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Section 2 Audit Requirements 
As stated in the overview section, the superintendent of schools is responsible for the safekeeping of all 
attendance records and reports. Your district may store these records or reports in a central office or on 
the respective school campuses. However, regardless of where they are stored, the records must be 
readily available for audit9 by the Texas Education Agency (TEA).10 Incomplete or inaccurate data will 
result in attendance not being allowed. 
 

2.1 General Audit Requirements 
Your district must make available and provide to the Financial Compliance Division of the TEA copies of 
all required attendance records within 20 working days of written request by the agency. Failure to 
provide all required attendance records (specific program[s], grant[s], or both) will result in the TEA’s 
retaining 100% of your district’s Foundation School Program (FSP) allotment for the undocumented 
attendance for the school year(s) for which records have been requested.  
 
Upon issuance of the preliminary report, the district or charter school has 20 working days to respond to 
the report. Once the final report for all attendance reviews and investigative reports is issued, the report 
will not be subject to further review or response from the district or charter school.  
  
Attendance will be considered undocumented if documentation of the attendance either is missing or is 
so inadequate that a reasonable person could not conclude from the documentation that the 
attendance it is intended to support actually occurred.  If attendance is undocumented at the days of 
attendance level, any special program attendance based on those days of attendance also will be 
considered undocumented. The adjustment to the FSP allotment for any undocumented attendance will 
apply to the time period for which documentation was missing or inadequate. For example, if the 
documentation provided to support a particular campus’s daily attendance for a semester consisted 
only of period absence slips for certain students and no documentation was provided showing the 
names of students present for classes each day, the TEA would adjust the district’s FSP allotment to 
withhold 100% of the funding for all students at that campus for the semester. 
  
Reports must include the level of detail identified in 2.3 Required Documentation although the TEA 
does not mandate the actual report format. A good accounting system, however, will produce reports 
that are easy to read and that present information in a concise format. For example, a Student Detail 
Report will present all the required data for each student, including attendance and program totals by 6-
week reporting period, in one layout.  
 
All documentation required for audit purposes is outlined in 2.3 Required Documentation. 
Documentation must do the following: 

 cover the entire school year and 

 encompass three main data sets: Student Detail Reports for all students by 6-week reporting 
period, Campus Summary Reports for all campuses by 6-week reporting period, and a District 
Summary Report by 6-week reporting period.  

                                                           
9 as authorized by the Texas Education Code (TEC), §§42.255, 44.008, and 44.010 
10 19 Texas Administrative Code (TAC) §129.21(d) 

http://www.statutes.legis.state.tx.us/Docs/ED/htm/ED.42.htm#42.255
http://www.statutes.legis.state.tx.us/Docs/ED/htm/ED.44.htm#44.008
http://www.statutes.legis.state.tx.us/Docs/ED/htm/ED.44.htm#44.010
http://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=19&pt=2&ch=129&rl=21
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All codes reflected in the attendance reports must be defined in the reports. 
 
Your district must retain any student attendance documentation that could be required for audit 
purposes for 5 years from the completion of the school year, unless specified differently later in this 
section. This requirement applies specifically to student attendance documentation. Other kinds of 
documentation, such as documentation required for a student’s permanent record, may need to be kept 
longer. The required retention period for all records is outlined in Local Schedule SD of the Local Records 
Retention Schedules, Texas State Library and Archives Commission: 
https://www.tsl.state.tx.us/slrm/recordspubs/sd.html.   
 

2.2 Accounting System Requirements 
The attendance accounting system11 your district uses must do the following: 

 use the coding structure defined in the Public Education Information Management System 
(PEIMS) Data Standards as they relate to attendance.12 

 possess the ability to readily reproduce the student attendance data described in 2.3 Required 
Documentation on notification of an audit, regardless of the medium of storage the system 
uses. 

 

2.2.1 Paper-Based Attendance Accounting Systems vs. Automated Attendance 
Accounting Systems 
Your district should carefully consider both its particular needs and the information in 2.2.2 Automated 
Attendance Accounting Systems and 2.2.3 “Paperless” Attendance Accounting Systems before 
selecting an attendance accounting system, storage medium, or automated format for audit 
documentation. 
 
Your district may get the most benefit from retaining some documentation electronically and other 
documentation in paper report format. For example, say Learning ISD uses paper period absence slips as 
the source document for attendance accounting. The district cannot store those slips electronically, nor 
can it store some of the other required documentation in an electronic format (see 2.3 Required 
Documentation). The district can, however, store the Student Detail Report, the Campus Summary 
Reports, and the District Summary Report electronically. For audit purposes, Learning ISD must retain all 
paper records that it cannot store electronically, a backup of the actual attendance accounting data, the 
attendance accounting program from the same school year, and compatible hardware necessary to 
access and reproduce the data in an acceptable format. 
 
Note: All required attendance system documentation that is stored electronically must be reproduced in 
an acceptable format at the time of an audit. To be considered acceptable, the documentation must be 
as follows: 

 complete (must meet all the requirements in 2.3 Required Documentation), 

 in English (not machine language), and  

 easy to read. 

                                                           
11 Unless a distinction is made between manual and automated systems, all standards described in the handbook apply to all 
attendance accounting systems. 
12 19 TAC §129.21(f) 

https://www.tsl.state.tx.us/slrm/recordspubs/sd.html
http://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=19&pt=2&ch=129&rl=21
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2.2.2 Automated Attendance Accounting Systems 
Your district must retain paper copies of all required attendance records for 5 years, unless it uses an 
automated attendance accounting system. If it chooses, a district using an automated attendance 
accounting system may store any attendance accounting record or report electronically provided the 
district also retains the hardware and software necessary to access and reproduce the attendance data 
in an acceptable format (see the last paragraph of this subsection). If your district is unable to keep 
compatible hardware, backup copies of software, or both, or if the district does not possess the 
technical expertise to reproduce the unaltered data in an acceptable format when notified of an audit, 
paper copies are required for the entire retention period13.  
 
Your district must manage automated attendance accounting systems properly to meet audit 
documentation standards. An effective system of internal controls must be in place to maintain 1) data 
integrity (completeness and accuracy) and 2) the ability to reproduce, for audit purposes, all required 
documentation that your district elected to store electronically. Note that outside technical assistance 
may be required to ensure your district’s automated attendance accounting system can reproduce all 
required documentation at the time the district is notified of an audit. The TEA recommends your 
district test the procedures for reproducing required audit documentation in an acceptable format 
before deciding to retain reports or records in an electronic format instead of a paper format. 
 
If your district uses an automated attendance accounting system, it must recognize how changes to the 
system’s hardware and software from year to year affect your district’s ability to reproduce attendance 
accounting records from prior years. Therefore, when changes occur to the system software (for 
example, yearly updates to the attendance accounting program), your district must be certain that the 
new program will access the prior years’ attendance data and produce an acceptable report format. It is 
also important, when changes occur to your district’s hardware (for example, your district purchases 
new hardware), to investigate whether the new hardware is compatible, so that it will access the prior 
years’ attendance data and produce an acceptable report format. In some cases it is advisable to print 
and retain paper copies for audit purposes instead of storing the data electronically. 
 

2.2.3 “Paperless” Attendance Accounting Systems 
If your district uses a system that is virtually entirely functional without the use of paper documents (for 
example, a system in which the teacher enters absences directly into the system without the use of 
paper period-absence reports), then this system must meet the additional standards established in this 
subsection, or your district must generate and retain paper copies of attendance reports and records. 
These standards apply to all districts that wish to establish and maintain an audit trail (source document 
to final reports) that is almost entirely free from paper.  
 
Even with the use of a “paperless” attendance accounting system, some documentation required for 
audit purposes, such as a doctor’s note supporting a student’s excused absence or other 
documentation listed in 2.3.5 Additional Required Documentation, may necessarily need to be kept in 
paper form. If attendance data cannot be reproduced in an acceptable format at the time of an audit, a 
school district may be held financially responsible for its inability to reproduce required documentation. 

                                                           
13 Local Schedule SD, Texas State Library and Archive Commission 

https://www.tsl.texas.gov/slrm/recordspubs/sd.html
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An attendance accounting system that allows teachers to enter attendance data directly into the 
automated system must provide security to the data that are entered. Systems must include the 
following safeguards and security features (this is not necessarily an exhaustive list of required features): 

 requirement that teachers log on to the system using distinct secret passwords 

 timing out (automatic shutoff) if the program has not had any activity in an appropriately short 
period of time (for example, 10 minutes) 

 ability to report the date, time, and identity of the teacher entering the absence data, upon 
request 

 ability to report the date, time, and identity of the individual making changes to the attendance 
report, upon request 

 provision of a positive confirmation for 100% of attendance (teacher submits “All Present” 
rather than showing no one absent) 

 
Proper information system management is the key to a successful paperless automated attendance 
accounting system. Locally designed internal controls must be established to ensure the security of the 
system. Only personnel with the proper security clearance level should have access to the system. 
 

2.2.4 Disaster Recovery 
Disaster or attendance accounting system malfunction or sabotage does not negate your district’s 
responsibility to produce attendance data required for an audit. Your district should have in place plans 
for how it will recover and reproduce data required for an audit if the primary means of producing the 
data is threatened by disaster or by attendance accounting system malfunction or sabotage.  
 
Storage of duplicate records and data at various locations within your district is an example of a plan 
that prevents the loss of data if a disaster occurs at the primary storage facility. 
 
Your district should document its data recovery plans and ensure that the plans are available for 
examination by auditors. The district should also regularly test its data recovery plans. 
 

2.2.5 Attendance System Procedures Manual 
Your district or charter school must maintain a procedures manual that provides specific, detailed 
information on the district’s school attendance accounting system. This procedure manual must include 
the following information: 

 how and when teachers are to take official attendance 

 how attendance is entered into the attendance accounting system 

 which position or positions are responsible for the coding of special programs (such as career 
and technical education, special education, pregnancy-related services, etc.) 

 how changes to special programs are to be documented 

 how student membership is to be reconciled between the teacher rosters and the attendance 
accounting database 

 how your district will maintain attendance accounting records (including computerized records, 
period absence slips, and official calendar) after the completion of the school year 

 what backup systems are in place to protect the attendance accounting records 
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 which position is responsible for the maintenance and security of the attendance accounting 
records 

 

2.3 Required Documentation 
The student attendance data asked for in an audit must be organized into three distinct data sets: the 
Student Detail Report, the Campus Summary Report (s), and the District Summary Report. 
 
Your district must generate Student Detail Reports, Campus Summary Reports, and District Summary 
Reports each 6-week reporting period. 
 
For a particular campus, data totals for all Student Detail Reports must add up to respective totals on 
the Campus Summary Report. Likewise, data totals for all Campus Summary Reports must add up to 
respective totals on the District Summary Report. For schools offering multiple tracks, student detail 
must be summarized by individual tracks. 
 

2.3.1 Student Detail Reports 
Student Detail Reports must contain the following data: 
1. Name of the district and the campus 
2. County-district-campus number 
3. Reporting period code (generally described as 6 weeks, but does not necessarily consist of 6 weeks; 

for reporting purposes, the school year must be divided into six approximately equal reporting 
periods) 

4. Beginning and ending dates of reporting period, including the year 
5. Total number of days of instruction in the reporting period 
6. Instructional track (INSTRUCTIONAL-TRACK-INDICATOR-CODE) the student attends. Please note that 

campuses that offer multiple instructional tracks will have multiple student detail reports 
7. All identification data elements for the student: 

 Legal first, middle, and last name 

 Generation code, where applicable 

 Gender 

 Date of birth 

 Age as of September 1 

 Texas Unique Student ID 

 Social Security number or state-assigned alternative ID number 

 Ethnic group 

 First and last name of parent or guardian with whom the student resides 

 Address of parent or guardian with whom the student resides, to include the street number, 
route number, or PO box number; city; and zip code, and campus ID of residence for 
nonresident students 

8. Student’s original entry date and all subsequent withdrawal and reentry dates, where applicable 
(regular classroom and all special programs) 

9. Student’s grade level code 
10. Student’s: 

 Average daily attendance (ADA) eligibility code (Section 3) 



Audit Requirements                        2016–2017 Student Attendance Accounting Handbook  Page 28 

 Special education instructional setting code (Section 4) 

 Speech therapy indicator code (Section 4) 

 Career and technical education code (Section 5) 

 Bilingual program type code and ESL program type code (Section 6) 

 Gifted/talented indicator code (Section 8) 

 Pregnancy-related services code (Section 9), where applicable 
11. Student’s absences (from the official attendance snapshot) by date for each 6-week reporting period 
12. The following, by 6-week reporting period:  

 Student’s total days membership 

 Total days absent 

 Total days present 

 Total eligible days present and total eligible minutes present for Optional Flexible School Day 
Program [OFSDP] or High School Equivalency Program [HSEP] students 

 Total ineligible days present and total ineligible minutes present for OFSDP or HSEP students 
13. Student’s total eligible days present and total eligible minutes present for OFSDP or HSEP students 

in each program (listed in item 10, except for gifted/talented) by 6-week reporting period, where 
applicable 

14. Student’s number of excess contact hours earned in one day, where applicable 
15. Student’s total excess contact hours by instructional setting code by 6-week period, where 

applicable 
16. Attendance data totals for all students, summarized by grade. These totals include the following: 

 Days membership (includes both eligible and ineligible students) 

 Days absent (includes both eligible and ineligible students) 

 Total days present (includes both eligible and ineligible students) 

 Ineligible days present and total ineligible minutes present for OFSDP or HSEP students 

 Eligible days present and total eligible minutes present for OFSDP or HSEP students 

 Eligible days bilingual/ESL and total eligible minutes present for OFSDP or HSEP students 

 Eligible days pregnancy-related services and total eligible minutes present for OFSDP or HSEP 
students 

 Eligible days special education mainstream and total eligible minutes present for OFSDP or HSEP 
students 

17. Track total for all grades for all data required in 16 above 
18. Track ADA (regular classroom eligible participation, bilingual/ESL, pregnancy-related services, and 

mainstream) 
19. Total eligible days present, total eligible minutes present for OFSDP or HSEP students, and total 

contact hours for all career and technical education codes (V1–V6) by grade and a campus total for 
all grades, where applicable 

20. Total eligible days present, total eligible minutes present for OFSDP or HSEP students, total contact 
hours, and total excess contact hours for all special education instructional settings, including 
speech therapy, by grade and a campus total for all grades, where applicable 

21. Signature page, signed by persons recording data and persons approving data. This page may be 
signed each 6-week reporting period or each semester at local discretion. If your district uses a 
paperless attendance accounting system, the electronic equivalent of a signature page (for example, 
a feature that allows approvers to indicate their approval of data electronically) is acceptable in lieu 
of a paper signature page. 
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Each 6-week reporting period, the campus personnel responsible for ensuring student attendance 
accounting codes are correct should generate Student Detail Reports and review them for 
reasonableness. 

2.3.2 Campus Summary Reports 
The Campus Summary Reports summarizes all tracks on a campus and must include the following data: 
1. Name of the district and the campus 
2. County-district-campus number 
3. Six-week reporting period 
4. Beginning and ending dates of the reporting period, including the year (If the campus has multiple 

tracks the earliest track beginning date and latest track ending date should be indicated)  
5. Attendance data totals for all students, summarized by grade. These totals include the following:  

 Days membership (includes both eligible and ineligible students) 

 Days absent (includes both eligible and ineligible students) 

 Total days present (includes both eligible and ineligible students) 

 Ineligible days present  

 Eligible days present  

 Eligible days bilingual/ESL 

 Eligible days pregnancy-related services 

 Eligible days special education mainstream 
6. Campus total for all grades for all data required in item 7 above 
7. Total days absent reported by date for entire calendar 
8. Campus ADA (regular classroom eligible participation, bilingual/ESL, pregnancy-related services, and 

mainstream) 
9. Total eligible days present and total contact hours for all career and technical education codes (V1–

V6), if applicable 
10. Total eligible days present, total contact hours, and total excess contact hours for all special 

education instructional settings, including speech therapy, if applicable 
11. FTE calculations for all special programs reported for data required in items 11 and 12 
12. Total number of students, by grade, who were served in a state-approved gifted/talented program, 

if applicable 
13. Signature page, signed by persons recording data and persons approving data. This page may be 

signed each 6-week reporting period or each semester at local discretion. If your district uses a 
paperless attendance accounting system, the electronic equivalent of a signature page (for example, 
a feature that allows approvers to indicate their approval of data electronically) is acceptable in lieu 
of a paper signature page. 

 
Campus Summary Reports should be generated each 6-week reporting period and reviewed by the 
principal for reasonableness. The principal should do the following: 

 scrutinize regular attendance totals and special program attendance totals based on 
approximate membership,  

 investigate all data totals that have an exceptionally high value or a value of zero, and  

 compare current-year totals to prior-year totals to detect unreasonable differences. 
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2.3.3 District Summary Reports 
The District Summary Reports summarizes all campuses in the district or charter and must include the 
following data: 
1. Name of the district 
2. County-district number 
3. Six-week reporting period 
4. Beginning and ending dates of the reporting period, including the year (If the campus has multiple 

tracks the earliest track beginning date and latest track ending date should be indicated)  
5. Totals of all campus data, summarized by grade. These totals include the following:  

 Days membership (includes both eligible and ineligible students) 

 Days absent (includes both eligible and ineligible students) 

 Total days present (includes both eligible and ineligible students) 

 Ineligible days present  

 Eligible days present  

 Eligible days bilingual/ESL 

 Eligible days pregnancy-related services 

 Eligible days special education mainstream 
6. District total for all grades for all data required in item 7 above 
7. District ADA (regular classroom eligible participation, bilingual/ESL, pregnancy-related services, and 

mainstream) 
8. Total eligible days present and total contact hours for all career and technical education codes (V1–

V6), if applicable 
9. FTE calculations for all special programs reported for data required in items 9 and 10 above 
10. Total eligible days present, total contact hours, and total excess contact hours for all special 

education instructional settings, including speech therapy, if applicable 
11. Total number of students, by grade, who were served in a state-approved gifted/talented program, 

if applicable 
12. Signature page, signed by persons recording data and persons approving data. This page may be 

signed each 6-week reporting period or each semester at local discretion. If your district uses a 
paperless attendance accounting system, the electronic equivalent of a signature page (for example, 
a feature that allows approvers to indicate their approval of data electronically) is acceptable in lieu 
of a paper signature page. 

 
The District Summary Report should be generated each 6-week reporting period and reviewed by the 
superintendent or the superintendent’s designee. The person reviewing the report should do the 
following:  

 scrutinize regular attendance totals and special program attendance totals based on 
approximate membership,  

 investigate all data totals that have an exceptionally high value or a value of zero, and  

 compare current-year totals to prior-year totals to detect unreasonable differences. 
 

2.3.4 Reconciliation of Teacher’s Roster Information and Attendance Accounting 
Records 
Student membership from the teacher’s roster is to be reconciled to the attendance accounting records 
at the end of the first and fourth 6-week reporting periods. The reconciliation is to verify that all 
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students are reported on attendance records and that “no show” students have been purged from the 
attendance accounting system. District personnel are to develop a form to be used at the end of the first 
and fourth 6-week reporting periods to show the total number of students in membership in each 
teacher’s class during the official attendance period. The total number of students in membership is to 
be reconciled to the total number of students listed in attendance accounting records. The district 
PEIMS coordinator and his or her supervisor must certify this document with their signatures. If your 
district uses a paperless attendance accounting system, the electronic equivalent of a signature page 
(for example, a feature that allows certifiers to indicate their certification of data electronically) is 
acceptable in lieu of a paper signature page. 
 
The reconciliation does not need to be conducted on the last day of the 6-week reporting period. 
However, it should be conducted no later than the final week of the 6-week period. The reconciliation 
should be for the official attendance period (usually second period). 

2.3.5 Additional Required Documentation 
The following documentation will also be required in the event of an audit (the retention period for an 
item is provided only if it differs from the standard 5-year retention period): 
1. Documentation of a student’s age and identity (to be retained as long as administratively valuable to 

the district) (see 3.3 Enrollment Procedures and Requirements) 
2. Documentation of a student’s residency or other eligibility for enrollment (see 3.3 Enrollment 

Procedures and Requirements) 
3. Grade books (retained for 1 year after entering grades into the student’s Academic Achievement 

Records [AAR]). Grade books are especially important in proving a student’s special program service 
when end-of-semester grades were not received14  

4. Period absence reports (for example, slips, 6-week attendance cards, etc.), if used, from the official 
attendance hour, signed and dated within one calendar week of the attendance by the teacher 

5. For paperless accounting systems in which absences are posted directly to the automated system, 
sufficient paper documentation to support any changes to posted absences (see 2.2.3 “Paperless” 
Attendance Accounting Systems) 

6. Campus Daily Absence Summary Reports, if used 
7. Class admittance slips or other documentation to support the claim that a student was with a nurse, 

counselor, assistant principal, or other school official at the time attendance was taken (see 3.6.3 
Requirements for a Student to Be Considered Present for FSP (Funding) Purposes) 

8. Documentation supporting the claim that a student was attending a board-approved activity, 
accompanied by a professional staff member, adjunct staff, or a paraprofessional staff member of 
the district, signed by the staff member who supervised the student (see 3.6.3 Requirements for a 
Student to Be Considered Present for FSP (Funding) Purposes) 

9. Documentation supporting the claim that a student was at a documented appointment with a 
health care professional (see 3.6.3 Requirements for a Student to Be Considered Present for FSP 
(Funding) Purposes) 

10. Documentation supporting the claim that a student was participating in a district-approved 
mentorship through the Distinguished Achievement Program (see 3.6.3 Requirements for a Student 
to Be Considered Present for FSP (Funding) Purposes) 

11. If any data changes are made to reports after they have been submitted to the TEA, updated or 
corrected copies of all reports (see 3.10 Quality Control) 

                                                           
14 Local Schedule SD, Texas State Library and Archive Commission 

https://www.tsl.texas.gov/slrm/recordspubs/sd.html
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12. Copies of the student’s schedule showing the date of change if the student experienced a program 
change, including dates of withdrawal (for example, documentation showing a student changed 
from a 1-hour to a 3-hour career and technical education course or documentation showing a 
student withdrew from the program) 

13. Copies of any approved waivers your district may have received that affect funding 
14. A copy of the official school calendar reflecting all days of instruction and holidays (including bad 

weather days) for each instructional track offered in your district, with each 6-week reporting period 
clearly identified 

15. Special program documentation as described in each special program section in this handbook, 
including proof of service (see item 3 above) 

16. Documentation that indicates the meaning of all locally designed codes in the attendance system 
17. A copy of the community-based dropout recovery education program15 contract, if applicable 
18. Your district or charter school must maintain written local board or board approved designee 

adopted policies that provide specific detailed information on the district’s or charter school’s 
attendance accounting system. These written local board or board approved designee adopted 
policies must include the district’s or charter’s written policy for documentation for establishing a 
student’s residency. (See 3.3.1 Residency). 

 
 
 

                                                           
15 See the definition provided in the glossary. 


