DATA DESK AUDIT REPORT
[bookmark: _GoBack]Institution Name:______________________________________

Fiscal Year:_____________Report Date:____________________

We no longer require you to submit a file review; however, this practice should be continued and may be monitored in onsite reviews.  It is part of a good program monitoring process.

Quarterly Quality Review
	*= for the quarter only
**=cumulative (adding to previous answers)
	
1ST Review
October 30
	
2nd Review
January 30
	
3rd Review
April 30
	
4th Review
June 15

	1.* Number of student registrations need approval.
	
	
	
	

	2.*Number of unapproved registrations older than l month.
	
	
	
	

	3.*Number of unapproved registrations without a pretest.
	
	
	
	

	4.*Number of Enrollment
Alerts.
	
	
	
	

	5.*Number of Attendance Alerts.
	
	
	
	

	6.*Number of Testing Alerts over 100 hours.
	
	
	
	

	7.**Number of student post-tests completed to date this fiscal year.
	
	
	
	

	8.**Number of pre-test justifications on file to date this fiscal year (prior to 60 hours)
	
	
	
	

	9.**Number of students who have taken a post test and made a gain, to date this year.
	
	
	
	

	10.**Amount of total budget (state and Fed) drawn down to date this fiscal year.
	
	
	
	

	11.**Percentage of total budget drawn down to date this year.
	
	
	
	


Institution Name___________Fiscal Year__________Report Date_____________

Quarterly Quality Analysis

Use your responses above to fill in the date analysis sections as appropriate.  Use current and past responses, trends and comparisons to identify possible data or program quality issues.  You should use information from previous year’s last quarterly report for the next year’s first report.

	Question

	Possible Data/Quality Issues
	Method for Resolving

	1. Number of student registrations need approval.
	
	

	2. Number of unapproved registrations older than 1 month.
	
	

	3. Number of unapproved registrations without a pre-test.
	
	

	4. Number of Enrollment Alerts.
	
	

	5. Number of Attendance Alerts.
	
	

	6. Number of Testing Alerts over 100 hours.
	
	

	7. Number of student post-tests completed to date this year.
	
	

	8. Number of pre-test justifications on file to date this fiscal year (prior to 60 hours).
	
	

	9. Number of students who have taken a post test and made a gain to date this fiscal year.
	
	

	10. Amount of total budget (State and Fed) drawn down this fiscal year.
	
	

	11. Percentage of total budget drawn down this fiscal year.
	
	



