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Financial Management Plan 

 

 

I.  INTRODUCTION 

 

Northwest Tennessee Head Start/Early Head Start operates a comprehensive program 

utilizing both state and federal funding sources, providing services to enrolled children 

ages 0-4 and their families. The Financial Management Systems Plan has been developed 

in order to assure compliance with relevant laws and regulations (OMB Circular A-122 

and A-110; Head Start Act (amended 12/07), guarantee sound management practices, 

maintain accurate records, and to ensure sound fiscal accountability.  Plan procedures are 

designed to prevent fraudulent activity throughout all aspects of the financial 

management system (see Fraud Policy).  The primary goal of this document is to address 

accounting methods and principles that will guarantee program funds are received, 

expensed, and reported in compliance with the terms and conditions required by 

grants/contracts. These policies reflect the financial practices specific to Head Start/Early 

Head Start relative to the existing organizational structure.  The policies, however 

specific to the Head Start/Early Head Start program, in no way preclude conformity with 

Agency policy. Financial management includes three broad areas: accounts payable, 

payroll and general ledger.  Policies and procedures relative to specific areas have been 

formulated to provide guidance to staff, and will be revised and supplemented as required 

to meet new needs and conditions.   

 

 

II. FINANCIAL MANAGEMENT 

45 CFR 74.21(b) (1 – 4) PURPOSE AND OBJECTIVES   

 

The purpose of the financial management and reporting system is to provide accurate, 

complete, timely, understandable, and useful disclosure of financial results of each 

program to management staff, Board, Policy Council and grantor agencies.  To achieve 

this purpose the following objectives have been established that are essential to 

collection, maintenance and fair presentation of financial data. 

 

 Record all financial data in a systematic manner that will facilitate 

preparation of all financial reports. 

 Classify and record data on a consistent basis. 

 Support data with adequate documentation that reflects the reasonableness 

and allocability of expenditures. 

 Establish controls that provide management with reasonable assurance that 

assets are safeguarded against loss from unauthorized use or disposition, and 

that transactions are recorded properly and executed in accordance with 

management’s authorization. 

 Maintain computer software and systems that assure effective and efficient 
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operation of accounting and financial management. 

 

 

A.  BASIS OF ACCOUNTING 

 

Due to the size, scope and structure of Northwest Tennessee Head Start/Early Head Start 

the cash basis method of accounting will be utilized. Program revenue and expenses will 

be reported on a monthly basis.  Expenditures are paid after a liability has been incurred.  

Available revenue to offset the expense is not recorded until it is actually received from 

the grantor.  “Available” revenue is that which is both recognizable and collectible within 

a current period (month) or soon enough thereafter to be used to pay liabilities of the 

current period. 

 

B. ACCOUNTING SOFTWARE 

 

Accounts Payable 

 

The SAGE MIP Fund Accounting (MIP) software will be utilized to record and report 

financial transactions. MIP is designed to provide fund accounting software and services 

for not-for-profit organizations, municipalities and governmental agencies, and empower 

management of the complexities of fund accounting and financial and compliance 

reporting.  Each grant is segregated by the use of individual fund accounts that reflect 

activity within the grant fiscal period.  These accounts cross reference expenses, revenue, 

and cash balances by individual fund codes, thus identifying the source and application of 

funds for all activities.  The chart of accounts is structured to identify costs related to 

specific department areas: Administrative (including indirect cost), Early Childhood 

Development & Education, Early Childhood Health Services, Family & Community 

Partnerships, Food Services (including USDA), Disabilities, Transportation, Training, 

Technology, Facilities, General and non-Federal.  Any special initiative funding is also 

specifically identified.  Location codes identify individual centers/offices. The use of 

department and center location codes facilitates the correlation of financial data to 

performance data. 

 

Payroll 

 

Sage ABRA HRMS software will be used to record and document employee information 

that includes human resource and training.  MIP Payroll will be updated each pay period 

end by electronically retrieving the employees personal and payroll information.  MIP 

Payroll is where employee benefits will be documented.   

 

The TimeStar Enterprise web-based software, which interfaces with the Sage MIP  

Payroll program, will be utilized to record time and attendance for Head Start/Early Head 

Start staff. The system captures time for labor allocation to specific funding 

sources/programs.  It also enhances the ability to ensure compliance with Department of 

Labor hour and wage requirements.    
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Employee Activity Report are completed each pay period for staff reflecting the 

distribution of activity of each employee must be maintained for all staff members 

(professionals and nonprofessionals) whose compensation is charged, in whole or in part, 

directly to awards. 

 

III. 45 CFR 74.21(b)(5); 74.22 (a)(b)(c)(i)REVENUE    

 

A. 45 CFR 74.22 (i)(2), (k) BANK ACCOUNT    

 

Northwest Tennessee Economic Development Council will maintain a separate interest 

bearing bank account for its Head Start/Early Head Start program.  Individual coded fund 

accounts are contained in the general ledger in order to accurately reflect balances.  The 

bank account is maintained in a FSLIC or FDIC insured bank. 

 

 

B. CASH MANAGEMENT   

 

Head Start/Early Head Start funds are maintained in a separate bank account from other 

Agency programs. Inter-fund transfers are prohibited.  Separate general ledger cash 

accounts are established for each fund account. Upon receipt of cash or checks the 

transaction is coded and entered in the cash receipts journal indicating date of receipt, 

originator, amount and any appropriate supporting documentation.  In the rare instance of 

actual cash being received, two staff will count and verify the amount by initialing the 

receipt record.  These entries are posted to the general ledger according to the receipted 

fund code.  Bank deposits will be made within three working days of receipt.  (See 

procedure for Managing and Recording Cash Receipts). 

 

C. PAYMENT MANAGEMENT SYSTEM 

 

Requests for electronic transfer of funds for the Head Start/Early Head Start program is 

executed after determining the amount required for fund obligations by generating a cash 

needs report after disbursements are made.  This report, along with the check register, 

serves as source documentation for auditing purposes.  Funds requested through the 

Payment Management System (PMS) are received in the bank the next business day 

following the request for transfer of funds.  Request for reimbursement by electronic 

transfer for accounts payable obligations will be made on the day accounts payable 

checks are mailed.  Funds to meet payroll obligation will be requested on the Wednesday 

prior to the Friday check date to correlate with direct deposit banking requirements.  (See 

procedure for Determining Cash Needs and Requesting Funds). 
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D. 45 CFR 74.24 PROGRAM INCOME     

 

Program income is defined as gross income generated directly by a grant-supported 

activity or earned as a result of the grant agreement during the contract period.  Such 

income is identified in the general ledger by program fund code.  This income will be 

received, disbursed and reported according to specific grant requirements. 

 

 

E. 45 CFR 74.23 NON-FEDERAL        

 

Non-Federal (In-Kind) Cash  

 

All cash contributions designated as in-kind should be made out to “Northwest Tennessee 

Head Start.”  Upon receipt, each local contribution is immediately submitted to the Head 

Start central office.  The contribution is receipted and forwarded to the Agency finance 

department for deposit into the Head Start bank account.  The general ledger entry will 

reflect the correct fund, department and location codes, thereby ensuring the contribution 

is targeted to the local program from which it originated. 

 

Third Party 45 CFR Part 74.23 

 

Much of the in-kind match is obtained through the availability of rent-free space provided 

to the program by local communities to house HS/EHS centers and group meeting rooms.  

Volunteers donate their time and resources to participate in program activities that 

include classroom assistance, field trips, parent meetings, assessment committees, the 

child screening process and advisory groups. Attendance rosters will be used to document 

advisory group, parent meeting, and group meeting participation.     

 

Rates for non-professional volunteers will be valued at an amount equal to the lowest 

beginning hourly rate of the Head Start/Early Head Start salary schedule.  Professional 

volunteers will be valued at $10.00 per hour unless otherwise designated by the 

volunteer.  Policy Council, Board and other general volunteer information will be 

documented at the central office level.  

 

Fringe Benefits 2 CFR Part 230 OMB Circular A-122  

 

Fringe Benefits in the form of regular compensation paid to employees during periods of 

authorized absences from the job, such as vacation leave, sick leave, military leave and 

the like, are allowable, provided such costs are absorbed by all organization activities in 

proportion to the relative amount of time or effort actually devoted to each. At the present 

time 30% fringe will be charged on the value of time. 

 

All in-kind documentation will be submitted to the HS/EHS central office at the end of 

each month and forwarded to the Agency finance department for entry in the ChildPlus 

database, and will subsequently be reflected in the general ledger. 
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 Appraisals for program space costs are used to document regular center/office space cost 

charges.  These appraisals will be performed by a certified real estate professional.   

 

Space cost appraisal information will be pro-rated and entered in the financial system.  

Space costs will be allocated between programs based on funded child allocation for 

individual sites. 

 

Non-federal expenses will be reported as required by funding sources and will be 

included as part of the annual audit. 

 

(See procedures: Documenting & Recording Facilities In-Kind, Documenting In-Kind 

Contributions, Documenting Cash In-Kind, Submitting In-Kind Documentation, and 

Reconciling & Recording In-Kind Contributions). 

 

 

IV. 45 CFR 74.25 BUDGET DEVELOPMENT     

 

Budgets are a basic part of the financial management system and represent the forecast of 

expenditures for a specific contract/grant period.  A budget is prepared according to 

funding source guidance, requirements and funding level for the fiscal period of the grant 

award. The annual budget is developed based on stated program goals and objectives as a 

planning and management tool for actual program implementation.  Because budgets are 

prepared on estimated program needs, they may require revisions based on actual 

expenditures.  Revisions will be made within funding source guidelines.   

(See procedures: Developing a Budget and Amending the Budget). 

 

 

V. 45 CFR 74.26AUDIT     
 

Refer to the Agency Finance Plan. 

 

VI.       45 CFR 74.21(b) (6); OMB A-122 (A) & (B)PROGRAM EXPENDITURES    

 

Expenditures are charged to the specific program for which the expense is incurred.  

Expenditures are divided into two basic groups—direct and indirect.  They are further 

identified as personnel, non-personnel and in-kind (non-federal), and further still as 

administrative and programmatic.  Direct costs are specifically incurred for the project.  

Indirect costs are those that are necessary for the operation of the organization, but are 

not incurred specifically for any one project or program. 

 

Expenses are recorded in the general ledger referencing expense categories (object codes) 

listed on the chart of accounts.  These accounts are designed to accurately reflect all areas 

of program obligation and to provide information necessary to complete required 

financial reports.  Proper documentation must be evidenced for purchases prior to 
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expenditure of program funds, thus ensuring allowability, allocability and reasonableness 

of the expense.  Invoices for contractual services, utility and phone statements, etc. must 

accompany these disbursements.  

 

The purchasing policy and procedures reflect the mechanics required in order to purchase 

supplies, equipment, professional services and other items necessary to provide services 

to enrolled children and families.  (See procedures “Purchasing from the Central Office”, 

“Purchasing from Remote Center Locations”, “Purchasing with the Fuelman Card”,  

Processing Purchase Orders for Items over $2500”; “Purchasing Items over $25,000”). 

 

The program is state tax exempt under the auspices of Northwest Tennessee 

Development Council.  It is the responsibility of all employees initiating a purchase to 

establish the tax-exempt status prior to the purchase being made.  Whenever requested, 

the central office will issue a completed Tax Exempt Certificate for the supplier’s file.  

Employees may not use the tax exemption status for personal purchases. 

 

 It is Head Start/Early Head Start’s intent to maintain and practice the highest possible 

standards of business ethics, professional courtesy and competence in dealing with 

suppliers.  Employees will adhere to the following: 

 

 Accord prompt and courteous reception, as well as fair and equal treatment, to all 

suppliers and their representatives. 

 Provide equal opportunity for all suppliers to make price and specification 

quotations. 

 Guarantee the confidentiality of all specifications and price quotations made by 

suppliers. 

 Remain scrupulously free from obligations to any supplier.  Positive efforts shall 

be made to utilize small businesses and minority owned businesses as a source of 

supplies and services.  Such efforts should allow these sources the maximum 

feasible opportunity to compete for contracts.  While supplies and equipment may 

be ordered from larger companies, local vendors will be used whenever possible 

as long as cost comparisons are made and deemed competitive.  

 

 

CHECKS/SIGNATURE AUTHORIZATION 

 

Checks used by Northwest Tennessee Economic Development Council are stored in a 

locked cabinet.  Only staff assigned to the finance department has access to blank checks. 

Checks are used in numerical order and made to a specific payee. Checks may not be 

issued in advance of a scheduled pay date.  Proper written documentation and approval is 

required before a check is written. A copy of the check with supporting documentation is 

filed by vendor name in the finance department. 

 

Check Distribution:  Vendor checks will be mailed directly to the remittance address.  

Finance department staff is charged with the task of accounts payable data entry and 

printing checks, attaching payment documentation with the check stub for filing and 
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mailing the checks.  These tasks will be shared to ensure procedural continuity in the 

absence of staff, as well as a system of checks and balances in the accounts payable 

process. 

 

Check Signature:  Two authorized signatures are required on all checks prior to 

disbursement.  Authorized signers include the Executive Director and two (2) designated 

Board members and assigned staff members not involved in the financial process.  

Stamps for both signatures may be used for payroll checks, as well as accounts payable 

checks for $500 or less.  Accounts payable checks written for over $500 must have 

original signatures, exception to this only by the Executive Director’s approval.  The 

Financial Administrator and/or Finance Coordinator will initial Check/Direct Deposit 

Register.   

 

 Voided Checks:  Checks that must be voided will be clearly designated with “VOID” 

across the face of the check.  All voided checks are kept on file for auditing purposes. 

 

1304.23, ACYF PI #82-2, #IM-HS-95-29 USDA       

 

The USDA Child and Adult Care Food Program (CACFP) is utilized to reimburse Head 

Start/Early Head Start for allowable costs associated with the food services area.  

Applications are submitted to the TN State Department of Human Services annually for 

each center. 

 

Reimbursement is received by direct wire transfer into the Agency bank account.  This is 

immediately reimbursed to the Head Start/Early Head Start program, where it is recorded 

in the cash receipts journal as USDA revenue and reflected as reimbursement to program 

expenses based on allocation by funded enrollment.  Actual food costs are reimbursed 

and then, if USDA reimbursement exceeds the food costs, program food service 

personnel costs will be reimbursed. 

 

USDA vendor expenses will be filed by month of claim and will be made available to 

management, monitoring and auditing personnel. USDA reimbursement will be included 

on monthly budget reports and reflected on the final Financial Status Report (form 269) 

as required by the funding source.   (For more information see procedures: Calculating 

USDA Eligibility, Completing Child USDA Application, Completing the Attendance-Meal 

Count Verification Worksheet, Completing the Infant Meal Record, Completing the 

CACFP Daily Menu & Meal Count, Completing the Daily Meal Count Worksheet, 

Completing the Claim for Reimbursement Worksheet, Completing the Tennessee DHS 

Reimbursement Form, Contracting for Food Services, Documenting & Monitoring 

Contracted Food Services, Documenting USDA Expenses). 

 

 

 45 CFR 74.32, 74.33, 74.34 PROPERTY/EQUIPMENT    
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A. REAL PROPERTY 

 

Real property will not be purchased until all stipulations regarding acquiring property 

have been met as stated in the Uniform Administrative Requirement for Awards & 

Subawards to Nonprofit Organizations have been met. Title to the real property will 

remain with Northwest Tennessee Head Start/Early Head Start and will be used such 

property for the authorized purpose. The property will not be encumbered without 

approval of the HHS awarding agency.  An inventory listing of federally-owned property 

will be submitted to the regional office annually as part of the funding application.  When 

the property is no longer needed by the program, disposition instructions will be obtained 

from the awarding agency.   

 

B. EQUIPMENT    
 

Northwest Tennessee Head Start/Early Head Start plans and budgets for equipment and 

supplies required in order to meet specific program goals.  Each program has some 

common needs.  Individual programs may also have specialized requirements.  

Equipment categories may include office/technology equipment, education equipment, 

kitchen equipment, playground equipment, maintenance equipment and vehicles. 

Head Start/Early Head Start defines equipment as “tangible non-expendable personal life 

of more than one year and having an acquisition cost of $5,000 per unit”.  All items will 

be listed in an inventory maintained in the Agency finance department.  Program staff is 

responsible for providing relevant information to complete necessary equipment records.   

Small items (costing less than $5,000 per unit and having a useful life of three years or 

less) is defined as a non-expendable supply and will be listed on the Supply Inventory.  

This includes items such as office furniture (chairs, desk, computers, computer tables), 

filing cabinets, small copiers, fax machines, etc.  Education and kitchen items such as 

children’s chairs, bookcases, folding chairs, etc. will be included in this category.  An 

inventory will be completed annually.  (See procedure for Conducting Inventory). 

 

C. PROPERTY DISPOSAL 

 

When equipment is no longer needed by the Head Start/Early Start program the item may 

be transferred to another Agency location, community organization or local government 

office, or sold.  Proceeds from sale items will be used to purchase replacements.  If there 

is no other need identified for the item or it is damaged beyond practical use, it will be 

disposed as garbage.  Regional office approval will be obtained prior to disposal/transfer 

of items with a current per unit fair market value of more than $5,000 (see procedure 

Disposing of Inventoried Items). 

 

 

 

VIII. PROCUREMENT 
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A. 45 CFR 74.34, 74.44 BIDDING POLICY     

 

Northwest Tennessee Head Start/Early Head Start will make every effort to ensure 

procurements are made at the lowest price for comparable merchandise, allowing free 

and equal opportunity for all vendors.  Local merchants will be used whenever possible if 

they meet needs/specifications at competitive prices.  Positive efforts shall be made to 

utilize small businesses and minority owned businesses as a source of supplies and 

services.  Staff involved in the procurement of goods and services must adhere to a strict 

code of conduct regarding ethics and conflict of interest (see HS/EHS Employee 

Handbook). It is the individual responsibility of each employee involved in the 

procurement process to understand the policies upon which these procedures are based, 

and the meaning and intent of the procedures themselves. 

 

All purchases/transactions must adhere to the purchasing procedures relative to adequate 

documentation of allowability and reasonableness.  An attempt will be made to obtain 

three cost comparisons or bids for procurements that fall under the definition of 

equipment (Reference: OMB Circular A-122 & DHHS 45 CFR part 74 – an article of 

nonexpendable, tangible personal property having a useful life of more than one year and 

an acquisition cost of $5,000).  Cost comparisons may be obtained by written or phone 

quote, catalog pricing, salesperson contact, formal bid, etc.   The Head Start/Early Head 

Start Director will determine when an Invitation for Bid (IFB) or Request for Proposal 

(RFP) will best serve the program. 

 

Product specifications must be developed and a control number assigned prior to 

soliciting formal bids.  The control number will reference the fiscal year and project 

location for easy identification. Specifications must reflect sufficient detail to allow fair 

and equitable quotations from suppliers for goods or services. Such information should 

include, but not be limited to: quantity, description, delivery requirement, special 

conditions, drawings, specifications, etc.  If applicable, specific features of “brand name 

or equal” descriptions will be included in the solicitation.  Examination of the financial 

condition of a company and its ability to perform should be part of the criteria for an 

acceptable supplier. 

 

The deadline for receiving formal bids must be clearly stated on the bid solicitation.  

Completed bids will be submitted to the Head Start/Early Head Start central office, the 

Head Start/Early Head Start Director, or other assigned management staff.  The date of 

receipt will be noted on each bid. The Head Start/Early Head Start Director, management 

staff and/or other Agency staff will review bids.   

 

The following factors in combination, not necessarily listed in order of importance, will 

be considered when awarding bid contracts: 

 previous record of performance and service 

 price 

 ability to render satisfactory service in the specific instance 

 availability of company’s representative to call upon and consult with the using      
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departments/programs 

 quality and conformance to specifications 

 clearness of the quote 

 

The formal bid process will be required for all renovation projects.  Renovation is 

defined (45 CFR 1309.3(k)) as a structural change to the foundation, roof, floor, or 

exterior or load-bearing walls of a facility or extension of an existing facility to increase 

its floor area; or an extensive alteration of an existing facility, such as to significantly 

change its function and purpose, even if such renovation does not include any structural 

change to the facility.  Major renovation also includes a renovation of any kind which 

has a cost exceeding $100,000.  

 

Regular maintenance/repair projects are designated as those repairs not involving 

structural change and that have a cost of less than $100,000.  Normal cost comparisons 

(i.e., no formal bid required unless designated by the HS/EHS Director) will be 

obtained for maintenance/repair projects. 

 

The following criteria may be required to be addressed in renovation and repair project 

bids:  

 statement of intent 

 specifications 

 drawings and schedule 

 buyer to provide 

 insurance 

 terms 

 warranty 

 responsibility 

 permits 

 licenses 

 inspections 

 subcontractors 

 performance bonds 

 

Northwest Tennessee Head Start/Early Head Start reserves the right to reject any and all 

bids and to contract as the best interests of the program may require.  Successful bidders 

will be notified in writing of the bidding results.  

 

Each completed bid process, with relative documentation, will be kept on file in the 

central office.  A copy will be forwarded to the Agency finance department. 

 

Sole Source Purchases will be made only when solicitation of multiple vendors is not 

feasible (See Bidding Procedures Policy #22) 

  

B. 45 CFR 74.47, 74.48 CONTRACTS 
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Written contracts/agreements between Head Start/Early Head Start and vendors (whether 

individuals or organizations) that reflect specific terms, conditions, and specifications 

should be formalized in writing. The contract/agreement must contain clear, concise tasks 

and should indicate which party(ies) is responsible for completion of each item.  

Contracts shall contain the following provisions: 

 

 Basis for contractor selection. 

 Justification for lack of competition when competitive bids or offers are not 

obtained. 

 Basis for award cost or price. 

 Equal Opportunity Employment statement 

 Construction or renovation contracts shall include a provision for compliance with 

the Davis-Bacon Act, as amended. 

 A clause stipulating that payment beyond the end of the current budget period is 

contingent on continued Federal funding. 

 

Contracts for construction or facility improvement over the simplified threshold 

($100,000) must also contain: 

 

 Representatives shall have access to any and all records that are directly pertinent 

to a specific program for the purpose of auditing, examining excerpts and 

transcriptions. 

 A provision for compliance with sections 102 and 107 of the Contract Work 

Hours and Safety Standards Act. 

 A provision that requires the recipient to comply with all applicable standards, 

orders or regulations pursuant to the Clean Air Act. 

 A provision for filing certification under the Byrd Anti-Lobbying Amendment. 

 A bid guarantee from each bidder equivalent to 5% of the bid price. 

 A performance bond on the part of the contractor for 100% of the contract price. 

 If bonds are required the bonds shall be obtained from companies holding 

certificates of authority as acceptable sureties pursuant to 31 CFR part 223, 

“Surety Companies Doing Business with the United States”. 

 A provision for compliance with the Copeland “Anti-Kickback” Act 

 A provision that the funding source, U.S. Comptroller General, or any of their 

authorized provision regarding certification of exclusion status of Debarment and 

Suspension. 

 Debarment Statement certifies vendors regarding debarment, suspension and 

other responsible matters 

 

All contracts should clearly stipulate provisions regarding violation or default of contract 

terms. 

 

COMPENSATION  
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A. WAGES/BENEFITS 

 

 See Personnel Policies & Procedures. 

 

B. TRAVEL 

 

a. Local Travel:  Employees may be reimbursed for local travel at the current 

mileage reimbursement rate set by the State of Tennessee travel regulations.  A 

computerized mileage reimbursement form must be completed reflecting date and 

purpose of the travel, points of travel, and number of miles traveled for each trip.   

Employees may determine miles traveled using a highway mileage guide for 

locations reflected on the guide. The traveler may determine other mileage by 

using “MapQuest”. 

 

Mileage reimbursement may be claimed for travel on home visits, providing 

transportation for enrolled children to receive medical services, field trips, or other job-

related travel.  Travel for an employee may be counted from the employee’s home if such 

business originates from there.  If the employee travels to his/her regularly assigned 

center or office, subsequent travel must begin from this location. No mileage 

reimbursement may be paid for the employee to and from his/her regularly assigned work 

site. 

 

If staff/consultants are scheduled for events such as child screening, training, etc. 

within the program’s geographic area, approval may be obtained for overnight 

accommodations based on the following criteria: 

 

 over fifty miles from home office, AND 

 scheduled for more than one day OR 

 scheduled to convene at the beginning of the work day 

 

The evening meal and breakfast may be reimbursed at the allowable meal rate as    stated 

in the CONUS per diem rate schedule. 

 

Each individual employee is responsible for the accuracy of reimbursement claims.   

 

b. Agency Vehicle:  The Head Start/Early Head Start Director may assign a staff 

member the use of an agency vehicle as deemed necessary to carry out his/her duties.   

 

c. Out-of-Area Travel:  Request for Travel – The HS/EHS Executive Administrative 

Assistant is responsible for completing the Request for Travel Form.  It is the 

responsibility of the traveler or the manager assigning the travel to ensure that 

brochures, pamphlets, registration forms, etc. are provided so that travel expenses can 

be properly estimated.  The HS/EHS Executive Administrative Assistant will prepare 

the Request for Travel Form and submit the request for approval. 
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Travel Authorization - The Head Start/Early Head Start Director must 

 approve all out-of-area travel.  The Executive Director will approve travel 

 for the Head Start/Early Head Start Director. 

Travel Preparation – The HS/EHS Executive Administrative Assistant will

 make necessary travel arrangements.  The traveler will be provided a trip 

 itinerary. 

Travel Advance – A travel advance may be requested for no more than 

 eighty percent (80%) of the total estimated travel cost.  An advance may 

 only be requested for an employee if the advance is over $100.00 

Per Diem Allowance – The traveler will be provided the maximum M & I 

 rate for each day of travel based on the CONUS Per Diem Rate. 

Taxi/Parking Rates – No receipt is required for reimbursement of 

reasonable taxi fares from airport to lodging and return.  Travelers will be 

allowed additional taxi charges of up to $20 per day, which will require a 

receipt.   Parking will be a reimbursable expense with a receipt, or may be 

charged to the hotel bill.  This includes airport parking and up to $10 per 

day additional parking. A rental car may be provided if it is the more 

economical travel method. 

Phone Charges- Staff will be allowed an aggregate reimbursable telephone 

access fee per day to call home. Charges for necessary business calls, 

faxes, Internet connections, etc. will be allowed. 

 

There will be no reimbursement, except for regular travel rates, for out-of-town travel 

completed within the same day. 

(See procedures: Documenting & Reimbursing Local Travel Expenses, Requesting & 

Securing Out-of-Area Travel Arrangements, Obtaining Final Reimbursement for Out-of-

Area Travel). 

 

IX. 45 CFR 74.52 REPORTING  

 

Northwest Tennessee Head Start/Early Head Start will meet reporting requirements as 

mandated in grant awards/contracts utilizing all sources of financial information 

available.  These reports are kept on file and are available for program reviewers and 

auditing personnel. 

 

A. BUDGET  

 

As stated previously, a budget is the estimated cost of actual program operation and is 

prepared with input from staff and advisory groups based on stated program objectives.  

The Agency Financial Administrator will provide a monthly budget report to the 

Executive Director, the HS/EHS Director and any other persons or advisory groups as 

deemed necessary.  The report must contain sufficient detail so as to adequately monitor 

program expenses, identify line items that require amendment and track financial 

outcomes relative to objectives. 
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B. PAYMENT MANAGEMENT SYSTEM     

 

Northwest Tennessee Head Start/Early Head Start receives funds for expenses incurred 

by direct wire transfer into the checking account through the Payment Management 

System (PMS). Funds are requested only as required to meet immediate cash needs 

following program disbursements. The Agency finance department is responsible for 

requesting funds and reporting requirements. (See procedure for Determining Cash Needs 

and Requesting Funds). 

 

C. FORM 425 – Federal Financial Report   

 

This report is usually only required as a final report ninety days after the end of the fiscal 

year, but may be required more often.  Northwest Tennessee Economic Development 

Council submits this report semi-annually and then a final.  Information entered on the 

report includes grantee name, address, grant number, reporting period, federal and in-

kind cumulative expenses, funded grant amount, and balance of the grant award.  Any 

program income and dispersal of same must be included on the report. 

 

If there are any incurred expenses that have not been liquidated ninety days after the 

program year-end, this amount must be identified as an unliquidated obligation on the 

425. Periodic reports must be submitted identifiable as “Interim Final” until the 

obligations have been liquidated.  Only then is a final report submitted to close out the 

fiscal year.  The final report must reflect the indirect cost rate, base, and expenditures.  

Cumulative expenses must also be identified in the “Remarks” section for total 

administrative expenses and expenses charged to specific program areas (Disabilities, 

T/TA, etc.). USDA reimbursement received during the fiscal year is also required.  The 

425 report is then submitted to the Head Start/Early Head Start grantor containing an 

original authorized signature.  (See procedure: Preparing the Financial Status Report 

425). 

 

 

X.      45 CFR 74.53 FISCAL RECORD RETENTION & ACCESS    

 

All financial records, supporting documents, and statistical records (including 

computerized data); indirect cost rate proposals and cost allocation plans; as well as other 

pertinent records pertaining to the grant award of Northwest Tennessee Head Start/Early 

Head Start will be retained for three years from the day final expenditure reports are 

submitted (final Report 269).   

 

If any litigation, claim, negotiation, audit or other action involving the records has been 

started prior to the expiration of the three year period, those records must be retained until 

completion of the action and resolution of all issues arising from said action. 
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Records for real property and equipment acquired with Federal funds will be retained for 

three years after final disposition, unless the records are transferred to the awarding 

agency. 

 

The Administration for Children & Families (ACF), the Health & Human Services Office 

of Inspector General (OIG), the U.S. Comptroller General-General Accounting Office 

(GAO) or any of their duly authorized representatives has the right of timely and 

unrestricted access to any information pertinent to the grant award; to conduct audits, 

reviews, examinations of such information; and to copy related documents.  This right 

includes access to program personnel for interview and discussion related to such 

documents.  These access rights to documents and personnel are not limited to the 

required retention period, but extend to whatever time the records are kept. 

 

 

XI. 45 CFR 74.31; 1301.11(a)(b) INSURANCE & BONDING    

 

A blanket fidelity bond in an amount to protect against employee dishonesty is 

maintained by Northwest Tennessee Economic Development Council.  A copy of the 

bond will be filed in the finance department. 

 

Liability insurance (tort) will be maintained to protect against personal injury.  This will 

also provide for reasonable coverage for Head Start/Early Head Start employees, students 

and volunteers resulting from accidents while on center property or during transportation 

to and from approved program activities.  This coverage includes loss of life, limb or 

sight; blanket and medical expense. 

 

The program will maintain adequate insurance coverage to protect buildings and personal 

property against loss from fire, theft, natural disaster, debris removal and pollutant clean 

up for all center locations (including locations under renovation/construction), home-

based meeting sites and offices.  The HS/EHS Director and Facilities Administrator will 

periodically review policies to ensure adequate coverage is maintained. 

 

Insurance will be maintained to protect all program owned vehicles, including buses.  

This coverage will include liability, collision, comprehensive, medical, bodily injury and 

uninsured motorists.  All employees are required to provide a statement of personal 

liability insurance to the human resources department.  This statement will be kept in the 

employee’s personnel file and must be updated as required. 

 

 


