ATTACHMENT A
Due to auditor within 15 business days of receipt of audit announcement letter.  
	
	Requirement
	Person responsible
	Notes

	1
	Technology plan covering the Funding Year(s) identified in the audit.  
	
	

	2
	Approval letters for the technology plans in item 1 above.
	
	

	3
	Technology budgets for all related funding years.
	
	

	4
	General description of the information technology environment and a high-level network diagram.  The description should include how E-rate funding for internal connections is being used in the IT environment.
	
	

	5
	Method used and documentation supporting the discount calculation.  Please identify each entity included in your supporting documentation with the E-rate Entity Number, as is included in your Forms 471.

(note:  some auditors are requiring NSLP forms from students to justify NSLP data submitted to PDE, and enrollment proof from district-generated report.)
	 
	

	6
	Copies of audited financial statements for funding years under audit and copy of the most recent statements.
	 
	

	7
	A copy of each OMB Circular A-133 audit report that addresses the period of time since 2006 if you are required to have a Single Audit.
	 
	

	8
	Internet Safety Policy and other documentation supporting compliance with CIPA
	 
	

	9
	Fixed asset or other records listing reflecting E-rate –funded equipment acquired which was reimbursed under the selected FRNs.

This listing should include the following elements:
· Make

· Model

· Serial Number

· Physical location (including room number and any movement history)

· Date installed

· FRN

· Customer bill reference number
	 
	

	10
	Copies of all relevant contracts and written agreements with service providers and consultants for the periods and FRNs identified in the audit.  
	 
	

	11
	Record Retention Policy that applies to and/or was followed for E-rate related documentation.
	 
	

	12
	Completed Internal Control Questionnaire. (Attachment F)
	
	


