PA-104  Aug 2024
ISD/LEA/PSA PLANNING FORM

LEA/PSA:  							    	Count Date:  			

This form must be completed/updated for each fall membership count, and updated in the spring if any changes. It should be prepared by district pupil accounting coordinator and forwarded to the auditor in district administration folder. Add additional rows, if needed.

District PA Coordinator Completing Form: 					 Phone: 			 

1. For each building/program at which the district provides instruction, complete the following:
	
BUILDING NAME 
& (EEM CODE)
	
PHYSICAL ADDRESS
	
GRADE LEVELS AUTHORIZED

	
APPROXIMATE # OF PUPILS 
	NAME OF KEY PUPIL ACCOUNTING STAFF AT BUILDING 
	
YEARS IN POSITION

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



2. Did your district open or close any buildings since last membership count? If yes, identify any newly opened or newly closed building(s) below. If none, enter “N/A” below:
	
BUILDING NAME
	
OPENED OR CLOSED?
	
EEM 
ENTITY CODE

	
DATE OPENED/CLOSED

	
	
	
	

	
	
	
	

	
	
	
	



3. Did your district change any programming at existing buildings that would result in changes to Pop III categories present in any building/program? If yes, identify the change below. If none, enter N/A below:
	
WHICH PROGAMMING CHANGED? 
(e.g., ALT ED, SPED, Virtual, etc.)

	
HOW WAS IT CHANGED? (Added, Revised, Canceled)
	
BUILDING/PROGRAM AFFECTED
	
GRADE LEVELS AFFECTED

	
	
	
	

	
	
	
	

	
	
	
	





4. In addition to the above information, the following are key considerations to assigning an audit risk level for your district. Please check an item if significant changes have occurred since last membership count; enter N/A if no significant change:
______ Written procedures for ensuring a complete and accurate pupil count 
______ Training of new staff without experience in pupil membership rules and procedures 
______ Systems (automated/manual) for maintaining enrollment and attendance records
______ Participation in cooperative agreements with other local programs
______ Procedures to ensure administrative personnel document in writing their review of membership     counts, including a representation that all pupil membership documentation is on file in accordance with state laws 
______ Record retention procedures and practices 

If any items checked in #4, please explain below: 






Completed by:
Name:    								
Title:  
Date: 						

		


