Income form is completed if the parents/guardians have no income on the Family Income Eligibility form. 
_____
12. The No Family Income form, if required, must include 2013 support for any assistance programs the family participated in.  

_____
13. If no assistance programs were identified in the No Family Income form, ensure the explanation of how food, clothing and shelter were provided is sufficient. 
_____
14. If the No Family Income form was completed due to the family not having any income, ensure the explanation of how basic needs were supplied does not indicate income was received.  If so, the application is ineligible because the Family Income Eligibility form was not properly completed (ineligibility reason 17) and because the support for the income was not provided (ineligibility reason 18).
_____
15. The No Family Income form, if required, must be signed and dated by the parent/guardian on the application and the administrator or designee. 
_____
16. All supporting income documentation (tax returns, governmental support statements, etc) include the name of a parent/guardian on the application. 
_____
17. Ensure all documentation received was obtained in the open application period in which the application was received. 
If the application does not comply with numbers 2, 7, 10-14, or 17, the application is not correctable and the application must be determined ineligible because no additional forms or supporting income documentation may be received after the open application period in which the application was received.  If other ineligibility reasons are identified, the application may be correctable if no additional income documentation is required and any resulting change in the income or maximum allowed income still results in the family being income eligible.  If additional income documentation would be required, the application is not correctable.  Further, changes to the application and income forms can only be made using the strike through method described in Step 3.9 until June 30th.  Therefore any changes not made by June 30th are not correctable and the application is ineligible.  See the Income Bulletin for further information on the income requirements.

If income related ineligibility reasons are identified on the application including errors related to the family size, family members, married question, social security number, or selecting the income eligibility determination method, ineligibility reason 8 must be used.  Other ineligibility reasons in the “General Application” section may not be used for income only related errors.  If other income related ineligibility reasons are noted, ineligibility reasons 14-23 should be used, as applicable.
  Provide an indication of this being done in referenced work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.15. Residency Documentation:  Complete the following.

a. Determine if the address meets the residency requirement:

______MPCP: Obtain the City of Milwaukee webpage “Map It” screen print to ensure the address is in the City of Milwaukee.  If the school does not provide, the auditor should complete a check by going to: http://itmdapps.ci.mil.wi.us/MyMHome/SearchDB2_prod.jsp.  Please note Map It was changed to redirect the user to a different address in certain situations.  Therefore, if you type in an address and are automatically directed to a different one (without selecting a different one), the address can be considered verified.
_____RPCP:  Obtain the screen print to ensure the address is in the Racine Unified School District (RUSD).  If the school does not provide, the auditor should complete a check by going to: http://205.213.125.57/edulog/webquery/.

b. The application includes one of the following (address must match the address on the application) with the name of the parent/guardian listed on it:

_____Current Lease Agreement (must be complete and legible)  Note: Expired lease agreements are insufficient.  If a month-to-month lease is provided, it must be dated within 3 months of the date application received.
_____Current Utility Bill (a bill for light, water, gas, electric, cable, or landline phone)  Note:  Cell phone bills are not an allowed document.  An application should be determined ineligible if the bill is dated more than 3 months before the date application received.
_____Current governmental correspondence (including an assistance provider or a property tax bill)  An application should be determined ineligible if the government correspondence is dated more than 3 months before the date application received.
_____Current Wage Statement/W2 form  

An application should be determined ineligible if the wage statement is dated more than 3 months before the date application received.

_____Alternative Residency Form that is fully completed and includes all required documentation. (This form can only be used for the specific circumstances indicated on the form.)
_____If homeless, a letter from a shelter for the homeless or from a private or public organization providing services for homeless individuals.
c. Ensure the home street address, city, state and zip code on the paper application match the DPI Pupil Information Report and DPI’s Choice waiting list, if applicable.

All residency documentation must have a date included to ensure it is current.  Ensure all documentation received was obtained in the open application period in which the application was received.  Also ensure that all documentation has one of the parents/guardians names listed on the application.  The Residency Documentation Bulletins are available at http://sms.dpi.wi.gov/sms_mpinfbul .
Provide an indication of this being done in referenced work papers.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


3.16. If any exceptions are found, discuss with the school administrator.  If the discrepancy is correctable, it may be corrected using the strike-through method described in 3.9 up to June 30, 2015.  If an error identified by the auditor is corrected by the school, the auditor must confirm that the information is also correct in the OAS.  Pupils with corrected applications that match OAS do not need to be listed on Schedule 2 or Schedule 3.  The total number of these students with corrected applications must be included on the top of Schedule 2. If there are none of these instances, zero must be inserted.  The auditor must maintain a copy of the corrected application in their workpapers.  (This must include the application.  It must also include the DPI income forms, if those are the forms that required correction.  It does not need to include any supplemental income or residency support.)
If a correction is required to the OAS, the student must be listed as ineligible on Schedule 2 (with ALL applicable ineligibility reasons) and pending on Schedule 3, reason 1.  If the correction is a pupil name correction, the current name in OAS should be listed on Schedule 2 and the correct name should be listed on Schedule 3.  
If not correctable the pupil must be listed on Schedule 2 only as ineligible.  Please note, if the school does not have appropriate income or residency support, the application is not correctable because no additional documentation may be received outside the open application period in which the application is received.  
The auditor must maintain a complete copy of the final application, including all supporting documentation, for any students listed on Schedule 2 or 3.  The application in the audit file should include all corrections and all supporting documentation that the auditor used to make their determination.  Additionally, if the student was ineligible for attendance related reasons, a copy of the official attendance records and classroom records for the student must be maintained in the audit workpapers in addition to a complete copy of the application.
Prepare a work paper memo documenting discussion.

	Work Paper Reference
	
	( if Audit Supervisor Reviewed 
	


4. Obtain a representation letter from school management
The representation letter must identify management’s responsibility for the pupil count data accompanying the auditor's report, including the Pupil Count Report and related class list, as well as the assertions attested to, including:

· Management’s acknowledgment of responsibility for proper reporting of pupil counts and obtaining of complete and accurate Choice applications as required by Chapter PI 35, Wisconsin Administrative Code.
· The following management assertions in regard to the determination of Choice eligibility and reporting of pupil counts:

· The school determined a student’s income, if applicable, and residency eligibility as shown on the student’s Choice application through family income and address documents provided by the student’s parent or guardian.

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

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

· Pupils included on the School’s January pupil count report to the DPI were either present for instruction on the count date, or had attended for instruction at least one day before and one day after the count date; and during the period of absence were not enrolled in another school or a home-based private educational program.

· All supplemental documentation provided for the application was obtained during the open application period that the application was received.

· A statement that all known matters contradicting any of the assertions and any communication from the DPI or other regulatory agencies affecting the School’s January pupil count report and the related assertions of management have been disclosed to the audit firm.
· A statement that all relevant records have been made available.
· A statement that any known events relevant to the proper reporting of pupil counts and eligibility for Choice state aid payments have been disclosed to the audit firm. 
· A statement acknowledging management’s responsibility to provide applications corrected prior to June 30, 2015 (except for grade, gender, race, or ethnicity changes) to accompany the enrollment audit as identified in Schedule 3 “Pending Pupil Application Issues,” and that management is aware that failure to do so will exclude such applications from being considered for any adjustment payment.
· A statement that the school will retain all pupil records required for the audit for at least three years from the date of the DPI certification of the school’s 2014-15 current year Financial Information Report, unless requested to retain the records longer by the DPI or a law enforcement agency.
· A statement that the school will retain all Choice applications and notices of acceptance and non-acceptance indefinitely.
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