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In order to determine whether a charter school that is exempt from the requirements of the Uniform System of Financial Records for Arizona Charter Schools (USFRCS) complied with applicable legal requirements, the audit firm must complete the following Legal Compliance Questionnaire. 
In addition, Arizona Revised Statutes (A.R.S.) §§15-213(F) and 15-914(G) require schools to have a systematic review of their purchasing practices and average daily membership (ADM), respectively, performed in conjunction with their audit. The purpose of the review is to determine whether the school is in compliance with the applicable procurement and student attendance laws and rules of the State of Arizona. Schools meet these requirements by having their audit firm complete the Procurement and Student Attendance Reporting questions included in the Legal Compliance Questionnaire. If the school is exempt from following the School District Procurement Rules, the audit firm should indicate “N/A” on Procurement questions and cite the exemption in the Comments section.
The Legal Compliance Questionnaire must be completed in accordance with the requirements prescribed below by the Auditor General’s Office and those not meeting the minimum requirements may be rejected.
· Sufficient, appropriate evidence must be obtained annually for each question to satisfactorily determine whether the school is in compliance with the legal requirements, and the evidence must be included in the audit documentation. If the evidence was obtained and documented during the financial statement audit, it may be referenced to answer questions.
· Evidence may be obtained through test work, observation, examination, and client assertion. However, client assertion alone is not adequate evidence to support “Yes” answers to the questionnaire. Sufficient documented evidence of approval includes signatures/initials and dates.
· Population size should be considered in determining the number of items to test, and the items selected should be representative of the population. Also, additional instructions in the Procurement and Student Attendance Reporting sections prescribe minimum sample sizes that must be used for specific questions.
· The number of items tested must be sufficient to determine whether a deficiency was the result of an isolated incident or a recurring problem. Therefore, testing 1 transaction, record, or item is not sufficient.
· The sample size should be expanded if the audit firm cannot clearly determine whether the school is in compliance with the legal requirements of the question. 
· For questions related to the establishment of policies and procedures, the audit firm must perform sufficient test work to determine that the procedures were implemented, followed, and systematically communicated to employees.
· A “Yes” answer indicates that the audit firm has determined that the school is in compliance with the legal requirements of the question, and a “No” answer indicates the school does not comply. However, the final determination of compliance on each question, as well as overall compliance with legal requirements, is made by the Auditor General’s Office based on the evidence presented in the questionnaire, audit reports, audit documentation, and any other sources of information available.
· All “No” answers must be adequately explained in the comments column or in an attachment. Deficiencies must be described in sufficient detail to enable the Auditor General’s Office to determine the nature and significance of the deficiency for: (a) assessing compliance with legal requirements and (b) appropriately describing the deficiency in a report. The description should include the number of items tested and the number of exceptions noted, or dollar amount of error. 
· All “N/A” answers must be adequately explained in the comments column.
· The questions in the legal compliance questionnaire do not address all legal requirements charter schools must comply with. If the audit firm is aware of noncompliance with a legal requirement, including the School District Procurement Rules and the Arizona Department of Education’s (ADE’s) membership and attendance guidelines, that are not addressed in this questionnaire, the audit firm should include the compliance findings in its reports issued in accordance with Governmental Auditing Standards and Title 2 U.S. Code of Federal Regulations Part 200, Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards (Uniform Guidance), if applicable, or an attachment to this questionnaire. Findings in the attachment should include the same level of detail required for “No” and “N/A” answers as discussed above.
The resulting audit documentation supporting the audit firm’s answers to the questionnaire must be made available on request for the Auditor General’s Office and ADE’s review. To facilitate this review, the audit firm may wish to include in the audit documentation a copy of the questionnaire with references to the audit procedures performed for each question.
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	Yes/No
	
	Comments

	[bookmark: _Toc351646452]Budgets
	
	
	
	

	1. [bookmark: _Toc473012292]Were the proposed budget and a notice of public hearing/governing board meeting to adopt a budget uploaded for posting on ADE’s website no later than 10 days prior to the meeting to adopt, and if the school maintains a website, were the proposed budget or budget summary and hearing notification posted on the school’s website? A.R.S. §15-185(M) 
	
	
	
	

	2. Was the budget adopted no later than July 15 and filed electronically with the Superintendent of Public Instruction by July 18? A.R.S. §15‑905(B) and (E)
	
	
	
	

	3. Was the adopted budget mathematically accurate and did it include all school expenses?
	
	
	
	

	4. If the school revised the adopted budget, was the revision completed before May 15, and filed electronically with the Superintendent of Public Instruction by May 18? A.R.S. §15‑905(I)
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	For Procurement question 1, the audit firm must select and test a specified number of procurements performed during the fiscal year based on the school’s ADM as shown in the table below. Auditors should consider multiple transactions, including those made by credit card with vendors, purchases of like items, and multi-year contracts to determine the appropriate level of competitive purchasing required. However, question 1 should be answered only for contracts awarded during the fiscal year.
The listed sample sizes represent the minimum level of required test work. The audit firm should use its judgment in determining whether a larger sample is needed.
	Schoolwide ADM
	
	Sample Size

	<1,000
	
	5

	1,000-5,000
	
	10

	>5,000
	
	15


In the parentheses provided in question 1, indicate the actual number of procurements tested. If all procurements were tested, indicate such in the “Comments” column. For question 1, at least 40 percent of the number of procurements tested must be for purchases made through competitive sealed bids and at least 40 percent of the number of procurements tested must be for purchases made through competitive sealed proposals. If these 40 percent thresholds cannot be met due to an inadequate population size, the audit firm must test all procurements made through competitive sealed bids or made through competitive sealed proposals. Of the procurements selected above, at least 1 procurement should be for traditional construction (design-bid-build), and at least 1 procurement should be for construction-manager-at-risk, design-build, job order contracting (Question 1.d), if applicable.

	1. Based upon review of (_____) procurements [____competitive sealed bids and ____competitive sealed proposals] for the procurement of construction, materials, and services that exceeded $100,000, did the school follow the School District Procurement Rules (R7-2-1001 et seq):
	
	
	
	

	a. For purchases made through competitive sealed bidding or competitive sealed proposals, did the school:
	
	
	
	

	1) Publish and provide other adequate notice, as applicable, of the invitation for bid (IFB) or request for proposal (RFP)? R7‑2‑1022 or R7‑2‑1042(C)
	
	
	
	

	2) Compile and maintain a list of persons who requested to be added to a list of prospective bidders, if any, and furnish those bidders with notice of available bids? R7‑2‑1023 and R7-2-1024(C)
	
	
	
	

	3) Issue the IFB or RFP at least 14 days before the time and date set for bid opening or the closing date and time for receipt of proposals, and include all the required information, as applicable? R7-2-1024(A) or R7-2-1042(B) (Note: If the answer is “No”, the “Comments” must specifically indicate which requirements were not complied with.)
	
	
	
	

	4) Record the time and date sealed bids or proposals were received and store bids or proposals unopened until the time and date set for opening? R7‑2‑1029 or R7‑2‑1045
	
	
	
	

	5) Establish and follow procedures for the award and use of multiple contracts, if any. R7-2-1031(D) and R7-2-1050(C)?
	
	
	
	

	6) Follow the requirements of R7‑2‑1032 or R7‑2‑1046(A)(1) for contracts where only 1 responsive bid or proposal was received, if any, and retain documentation for that determination?
	
	
	
	

	b. For purchases made through competitive sealed bidding, did the school award contracts to the lowest responsible and responsive bidder whose bid conformed, in all material respects, to the requirements and evaluation criteria set forth in the IFB? (Note: If the answer is “No,” the “Comments” should specifically indicate which requirements were not complied with.) R7‑2‑1031
	
	
	
	

	c. For purchases made through competitive sealed proposals, did the school award the contract to the offeror whose proposal was determined, with specific reason(s) in writing, to be most advantageous to the school based on the factors set forth in the RFP and retain documentation that supported the basis for the determination? (Note: If the answer is “No,” the “Comments” should specifically indicate which requirements were not complied with.) R7-2-1050
	
	
	
	

	d. If the school used construction-manager-at-risk, design-build, or job-order-contracting to procure construction services, did the school comply with the requirements of R7-2-1102 through R7- 2-1115? (Note: If the answer is “No”, the “Comments” should specifically indicate which requirements were not complied with.)
	
	
	
	

	e. [bookmark: _Hlk513633959]Did the school have a signed procurement disclosure statement in each procurement file for all employees with job responsibilities related to each procurement or for non-employee consultants or technical advisors involved in each procurement process? R7-2-1008(C) and R7-2-1015
	
	
	
	

	f. Did the school maintain written determinations, as required throughout the procurement rules, either  in the solicitation or as part of the procurement file? R7-2-1004
	
	
	
	

	g. Did the school’s procurement files include the required information, as applicable? R7-2-1001(93)
	
	
	
	

	h. For multi-term contracts for materials or services and contracts for job-order-contracting construction services that were entered into for more than 5 years, did the Governing Board determine in writing that a contract of longer duration would be advantageous to the school before the procurement solicitation was issued? A.R.S.  §15- 213(L) and R7-2-1093
	
	
	
	

	2. Based upon review of all emergency and sole source procurements:
	
	
	
	

	a. Was the basis for each emergency procurement reasonable and did the school retain a written statement documenting the basis for the emergency, the selection of the particular contractor, and why the price paid was reasonable, and was such statement signed by the individual authorized to initiate emergency procurements? R7‑2‑1055 and R7-2-1056
	
	
	
	

	b. Did the Governing Board approve all sole-source procurements before any purchases were made and retain the written determinations in the procurement files? R7-2-1053 and R7-2-1086
	
	
	
	

	3. Were purchases under General Services Administration schedules 70-IT and  84- Law Enforcement contracts authorized by the Governing Board prior to making any purchases? A.R.S. §15-213(K) and R7-2-1196(C) 
	
	
	
	

	4. Did the school have a cooperative purchasing agreement on file for each cooperative it used? R7-2-1191 through R7-2-1195
	
	
	
	

	5. Did the school perform and document due diligence for a sample of contracts for each cooperative the school made purchases from during the audit period? (Note: Indicate below the name of each cooperative the school purchased through and whether due diligence was adequate.) R7-2-1191(D)
	
	
	
	

	Cooperative:
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	1. Did the school properly allocate Classroom Site Project receipts among the following projects: 1011—Base Salary (20%), 1012—Performance Pay (40%), and 1013—Other (40%)? A.R.S. §15-977
	
	
	
	

	2. For Project 1011, were expenses only for teacher base salary increases and employment-related expenses?
	
	
	
	

	3. For Project 1012, were expenses only for governing-board-adopted, performance-based teacher compensation increases and employment-related expenses?
	
	
	
	

	4. For Project 1013, were expenses only for class size reduction, teacher compensation increases, assessment intervention programs, teacher development, dropout prevention programs, and teacher liability insurance premiums and not used for school-sponsored athletics?
	
	
	
	

	5. Did the school use Classroom Site Project monies to supplement, rather than supplant, existing funding from all other sources? (See USFRCS Memorandum No. 44 for guidance on Classroom Site Projects.)
	
	
	
	

	6. If the school had monies remaining at year-end in any of the 3 Classroom Site Projects (1011, 1012, and 1013), were those monies carried forward in the same projects to ensure that the restrictions placed on the original allocation of revenues is applied in future years?
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	1. Was the Annual Financial Report (AFR) electronically submitted to the Superintendent of Public Instruction by October 15, and if the school maintains a website, did the school provide a link on its website to ADE’s website where the school’s AFR could be viewed by November 15? A.R.S. §15-904(A)
	
	
	
	

	2. Did budgeted expenses as reported on the AFR agree with the school’s most recently revised, adopted budget?
	
	
	
	

	3. Did actual revenues and expenses as reported on the AFR agree with the school’s accounting records, with no transactions or adjusting entries posted after preparing the AFR?
	
	
	
	

	4. Did the school properly code its transactions in accordance with the USFRCS Chart of Accounts or maintain a crosswalk of its accounts so it could accurately report information in the AFR? 
	
	
	
	

	5. Was all required information in the AFR, including supplementary information on pages 7 and 8?
	
	
	
	

	6. Was the Classroom Site Project Narrative Summary electronically submitted to the Superintendent of Public Instruction by November 15? A.R.S. §15-977(J)
	
	
	
	

	7. Did the school prominently post average teacher salary information on its website home page separately from its budget? A.R.S. §15-189.05
	
	
	
	

	Student Attendance Reporting
	
	
	
	

	If test work performed in this section discloses a net overstatement or understatement of membership and/or absence days, based on A.R.S. and ADE’s school finance external guidelines, report the net overstatement or understatement in the “Comments” column next to each applicable question.

	1. Did the school’s calendar ensure school was in session for the required days and students received the required instructional hours per grade level, including Arizona Online Instruction (AOI) Programs as prescribed in A.R.S. §§15-808(J)(1), 15-901(A)(1) and 15-901.07? 
	
	
	
	

	For Student Attendance Reporting questions, the audit firm must select and test the specified number of transactions (records, entries, withdrawals, or days) as shown in the sample size instructions before each section. These samples should include 3 or more grade levels and 3 or more campuses, where applicable. The listed sample sizes represent the minimum level of required test work. The audit firm should use its judgment in determining whether a larger sample is needed. All student attendance records tested should be selected from the first 100 days of school.
In the parentheses provided within the questions, write the actual number of transactions tested. If all transactions were tested, indicate such in the “Comments” column.

	For question 2, select at least 3 student attendance records.

	2. If the school had an early (pre-) kindergarten program, based upon review of (___) early (pre-) kindergarten students’ attendance records, did the school only calculate and submit membership information for this program for students with disabilities? A.R.S. §15‑901(A)(1)(a)(i) and USFRCS Memorandum No. 33
	
	
	
	

	For question 3, use the following sample sizes:
	Schoolwide ADM
	
	Student Attendance Records

	<1,000
	
	5

	1,000-5,000
	
	10

	>5,000

	
	15



	
	
	
	

	3. Based upon review of (____) students’ attendance records, did the school appropriately track and report elementary, junior high, and high school students’ absences? A.R.S. §§15-901(A)(1)(a)(i) and 15-901(A)(5)(a)(i), and USFRCS Memorandum No. 33
	
	
	
	

	For question 4-7, use the following sample sizes:
	Schoolwide ADM
	
	Student Attendance Records

	<1,000
	
	3

	1,000-5,000
	
	5

	>5,000

	
	7



	
	
	
	

	4. Based upon review of (____) high school students’ attendance records, did the school prorate the membership of the students enrolled in less than 4 subjects?
	
	
	
	

	5. For schools—Based on a review of (____) students’ (enrolled in a program provided by a CTED in a facility owned or operated by a school) attendance records, did the school report the actual enrollment for only the school classes the student was enrolled in at that school site (excluding CTED program classes) under the school’s CTDS number?
	
	
	
	

	6. For schools offering an AOI Program, based upon review of (____) AOI students’ attendance records for 4 weeks: (ADE’s guideline 
SF-0003-AOI Participation)
	
	
	
	

	a. Was the guardian-approved or school computer-generated daily log describing the amount of time spent by the student on academic tasks maintained by the participating AOI school? A.R.S. §15‑808(E)
	
	
	
	

	b. Did the hours reported to ADE agree to the guardian-approved or school computer-generated daily log?
	
	
	
	

	c. Were all students who participated in an AOI Program residents of this state? A.R.S. §15-808(B)
	
	
	
	

	d. Was the student’s Intended Full Time Equivalency Enrollment Statement maintained?
	
	
	
	

	7. Based upon review of the student attendance records in question 6, did the school follow its procedures to re-determine the actual FTE for each student enrolled in an AOI Program following a student’s withdrawal or after the end of the school year?
	
	
	
	

	For question 8-12, use the following sample sizes:
	Schoolwide ADM
	
	Entries/Withdrawals

	<1,000
	
	5

	1,000-5,000
	
	10

	>5,000

	
	15



	
	
	
	

	8. Based upon review of (____) students withdrawn for having 10 consecutive unexcused absences (all grades), was the student only counted in membership through the last day of actual attendance or excused absence? A.R.S. §15‑901(A)(1)
	
	
	
	

	9. Based upon review of (____) entries, does the student’s name entered in the student management system match the name on the legal document on file? A.R.S. §15‑828(D)
	
	
	
	

	10. Based upon review of (____) entries (Note: Enrollment forms are not required for continuing students at the same school.):
	
	
	
	

	a. Were the entry dates entered into the school’s computerized attendance system within 5 working days after the actual date of entry and was documentation maintained to support the date of data entry?
	
	
	
	

	b. Did the entry date in the computerized attendance system agree to the entry form?
	
	
	
	

	c. Did membership begin on the first day of actual attendance or, for continuing/pre-enrolled students, the first day that classroom instruction was offered, provided that the students actually attend within the first 10 days of school? ADE’s External Guideline GE-17 
	
	
	
	

	d. Did the school obtain and maintain verifiable documentation of Arizona residency upon enrollment? A.R.S. §15-802(B)(1) and ADE’s Arizona Residency Documentation Guidelines
	
	
	
	

	11. If the school admitted students who were nonresidents of Arizona, were the students excluded from the school’s student count and state aid calculations, as applicable, and was tuition charged, as applicable? A.R.S. §15-823(G) and (L)
	
	
	
	

	12. Based upon review of (____) withdrawals:
	
	
	
	

	a. Were the withdrawal dates entered into the school’s computerized attendance system within 5 working days after the actual day of withdrawal and was documentation maintained to support the date of data entry? (Note: “Day of withdrawal” for determining timely data entry means:  a. the later of the student’s withdrawal date or the day the school is notified the student will not be returning; or b. the 10th day of unexcused absence for students withdrawn for having 10 consecutive unexcused absences.)
	
	
	
	

	b. Did the withdrawal date in the computerized attendance system agree to the withdrawal form? (Note: If the computerized attendance system requires the school to input the day following the withdrawal date for a student to be counted in membership through the last day of actual attendance or excused absence, the withdrawal date on the system should be the school day following the withdrawal date on the form.)
	
	
	
	

	c. Did the school prepare and retain an Official Notice of Pupil Withdrawal form , that a school administrator  signed for each withdrawal? A.R.S. §15‑827
	
	
	
	

	13. Based upon review of the school’s student data uploaded to ADE (AzEDS ADM15 report), did the membership and absences agree to the school’s computerized attendance system records for the first 100 days of school? (Note: For an AOI Program, review year-end attendance information.)
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	1. Did the school dispose of records in accordance with the General Retention Schedules for Education K-12 published by the Arizona State Library, Archives and Public Records?
(http://apps.azlibrary.gov/records/general.aspx)
	
	
	
	

	2. Did the school follow policies and procedures to protect the security, maintenance, and disposition of personally identifiable information and confidential records, such as student and employee                                 information and social security numbers?
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	1. Did the school conspicuously post a statement on its website stating where all public notices of its meetings will be posted, including the physical and electronic locations? A.R.S. §38-431.02(A)(1)(a)
	
	
	
	

	2. Did the school post all public meeting notices and agendas on its website? A.R.S. §38-431.02(A)(1)(b) and (G)
	
	
	
	

	3. Were notices and agendas of public meetings posted at the designated physical and electronic locations at least 24 hours before the meeting? A.R.S. §38-431.02(C) and (G)
	
	
	
	

	4. Did the school prepare and maintain written minutes or records for governing board meetings? A.R.S. §38-431.01(B)
	
	
	
	




This questionnaire was completed in accordance with the requirements of the Auditor General’s Office as set forth in the instructions on pages 2 and 3.
	
	
	

	Audit Firm
	
	Date

	
	
	

	Preparer (Audit Firm Representative)
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