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APPENDIX 3-1:
STUDENT MEMBERSHIP AND FALL ENROLLMENT REPORTING
AGREED-UPON PROCEDURES ENGAGEMENT
for Local Education Agencies (LEAs)

To identify sources of errors in recording and reporting non-fiscal data for the purpose of making continuous improvements to the quality of student accounting systems, the Utah State Office of Education (USOE) requires all Local Education Agencies (LEAs) to contract with public accounting firms to perform certain agreed-upon procedures regarding aggregate membership and enrollment records submitted by LEAs to the USOE.  The procedures to be performed, as determined by the USOE, are described in this section of the Legal Compliance Audit Guide (Guide).  The contract between the LEA and the independent accountant should clearly identify the agreed-upon procedures to be performed, and those procedures should be consistent with the guidance in this appendix.
REQUEST FOR CONSIDERATION OF ADJUSTMENTS – If, as a consequence of the agreed-upon procedures or further review of its student accounting system, an LEA would like to make an adjustment to statistics — that is, to aggregate data already in the possession of the USOE based on individual data previously reported by the LEA — that may have a material impact on the LEA’s allocation of funds, the LEA may submit a formal request for consideration to the USOE.  

Evidence supporting the adjustment must be documented in the body of or as an attachment to the agreed-upon procedures report and be received by the USOE by the deadlines specified above.  The actual request may be made by email over the “signature” of either the LEA superintendent or business administrator (or their charter school equivalents).

The USOE will review all such requests for consideration together with agreed-upon procedures reports during its regularly scheduled report review meetings in September (for the Year End UTREx Report and the Year End Web Survey) and November (for the Fall Enrollment UTREx Report).
Submission of a request does not guarantee that an adjustment will be made.  Moreover, adjustments to aggregate data will not be reflected in the underlying individual data stored in the USOE UTREx Data Warehouse.  In either case, LEAs will be notified via email of the decision of the USOE.  The USOE also retains the right to adjust statistics when warranted by the findings of an agreed-upon procedures engagement in the absence of a request from the LEA.
Attestation Standards

The procedures performed and the reports issued by the independent accountants should meet the standards for attestation engagements established by the American Institute of Certified Public Accountants (AICPA) (see AICPA AT Section 601, Compliance Attestation) and the standards applicable to attestation engagements contained in Government Auditing Standards (2011 Revision), issued by the Comptroller General of the United States.  The relationship of these standards is described in paragraph 2.09 of Government Auditing Standards:

“Attestation engagements can cover a broad range of financial or nonfinancial objectives about the subject matter or assertion depending on the users’ needs.  GAGAS [generally accepted government auditing standards] incorporates by reference the AICPA’s Statements on Standards for Attestation Engagements (SSAE).  Additional requirements for performing attestation engagements in accordance with GAGAS are contained in chapter 5.”
Chapters 1 through 3 and 5 of Government Auditing Standards apply to attestation engagements.
BACKGROUND
Minimum School Program (MSP) funds are allocated to LEAs by the School Finance Section of the USOE.  Allocations are based on formulas provided by the Minimum School Finance Act, most of which rely on prior year average daily membership (ADM), which is derived from aggregate membership, plus a growth factor, which is derived from fall enrollment counts.
Aggregate membership and enrollment records are submitted for each student annually by LEAs to the USOE as electronic text files via the Utah eTranscript and Record Exchange (UTREx) at year end (by July7) for the prior school year and in the fall (by October 15) as of the first school day in October.  From this information, the USOE generates school and LEA level summary reports out of the individual student detail data in the UTREx files.  These summary reports — in particular, the aggregate membership section of the Year End UTREx Report and the enrollment section of the Fall UTREx Report — serve as statements of assertions by the LEA.
Statewide Online Education Program (SOEP)
The Statewide Online Education Program (SOEP) was created by the Utah State Legislature in the 2011 General Session.  The program is one of several options a student has to enroll in online courses.  A student participating in the SOEP enrolls in courses offered by providers outside of the student’s primary LEA of enrollment.  These online courses replace any traditional courses in which a student would otherwise be enrolled as part of his or her full course load at the primary school of enrollment.
Funding for the program is a unique process whereby Online Course Providers and Primary Schools of Enrollment enter into a financial agreement using a Course Credit Acknowledgment (CCA).  A fee is withheld from the Primary School of Enrollment until a student’s successful completion of the course, at which time the fee is transferred to the Online Course Provider as final payment.
STANDARDS FOR RECORDING AND REPORTING STUDENT DATA
For purposes of this section of the Guide, “official documentation” includes records of daily student attendance which meet the standards of State Board of Education’s Utah Administrative Code Rule R277-419-4(B), “Pupil Accounting, Official Records” and regardless of format should be maintained in accordance with the standards and guidelines set forth by the Government Access and Management Act (GRAMA) and Public Records Management Act.
Standards for organizing and maintaining a student accounting system and for reporting pertinent to these agreed-upon procedures are found principally in two documents:
· State Board of Education Rule R277-419 on “Pupil Accounting” contains the legal standards and is found at:
 http://www.rules.utah.gov/publicat/code/r277/r277-419.htm.
· The USOE 2012-2013 UTREx Clearinghouse File Specification contains the technical standards and is found at:
 http://www.schools.utah.gov/computerservices/Data-Clearinghouse.aspx.
The following parts of the UTREx Clearinghouse document are the most relevant to the purposes of these agreed-upon procedures:
· Student Record (S1) Exit Code field — this is the reason why the student left school before the end of the school year
· Student Record (S1) School Membership field — this is “regular” membership
· SCRAM (S2) Membership field — this is special education membership
· SCRAM (S2) Time field — note the distinction between “self contained” and “resource” types of special education students
· YIC (S3) Record – this is youth in custody membership
· State Board of Education Rule R277-726 on “Statewide Online Education Program” provides a legal definition and standards for the Course Credit Acknowledgement (CCA) signatures and process and is found at
 http://www.rules.utah.gov/publicat/code/r277/r277-726.htm.  
Additional information that may be helpful can be found on the SOEP website at
 http://schools.utah.gov/edonline.
· In addition to reading the above mentioned documentation, the independent accountant should also become familiar with the LEA’s data management policies and practices, especially as these impact the LEA’s production and submission of the Year End and Fall UTREx files to the USOE.
For example, it is important to understand that when a high volume of students change their course loads from full-time to part-time in the middle of a term, it is a common practice and more efficient for the LEAs to exit these students from full-time and re-enroll as part-time at the nearest term end and to adjust for membership at that time.
Information Contact:  Jennifer Yates-Givens (801 538-7674, jennifer.yates-givens@schools.utah.gov
A.  AGGREGATE STUDENT MEMBERSHIP
	Legal
Ref.
	AGREED-UPON PROCEDURES 
	Performed by and Date
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	1. Select schools in the LEA such that each school is selected at least once every five years; if feasible, a shorter cycle, such as once every three years, would be preferable.  Be sure to include virtual schools in the selection. Please obtain a CACTUS School Directory from Jennifer Yates-Givens for an official list of schools from which  to make the selection.
	
	

	
	2. Select students from the schools selected in 1. above such that the total number of students selected is equal to or greater than the amounts in the following table according to the enrollment of the LEA on the previous October 1:

      Enrollment	# of Students Selected
40,000 or greater	70
20,000 to 39,999	50
10,000 to 19,999	40
1,000 to 9,999	30
250 to 1,000	25
under 250	10% of enrollment
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R277-419-4(1); R277-419-5(D)
	3. For each student selected, study the official student records and supporting documentation (such as registration cards, withdrawal forms, memos, letters and emails, CCAs, etc. that validate entry and exit dates). This may require visiting each school selected in 1 above; it is also acceptable to visit the LEA office as long as the school-level records can be reviewed. Compare the student records with the Year-End Detail Report in UTREx. Identify the student’s aggregate membership as recorded in the records, and determine whether the following rules from R277-419 were properly applied in calculating the student’s aggregate membership: 

a. Ten Day Rule
If the student had 10 consecutive school days of unexcused absences, the student’s exit date is not later than the school day after the 10th day of such absences and, consequently, the student did not generate membership from that day on.  An “unexcused absence” means an absence charged to a student when the student was not physically present at school at any of the times attendance checks were made during the day in accordance with R277-419-4(B), and the student’s absence could not be accounted for by evidence of a legitimate excuse in accordance with the local board of education policy on truancy as defined in Utah Code 53A-11-101.
If the school is a virtual school, or the class is online, a student should be counted as “in the class” if (1) the student is on the class roll and has logged in that day, or (2) the student has logged in at least once during the ten school days before the agreed-upon procedures date. 
b. School Days Standard Rule 
This comprises three related equations: 1) the sum of regular membership plus self-contained special education membership and self-contained YIC membership days may not exceed 180 days; 2) the sum of regular membership and resource special education membership days may not exceed 360 days; and 3) the sum of regular, ISI-1 and ISI-2 YIC membership days may not exceed 360 days. 

c. Part Time Proration Rule [R277-419-5(C)]
If the student was enrolled for only part of the school day and/or only part of the school year, the student’s membership was prorated according to the number of hours or periods the student was actually enrolled in relation to the number of hours or periods the student could have been enrolled.  
As one example, if the student was in membership 4 periods each day in a 7-period school day for all 180 school days, the student’s aggregate membership is 103 days; as another example, if the student was in membership for 7 periods each day in a 7-period day for 103 school days, the student’s membership is 103 days.  
In addition if the student is enrolled for part of the day and/or part of the school year in online courses through the Statewide Online Education Program the student’s membership for these courses should not be prorated.  If the student is enrolled for part of the day and/or part of the school year in another LEA and outside of the Statewide Education Online Program, the LEA should keep record of where that student is being taught.
	
	

	
	4. AGREED-UPON PROCEDURES REPORT –

a. Use the appropriate illustrative report for Aggregate Student Membership in Part C of this Appendix 3-1 as a model for preparing an Independent Accountant’s Report on Applying Agreed-upon Procedures.  NOTE:  If local records are not in a condition to support application of the agreed-upon procedures, proceed to step 5.
	
	

	
	b. Using the example in Part D of this Appendix 3-1, complete the Aggregate Membership Agreed-Upon Procedures Schedule containing results on each case in the sample. 
	
	

	
	c. Consider including additional written findings and recommendations related to improving weaknesses in LEA data management or noncompliance with reporting standards or with the procedures themselves.  Also consider the communication requirements for agreed-upon procedures engagements found in Government Auditing Standards (see paragraph 5.59).
	
	

	
	d. If the independent accountant’s report includes findings or recommendations, obtain a response from the LEA.  The response can either be included within the independent accountant’s report or as a brief attachment to the report. 
	
	

	
	e. Submit the agreed-upon procedures report and spreadsheet of results to USOE by September 15th at 5:00 p.m. MST (if the date falls on a weekend, the deadline shifts to the next workday).  NOTE:  If a report is not received by the specified time, the USOE will begin the process of withholding the LEA’s allotted monthly funds consistent with the authority granted to the State Board of Education under Utah Code 53A-1-403(B).  Reports may be submitted via post, fax or email:

POST
Attn: Jennifer Yates-Givens
Finance and Statistics Section
Business Services Division
Utah State Office of Education
250 East 500 South
P O Box 144200
Salt Lake City, Utah  84114-4200  

FAX
To the attention of Jennifer Yates-Givens at 801-538-7674

EMAIL
To Jennifer Yates-Givens at jennifer.yates-givens@schools.utah.gov.

Conditions for Reporting:

· If a report does not conform to the procedures specified in this guide it may be rejected.
· This report shall become part of the permanent records of both the LEA and the USOE.
	
	

	
	5. If local records are not in a condition to support application of the agreed-upon procedures, in lieu of the aforementioned report, submit a statement on firm letterhead describing the reason(s) why the procedures could not be performed.
	
	




B.  FALL ENROLLMENT COUNT AND TRANSFER STUDENT DOCUMENTATION
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	FALL ENROLLMENT COUNT:
	
	

	
	1. Select schools in the LEA such that each secondary school is selected at least once every four years and each elementary school is selected at least once every nine years; if feasible, a shorter cycle, such as once every three years, would be preferable.  Be sure to include virtual schools in the selection cycle.
	
	

	
	2. Visit each school selected on the first school day of October.  Although the visit may not take place on October 1, the Fall UTREx Report should still be as of October 1.
	
	

	
	3. On the day of your visit, select three to five classes in each school (include at least one online class for LEAs that offer online courses) and for each class selected on that day conduct a roll call by asking each student in the class to state his or her name and check to make sure that student is on the roll.

NOTE:  Count the students who actually are in the class.  A student should be counted as “in the class” if: (a) the student is on the class roll and (b) is either physically present that day and states their name during roll call or (c) if absent, is legitimately enrolled in the class according to the Ten Day Rule. 

If the school is a virtual school, or the class is online, a student should be counted as “in the class” if (a) the student is on the class roll and has logged in that day, or (b) the student has logged in at least once during the ten school days before the agreed-upon procedures date.
	
	

	
	4. For each school selected in 1. above:

a. Verify the mathematical accuracy of the school’s enrollment total in its own records.
	
	

	
	b. As soon as possible after the October 15 deadline for submitting Fall UTREx files, obtain a copy of the LEA’s final Fall UTREx Report, which includes a summary of enrollment on October 1 as reported to the USOE by the LEA for each school as well as for the LEA as a whole.  (This report should be available from the LEA, if it is not, contact Jennifer Yates-Givens at jennifer.yates-givens@schools.utah.gov or 801-538-7674 for a copy.)
	
	

	
	c. Compare the verified school enrollment total to the reported enrollment total in the Fall UTREx Report.
	
	

	
	d. Give a brief explanation of any significant difference found between the verified school enrollment total and the reported enrollment total.
	
	

	
	e. Verify that the school calendar (the time school was in session) meets the minimum instructional standard of 990 hours and 180 days according to R277-419-4(A) and R277-419-8(C).

NOTE:  Do not estimate enrollment for any class or school or for the LEA as a whole.  Any adjustments to enrollment in light of the compliance findings for the purpose of allocating funds will be made at the discretion of the USOE in response to a formal request for consideration by the LEA.
	
	

	
	TRANSFER STUDENT DOCUMENTATION:
	
	

	
	5. Select secondary schools that offer any Grades 9-12 such that each school is selected at least once every four years; if feasible, a shorter cycle, such as once every three years, would be preferable.  
	
	

	
	6. Obtain a copy of the Transfer Students List (from the prior Year End UTREx Report), which contains students, organized by school, who were:

(a)  enrolled in grades 9 through 12; but
(b)  not enrolled on the last day of the school year; and
(c)  classified by the LEA as:

· TC – transferred out of the country;
· TH – transferred to home schooling;
· TO – transferred out of the state; or
· TP – transferred to a private school
· DE – death
· FE – foreign exchange student
Be sure to review the full list of exit codes on pages 12-13 of the 2012-2013 UTREx Clearinghouse File Specification for additional information in determining correct exit codes.  This document is available online at
http://www.schools.utah.gov/computerservices/Data-Clearinghouse.aspx.
(If this report is not available from the LEA, contact Jennifer Yates-Givens at jennifer.yates-givens@schools.utah.gov or 801-538-7674 for a copy.)
	
	

	
	7. From the Transfer Students List, select 20% of transfer students meeting the criteria in Procedure 6. above across all secondary schools selected in Procedure 5. above.
	
	

	



Federal Register, October 29, 2008, p. 64452
	8. For each transfer student selected, determine whether official written documentation exists to support the LEA’s recorded exit code. 

Criteria for Official Written Documentation:  Official written documentation that a student transferred out may include several different types of documentation, such as a request for records from the receiving high school; an approved application for home schooling or distance education; evidence of a transfer that is recorded in a State’s data system; or a letter from an official in the receiving school acknowledging the student’s enrollment.  Documentation must be in writing rather than a telephone conversation or other verbal communication with a parent, relative, or neighbor so that the transfer can be verified through audits or monitoring.

Unless a school or LEA can confirm in writing that a student has transferred out, emigrated to another country, or is deceased, the school or LEA must consider that student to be in the originating school’s population.

Compliance with GRAMA and Public Record Management Act:  Official documentation, regardless of format, should be maintained in accordance with the standards and guidelines set forth by the Government Access and Management Act (GRAMA) and Public Records Management Act.

Students Out of Country:  “With respect to students who … have emigrated to another country, the … LEA also must confirm this fact in writing but need not obtain official documentation.  For example, written confirmation of a student who has emigrated might include a school administrator’s memo to the student’s file, based on a phone conversation with a parent, stating that the student is leaving the country.”  Students who have moved to another country either temporarily (such as a foreign exchange student) or permanently must have written documentation.  

Deceased Students:  “A school or LEA must have written confirmation that a student is deceased before removing the student from the school.  A letter from a parent or an obituary is sufficient documentation. Official written documentation of a student’s death, such as a death certificate, is not necessary.”

Home Schooling:  Normally, a situation in which a student leaves a charter school for home schooling should be handled in this way: The charter school exits the student as a transfer to another LEA within the state (TS), notifies the other LEA in which the student resides of the student’s change in enrollment status, provides the other LEA with the student’s records and parental contact information, and urges the parent to submit to the other LEA the “signed affidavit” required by Utah Code 53A-11-102.  In turn, the other LEA enrolls the student, follows up with the parent to obtain the affidavit, and, finally exits the student to home schooling (TH).  In this case, the independent accountant engaged by the charter school should contact the other LEA to verify that a signed affidavit is on file.

In cases where an affidavit is not on file, the charter school may have exited the student directly to home schooling, and beginning with the 2012-2013 school year, charter schools may choose to use the transfer code ‘CH’ for transferred from Charter to Home School. Charters must verify the student has registered as a home school student with their district of residence and should be able to produce written evidence of a good faith effort to do its part in properly accounting for the student.

Reference to Other LEA.  As the independent accountant was not engaged by the other LEA in question, in no case should the agreed-upon procedures report include any statement regarding compliance by the other LEA.
	
	

	
	9. AGREED-UPON PROCEDURES REPORT – 

a. Use the appropriate illustrative report for Fall Enrollment Count in Part C of this Appendix 3-1 as a model for preparing an Independent Accountant’s Report on Applying Agreed-upon Procedures.  NOTE:  If local records are not in a condition to support application of the agreed-upon procedures, proceed to Procedure 10.
	
	

	
	b. Using the example in Section D. of this Appendix 3-1, complete the Fall Enrollment Count Agreed-Upon Procedures Schedule and the Transfer Student Documentation Agreed-Upon Procedures Schedule containing results on each case in the sample. 
	
	

	
	c. Consider including additional written findings and recommendations related to improving weaknesses in LEA data management or noncompliance with reporting standards or with the procedures themselves.  Also consider the communication requirements for agreed-upon procedures engagements found in Government Auditing Standards (see paragraph 5.59).
	
	

	
	d. If the independent accountant’s report includes findings or recommendations, obtain a response from the LEA.  The response can either be included within the independent accountant’s report or as a brief attachment to the report.
	
	

	
	e. Submit the agreed-upon procedures report and spreadsheet of results to USOE by November 1st at 5:00 p.m. MST (if the date falls on a weekend, the deadline shifts to the next workday).  NOTE:  If a report is not received by the specified time, the USOE will begin the process of withholding the LEA’s allotted monthly funds consistent with the authority granted to the State Board of Education under Utah Code 53A-1-403(B).  Reports may be submitted via post, fax or email:

POST
Attn: Jennifer Yates-Givens
Finance and Statistics Section
Business Services Division
Utah State Office of Education
250 East 500 South
P O Box 144200
Salt Lake City, Utah  84114-4200  

FAX
To the attention of Jennifer Yates-Givens at 801-538-7674

EMAIL
To Jennifer Yates-Givens at jennifer.yates-givens@schools.utah.gov.

Conditions for Reporting:

· If a report does not conform to the procedures specified in this guide it may be rejected.
· This report shall become part of the permanent records of both the LEA and the USOE.
	
	

	
	10. If local records are not in a condition to support application of the agreed-upon procedures, in lieu of the aforementioned report, submit a statement on firm letterhead describing the reason(s) why the procedures could not be performed.
	
	







C.  EXAMPLES OF AGREED-UPON PROCEDURES REPORTS


Illustrative Independent Accountant’s Report
on Applying Agreed-Upon Procedures
Regarding Compliance with Pupil Accounting Rules
for Aggregate Student Membership1

[Insert name of body or individuals charged with governance]
[Insert name of LEA]
[Insert address]

In accordance with the State of Utah Legal Compliance Audit Guide, Appendix 3-1, we have performed the procedures enumerated below, which were agreed to by [insert name of LEA] and the Utah State Office of Education, solely to assist them in evaluating [insert name of LEA]’s compliance with the Utah State Board of Education’s rules for pupil accounting for aggregate student membership for the year ended June 30, 20XX.  Management is responsible for [insert name of LEA]’s compliance with those requirements.

This agreed-upon procedures engagement was performed in accordance with attestation standards established by the American Institute of Certified Public Accountants and the standards applicable to attestation engagements contained in Government Auditing Standards, issued by the Comptroller General of the United States.  The sufficiency of these procedures is solely the responsibility of those parties specified in this report.  Consequently, we make no representation regarding the sufficiency of the procedures described below either for the purpose for which this report has been requested or for any other purpose.  

The procedures that we performed and our findings are summarized as follows:

1. We familiarized ourselves with the standards established by the Utah State Board of Education and the Utah State Office of Education for recording and reporting student membership data and [insert name of LEA]’s data management policies and practices.

2. We selected [insert number selected] students from selected schools.  Our selection is reported in the attached schedule.

3. For each student selected, we studied the official student records and supporting documentation, compared the student records with the Year-End Detail Report in UTREx, identified the student aggregate membership as recorded in the records, and determined whether the rules from R277-419 were properly applied in calculating the student’s aggregate membership.  See attached schedule for any exceptions. 2

4. For any student selected whose reported aggregate membership is based on any violation of R277-419, we recalculated aggregate membership to determine the correct figure.  See attached schedule for any exceptions. 2

We were not engaged to, and did not, conduct an audit of [insert name of LEA]’s compliance with R277-419, the objectives of which would be the expression of an opinion or limited assurance on compliance.  Accordingly, we do not express such an opinion or limited assurance on compliance.  Had we performed additional procedures, other matters might have come to our attention that would have been reported to you.

When any of the matters set forth in Paragraph 5.59 of Government Auditing Standards have been identified in conjunction with this agreed-upon procedures engagement, the following paragraph is required:

[In accordance with Government Auditing Standards, we are required to report significant deficiencies, material weaknesses, instances of fraud, noncompliance with provisions of laws, regulations, contracts, or grant agreements, or abuse that come to our attention during our agreed-upon procedures that warrant the attention of those charged with governance.  Our agreed-upon procedures disclosed the following matters that warrant the attention of [insert name of LEA] officials:]

[Describe matters that were identified.]

This report is intended solely for the information and use of the Utah State Office of Education, [insert name of those charged with governance], and management of [insert name of LEA], and is not intended to be and should not be used by anyone other than these specified parties.

[Firm’s Signature]
[Firm’s City, State]
[Report Date]


1 See AICPA, AT Section 201, Agreed-Upon Procedures Engagements (paragraph .31), AT Section 601, Compliance Attestation (paragraph .24), and GAO Government Auditing Standards (chapter 5) for reporting requirements.

2 If exceptions are noted, describe the findings here or refer to where the findings are reported.  The LEA’s response can be included here. 


Illustrative Independent Accountant’s Report
on Applying Agreed-Upon Procedures
Regarding Compliance with Pupil Accounting Rules
for Fall Enrollment Count and Transfer Student Documentation1

[Insert name of body or individuals charged with governance]
[Insert name of LEA]
[Insert address]

In accordance with the State of Utah Legal Compliance Audit Guide, Appendix 3-1, we have performed the procedures enumerated below, which were agreed to by[insert name of LEA] and the Utah State Office of Education, solely to assist them in evaluating [insert name of LEA]’s compliance with the Utah State Board of Education’s rules for pupil accounting for fall enrollment count as of October 1, 20XX and transfer student documentation for the year ended June 30, 20XX.  Management is responsible for [insert name of LEA]’s compliance with those requirements.

This agreed-upon procedures engagement was performed in accordance with attestation standards established by the American Institute of Certified Public Accountants and the standards applicable to attestation engagements contained in Government Auditing Standards, issued by the Comptroller General of the United States.  The sufficiency of these procedures is solely the responsibility of those parties specified in this report.  Consequently, we make no representation regarding the sufficiency of the procedures described below either for the purpose for which this report has been requested or for any other purpose.  

The procedures that we performed and our findings are summarized as follows:

Fall Enrollment Count

1. We visited [insert number of classes visited] classes in [insert name of entity] on the first school day of October 20XX.  Our sample is reported in the attached schedule.

2. We conducted a roll call in each class visited and compared our counts to the class rolls for that day and verified that students who were not present for the count were appropriately enrolled in the class.  For virtual schools and online classes selected, we obtained class rolls and verified each student logged in on the first day of October 20XX or logged in as least once during the ten school days before that date.  See attached schedule for any exceptions.2

3. For each school selected on that day—

a. We verified the mathematical accuracy of each school’s enrollment total in its own records.
b. We compared the verified school enrollment total to the reported enrollment total in the Fall UTREx Report.
c. We verified that the school calendar meets the minimum instructional standard of 990 hours and 180 days according to R277-419-4(A) and R277-419-8(C).

See attached schedule for any exceptions.2

Transfer Student Documentation

1. From the Transfer Student List, we selected [insert number of transfer students selected] students who were enrolled in grades 9 through 12, but not enrolled on the last day of the school year, and classified by [insert name of LEA] as TC, TH, TO, TP, DE, or FE.

2. For each student sampled, we determined whether official documentation exists to support [insert name of LEA]’s recorded exit code.  See attached schedule for any exceptions.2

[bookmark: _GoBack]We were not engaged to, and did not, conduct an audit of [insert name of LEA]’s compliance with R277-419, the objectives of which would be the expression of an opinion or limited assurance on compliance.  Accordingly, we do not express such an opinion or limited assurance on compliance.  Had we performed additional procedures, other matters might have come to our attention that would have been reported to you.

When any of the matters set forth in Paragraph 5.59 of Government Auditing Standards have been identified in conjunction with this agreed-upon procedures engagement, the following paragraph is required:

[In accordance with Government Auditing Standards, we are required to report significant deficiencies, material weaknesses, instances of fraud, noncompliance with provisions of laws, regulations, contracts, or grant agreements, or abuse that come to our attention during our agreed-upon procedures that warrant the attention of those charged with governance.  Our agreed-upon procedures disclosed the following matters that warrant the attention of [insert name of LEA] officials:]

[Describe matters that were identified.]

This report is intended solely for the information and use of the Utah State Office of Education, [insert name of those charged with governance], and management of [insert name of LEA], and is not intended to be and should not be used by anyone other than these specified parties.

[Firm’s Signature]
[Firm’s City, State]
[Report Date]


1 See AICPA, AT Section 201, Agreed-Upon Procedures for Engagements (paragraph .31), AT Section 601, Compliance Attestation (paragraph .24), and GAO Government Auditing Standards (chapter 5) for reporting requirements.

2 If exceptions are noted, describe the findings here or refer to where the findings are reported.  The LEA’s response can be included here.
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