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New ISD Auditor New ISD Auditor 
TrainingTraininggg
Barbette Lane – Wexford-Missaukee ISD
MPAAA Fall Conference
September 13,  2010

AgendaAgenda

Desk Audit Preparationp
Desk Audit
Field Audit Preparation
Field Audit
Audit Wrap Up
Narratives
Graduation/Dropout Review
Comments/Questions
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Key MaterialsKey Materials
Pupil Accounting Manual -
http://www.michigan.gov/mde/0,1607,7-140-6530_6605-22360--,00.html

Pupil Auditing Manual –
http://www michigan gov/mde/0 1607 7-140-6530 9091 48553--- 00 htmlhttp://www.michigan.gov/mde/0,1607,7-140-6530_9091_48553---,00.html

Michigan Pupil Accounting and Attendance 
Association (MPAAA) – mpaaa.org

Other resources:
◦ Center for Educational Performance and Information 

(CEPI) – www.michigan.gov/cepi

◦ Michigan Student Data System (MSDS) –
http://www.michigan.gov/cepi/0,1607,7-113-986_50502---,00.html

◦ Michigan Department of Education (MDE) –
www.michigan.gov/mde

◦ Other ISD Auditors

Desk Audit PreparationDesk Audit Preparation

Training
◦ Hold monthly meetings???y g
◦ Training/workshop to explain upcoming audits

Make sure you have access to MSDS as an 
Auditor 
◦ http://www.michigan.gov/documents/cepi/MSDS_security_agree

ment_260258_7.pdf

Assist in preparing localsAssist in preparing locals
◦ MSDS uploads
◦ Reports (next slide screenshot of staging reports)
◦ Certifying
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MSDS MSDS --Data Staging AreaData Staging Area
Staging ReportsStaging Reports

One Report I 
require all my 
districts to run 
and I also run. This 
report shows 
students that you 
reported last 
count and not 

 current count.

Desk Audit PreparationDesk Audit Preparation

Establish Timelines with Local Districts (Appendix A)

◦ When data must be uploaded into MSDSWhen data must be uploaded into MSDS
◦ When data must be certified in MSDS
◦ When documentation is due to you for audits
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MSDS TimelinesMSDS Timelines
Appendix AAppendix A

Desk Audit Desk Audit 
General information (Page 10)

Every LEA/PSA, every count
Statement of Independence (Page 64) (Appendix B)

Complete Annually
If conflict, delegate/supervise
ISD program must be independent

◦ Required documentation
S t  k t f  h l l (A d  C)Separate packet for each level (Appendix C)

More thorough
LEA/PSA knows what to expect
Something missing – request for office or at field 
audit
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Statement of IndependenceStatement of Independence
Appendix BAppendix B

Required Documentation ListRequired Documentation List
Appendix CAppendix C
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Desk Audit (continued)Desk Audit (continued)

Alpha List (Appendix D)

◦ From LEA/PSA software and MSDSFrom LEA/PSA software and MSDS
◦ Compare Student Information System (SIS) Alpha List 

to MSDS List
MSDS Alpha List

Review age (MSDS will calculate)
Compare FTE totals to DS-4061
Pop II - Absent (noted on separate list/alpha)
Pop III (notes on separate list/alpha)
FTE not greater than 1.00

Alpha ListAlpha List
Appendix DAppendix D
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Desk Audit (continued)Desk Audit (continued)

Alpha list additional items (page 11)

◦ Highlight FTE less than 1.00
◦ Highlight Special Education
◦ Highlight Residency
◦ Highlight Pop II for sample
◦ Highlight Pop III for sample
UIC/MSDS (page 11)

◦ Run UIC Conflict Detection Report under Audit FTE◦ Run UIC Conflict Detection Report under Audit FTE
◦ Send letter (to ISD Auditor and Local LEA)

Attach list of FTE conflicts (Appendix E)

FTE Conflict detention FTE Conflict detention 
Appendix EAppendix E
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Desk Audit (continued)Desk Audit (continued)
Special Education (page 11)

◦ Compare Worksheet A/B to MSDS 
◦ Total each Worksheet A/B (Appendix F)

◦ Compare Worksheet B to DS-4061
◦ Resolve any discrepancies
General Education
◦ Review Pop III categories

CTC
H b d/H  B dHomebound/Home Based
Independent Study
Seat Time Waiver (STW)
etc

Special Education Worksheet A/BSpecial Education Worksheet A/B
Appendix FAppendix F
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Desk Audit (continued)Desk Audit (continued)

Additional K-12 information (page 12)

◦ Verify alternative education (16-19 yr old programs)◦ Verify alternative education (16-19 yr old programs)
◦ Section 24 (Gen. Ed/Sp. Ed)(Pupil Accounting Manual 4-6 (K)

Residency (page 12)

◦ Verify residency figures on DS-4061

Schools of Choice
Evaluate resultsEvaluate results
◦ Large number of errors

Desk Audit (continued)Desk Audit (continued)

Calendar (page 7)

◦ Review days (no minimum but stay tuned and can not Review days (no minimum but stay tuned and can not 
be less days than 2009-2010 school year)
◦ Review daily clock hours (1,098 minimum)
◦ Review Professional Development (38 hr. max.) 

(Pro-rated hours for K programs that are not full day everyday)

Planned and Actual Days & Clock Hour Reports
htt // i hi / d /0 1607 7 140 66897 00 ht l◦ http://www.michigan.gov/mde/0,1607,7-140--66897--,00.html

◦ DS4168B - April 15
◦ DS4168 - July 15
◦ 75% Attendance Report
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Field Audit PlanningField Audit Planning

Preparation
Pupil Auditing Manual  forms & guidelinesPupil Auditing Manual, forms & guidelines

Audit rotation (Appendix G) (page 6)

High Schools every 2 years
Middle Schools every 4 years
Elementary Schools every 4 years

May be more often depending on risk assessmentMay be more often depending on risk assessment

Audit Rotation Sample FormAudit Rotation Sample Form
Appendix GAppendix G
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Field Audit PreparationField Audit Preparation

Notification of Audit
◦ Send notice to Pupil Accounting ContactSend notice to Pupil Accounting Contact
◦ Specify date and time
◦ List buildings
◦ Provide list needed for audit not collected at the desk 

audit
Official attendance record (Include Attendance 
Books/Electronic Attendance ABC’s)
Proof of residency
Pop III support documentation

Field Audit Risk AssessmentField Audit Risk Assessment

Complete a Building Risk Assessment (Page 8) 
(Appendix H)

Determine sample size for each population 
percent of students based on Risk Assessment
Determine student selection
Complete field audit Sample Summary & 
Analysis Form (Page 45) (Appendix I)

Round each sample up to the next whole 
number of students
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Building Risk Assessment FormBuilding Risk Assessment Form
Appendix HAppendix H

Sample Summary & AnalysisSample Summary & Analysis
Appendix IAppendix I
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Field Audit SampleField Audit Sample

Identify populations of students
◦ A student can only be included in one populationA student can only be included in one population

Pop I – Present Students
Pop II – Absent Students
Pop III – Students that participate in CTC, STW, 
Dual Enrollment, etc.

◦ A student can be in more than one Pop III category

Pull your sample – at least one student from 
each Pop category

Field AuditField Audit

Condensed Building Field Audit Program       
(Pages 39-44) (Appendix J)

◦ Review attendance Printouts/books
◦ Verify attendance for all sampled students
◦ Verify proof of residency
◦ Verify date of enrollment
◦ Verify age
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Condensed Condensed 
Building Building 

Field AuditField Audit
A di  JA di  JAppendix JAppendix J

Field Audit Field Audit –– Pop IIIPop III

Follow guidelines on audit form
◦ Verify supporting documentationVerify supporting documentation

Applications
Timesheets
Billing/Payment Records

◦ Complete each Pop III category
◦ Ask for support documentation that has not been 

provided
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Field Audit ResultsField Audit Results

Determine error rate for each Population
If error rate is over 5%, must expand to 25%, 40%, If error rate is over 5%, must expand to 25%, 40%, 
55% and then 75% (page 20-22)

If expanded sample error rate is over 5% must go to 
next expansion – 100% expansion may be required
If building error rate is greater than 5% but less than 
10%, it is the auditor’s judgment whether to audit 
other like buildings or schedule the building for an other like buildings or schedule the building for an 
audit for the next pupil membership count
If error rate is greater than 10% must audit like 
buildings/programs

Field Audit Wrap UpField Audit Wrap Up
Conduct an exit interview with appropriate 
building staff
◦ Areas of the audit requiring improvement
◦ Specific findings and associated FTE adjustment 

required (Page 52-61) (Appendix K)

Appeal process (page 49)

Narrative report
◦ Electronic through MSDSElectronic through MSDS

Once submitted you don’t need to do anything 
else

If final overall error rate is over 10% must
notify MDE
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FTE AdjustmentFTE Adjustment
Appendix KAppendix K

Graduation/Dropout ReviewGraduation/Dropout Review
New for 2010
◦ Graduation and Dropout Review is now located in Graduation and Dropout Review is now located in 

MSDS
◦ Security is needed

http://www.michigan.gov/documents/cepi/MSDS_security_agreement_260258_7.pdf

◦ CEPI Helpdesk
517-335-0505
cepi@michigan.govp @ g g

◦ mpaaa.org – video presentation
http://mediasite.mihealth.org/mediasite/Catalog/pages/catalog.aspx?catalogId=d3861d10-
6378-4dd2-a6b3-f17fe9bc89b8
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Graduation/Dropout Review Cont.Graduation/Dropout Review Cont.
MSDS
◦ Grad Cohort

Cohort Student List (lists 
all students in Cohort)

Cohort Year
Select Entity

Cohort Summary
Select Cohort Year
Choose Subgroup Field
Choose Display

Student Counts
Percentages 

Report Format
*Select Entity

Graduation/Dropout Review Cont.Graduation/Dropout Review Cont.

Timelines – moving away from winter
◦ Corrections by local district must be completed by Corrections by local district must be completed by 

9/28/2010
◦ Audits completed by 12/17/2010
◦ 12/20/2010 Preliminary rates created in GAD
◦ 1/14/2011 Preliminary rates available for review in 

GAD
◦ 1/28/2011 rates finalized, reported to USED
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Comments/QuestionsComments/Questions

Contact InformationContact Information

Barbette Lane
Wexford-Missaukee Intermediate School District

9905 East 13th Street
Cadillac, MI 49601

Phone: 231 876 2264Phone: 231.876.2264
e-mail: blane@wmisd.org


