
PA-7(C) KISD Sep 2026
 Checklist:  Required Documentation for Membership Audit 

Kent ISD Secondary Programs – FTE Claimed by Local School Districts

Kent Career & Tech Center (KCTC) & MySchool@Kent (MSK) only

Building/Program:    							        Count Date:    			

Instructions:
For every count complete and return this form with required paperwork to ISD Auditor. Please submit in a folder clearly labeled with program name and count date. Check the items being submitted. Do not submit non-applicable/blank forms; enter “NA” next to those items instead.

Forms to Submit for Each Pupil Membership Count (unless noted fall only):

	 Add/Drop List (generated from SIS, enrollments or exits from week prior to count, week of count, and 5 weeks after count)
	Count Day Absence List (generated from SIS, run report after all pupils have returned, or after 30 days, whichever occurs first)
	 Written Procedures for Recording Electronic Attendance (fall only, unless revisions)
	 List of building staff authorized to modify/correct electronic teacher attendance (fall only, unless revisions)
	 PA-201 Verification: Teacher Cert/QPD/Virtual Days/Field Trips/Recess/Seminar (signed by program admin.)
[bookmark: _Hlk207967667]	 List of all Substitute Teachers used in building/program on the count day (first name, last name, PIC number)
  
[bookmark: _Hlk141363808]Kent ISD PA/IT Staff Will Provide the Following Items to Auditor:
· PA-104 District Planning Form (fall only, unless revised)
· Roster of Enrolled Public School Pupils - Each record will include UIC, student name, grade level, sending district, name of ISD program(s) enrolled in, and session #. (submit electronically)
· Roster of Enrolled Non-Public & Homeschooled Pupils - Each record will include UIC, student name, grade level, resident district, name of ISD program(s) enrolled in, and session #.
· [bookmark: _Hlk141363751]Master Teacher List -  MTL will include building/program, teacher’s legal first and last name, PIC #, (middle name if available) + subject area(s) & grade level(s) teacher is assigned to teach (submit MTL for fall only, unless new teachers for spring, then report new teachers only)

Additional Forms to Submit for the Pupil Membership Count – IF APPLICABLE TO YOUR PROGRAM:

_______  PA-5GA Post-Secondary Dual Enrollment (KCTC courses w/ dual enrollment component -historically Medical Assisting and Finance/Accounting at Davenport, Aviation at WMU, and PreMed at GVSU)
	   PA-5GB Early/Middle College (all LaunchU pupil cohorts)
	   PA-5OD Virtual Learning Options (MS@K, if checked, must also include PA-5OD(1) form below))
	   PA-5OD(1) Virtual Learning Participation Summary (MS@K)
	   PA-5L SE Transition Services (report prior KTC Work-based learning pupils here)
	   PA-5P Work-Based Learning (report KCTC CTE Work-based learning pupils here)
  
Teacher Attendance 
· All programs are approved for e-auditing, so no need to print and sign weekly attendance records. Official attendance records reside in ISD’s student information system. 
· Note: Please ensure you have signed teacher compliance statement regarding completeness/accuracy of count period attendance records on file. Can be separate document signed each count period or certification statement housed within SIS user agreement.

Student Schedules 
· All buildings should generate a count day schedule for every pupil claimed for FTE and store the master PDF document electronically. Do not submit this file with your count submission, but ensure the file is available if requested by auditor.					
					
