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Under current law, Head Start and Early Head 
Start grantees and their delegates must develop and 
implement policies and procedures to provide for 
appropriate internal controls over all funds, property, 
and other assets.  With a renewed emphasis on 
transparency in federal programs, grantees must 
also develop internal controls that allow funds to be 
managed in a transparent manner.

Back to the Basics: Understanding the Administrative Requirements & Cost Principles for Managing 
Head Start/Early Head Start Grants provides participants with strategies to develop the policies and 
procedures to ensure that appropriate internal controls are implemented and that necessary regulatory 
requirements are met.  Specifically, the training addresses the regulatory requirements in the following areas:

The institute will also provide meaningful benchmarks for internal controls from the applicable administrative 
requirements and cost principles.  Back to the Basics offers new fiscal staff the tools for reviewing and 
revising, or developing, a transparent fiscal management system.  Seasoned fiscal staff will also benefit from 
opportunities to refresh their understanding of and commitment to the administrative requirements and cost 
principles related to appropriate internal controls.

The Standard Registration Fee is $300 per person.  Members of T/TAS@Your Service may qualify for the 
Subscriber Rate of $285 per person.  (Some restrictions may apply based on level of subscription; please visit 
www.ttas.org/ays.html for information on how to become a subscriber.)  For details on registering, including 
information on earning .9 Continuing Education Units (CEUs) for this event, please see page 3.

 

Learning Outcomes

Participants will better understand the administrative requirements and cost principles related to managing 
Head Start and Early Head Start grants;
Participants will gain strategies for developing the necessary policies and procedures for managing a Head 
Start or Early Head Start grant in a transparent manner; and 
Participants will learn how to use local policies and procedures to track the progress of their program’s 
financial objectives.
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Payment
Cost sharing or matching
Program income
Revision of budget and program plans
Non-federal audits
Allowable costs
Period of availability of funds
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Property Standards (insurance coverage,  real 
property, equipment, supplies)
Procurement Standards
Reports and records
Monitoring and reporting program performance
Financial reporting
Retention and access requirements for records 
Closeout procedures 
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Your Presenter

Perry Davis is a Fiscal/Management 
Specialist whose responsibilities include 
the provision of technical assistance 
and training in the areas of finance and 
management, including cost allocation, 

non-Federal share, systems integration, inventory 
control, and budget development and monitoring. 
Prior to joining T/TAS, Perry was the Program 
Operations Manager of a large Head Start and Early 
Head Start program in Mississippi.  He has an MBA 
with a concentration in Finance.

(T/TAS reserves the right to substitute presenters as 
circumstances warrant.)

Hotel Accommodations

The Hilton Albuquerque is located at 1901 
University Boulevard, Northeast in Albuquerque, New 
Mexico.  Hotel accommodations are available at the 
special conference rate of $85 per night for single or 
double occupancy (plus applicable taxes).  To qualify 
for the special conference rate, please state that you 
will be attending Head Start Back to Basics when 
making your reservations.  Please make your hotel 
reservations no later than December 28, 2009 by 
calling 505-884-2500 or 800-HILTONS.  	

The room block will be held until the stated 
deadline or until the block is sold out, whichever 
comes first.  Reservations are accepted on a space 
and rate availability basis by the hotel, and room 
blocks often fill quickly.  Please consult the Opryland 
for information on their specific cancellation policies, 
and to learn about additional charges that may 
apply to hotel guests (i.e., parking fees, local phone 
charges, internet access fee, etc.).  Ask the hotel for 
additional information on available amenities, such 
as room service, in-house dining, and additional area 
attractions. 

The hotel is on a 14 acre 
oasis in the University/Midtown 
district and captures the unique 
flavor and artistry of our great Southwest New Mexico hotel.  Guest rooms are tastefully 
decorated and spacious with breathtaking views of the spectacular high-desert landscape 
of mesas, volcanoes and the Sandia Mountains in Albuquerque. Rooms are equipped with 

wireless high speed internet access, two-line phones, voice mail, coffee maker, hair dryer, iron and pay-per-view 
movies.

Tentative Agenda

Tuesday, January 26, 2010

8:00 - 9:00 a.m.		  Registration and 
Refreshments

9:00 - 10:30 a.m.		  Understanding the 
Admini-strative Requirements 
for Grantees and Delegate 
Agencies

10:30-10:45 a.m.	 Break

10:45 a.m. - Noon	 Understanding the Admini-
strative Requirements for 
Grantees and Delegate 
Agencies (Cont’d)

Noon - 1:15 p.m.	 Lunch on Your Own

1:15 - 2:45 p.m.		  Understanding the Admini-
strative Requirements for 
Grantees and Delegate 
Agencies (Cont’d)

2:45 - 3:00 p.m.		  Break

3:00 - 4:30 p.m.		  Understanding the Admini-
strative Requirements and 
Cost Principles for Grantees 
and Delegate Agencies

Wednesday, January 27, 2010

8:00 - 8:30 a.m.		  Refreshments

8:30 - 10:15 a.m.	 Understanding the Admini-
strative Requirements and 
Cost Principles for Grantees 
and Delegate Agencies 
(Cont’d)

		  Making the Connection 
to Your Local Policies and 
Procedures

10:15 - 10:30 a.m.	 Break

10:30 a.m. - Noon	 Making the Connection 
to Your Local Policies and 
Procedures (Cont’d)



Registering for T/TAS Events
	 It is easy to register for events sponsored by T/TAS.   There are three methods for registering:

To Register On-Line:   To register for any T/TAS event, please go to our web site at www.ttas.org/calendar.
html, locate the event you wish to register for, and then click on the Register button. 

To Register By Mail:  Complete and return the attached Registration Form with check, money order, or 
Purchase Order (made out to T/TAS), or with Credit Card info (Visa, MasterCard, or Discover) to:   T/TAS, 1906 
College Heights Boulevard, #11031, Bowling Green, Kentucky 42101-1031.

To Register By Fax:  Complete and fax the attached Registration Form with Purchase Order or Credit Card 
(Visa, MasterCard, or Discover) information to our office at 270-745-3340 or 270-745-2142.

Registration forms will not be processed unless accompanied by payment, credit card info, or Purchase Order. 
Registrations will be accepted until events fill.  

Enrollment is Limited:  T/TAS cannot guarantee enrollment at events.  In the event that available enrollment 
slots fill, you will have the option of being placed on a waiting list in case space reopens due to cancellations.  
We recommend you do not make hotel or travel arrangements until you receive your registration confirmation. 
T/TAS is not liable for any hotel or travel penalties or fees that may be incurred by participants or registrants.

Confirmation of Registration: Registrations can only be confirmed by e-mail.  Please provide your e-mail 
address on the registration form if you wish to receive a confirmation.  If you do not receive a confirmation within 
five days of registering for the event, please contact Mike Hartz at 800-882-7482.

Cancellations/Substitutions Policy:  If you cancel your registration in writing 10 or more business days 
before the event, registration fees will be refunded, less a $25 enrollment charge.  No refunds will be made less 
than 10 business days prior to the event; however, you may designate a substitute to attend in your place.  T/TAS 
reserves the right to cancel the event if enrollment criteria are not met or when conditions beyond our control 
prevail.   In the event of cancellation, each registrant will be contacted.  The liability of T/TAS is limited to the 
refund of registration fees only.

Continuing Education Units (CEUs):  Western Kentucky University offers Continuing Education Units (CEUs) 
for participants successfully completing a T/TAS training seminar.  To apply for CEUs, please complete the ap-
propriate section of the attached registration form and include an additional fee of $25 per person. Consult the 
event registration form to learn how many CEUs will be offered for each event.
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T/TAS Also Brings the Training to You 
T/TAS is a leading provider of on-site professional development training and technical assistance.  Our 
knowledgeable experts deliver the same high-quality training and materials in your local program setting, 
reaching all of your staff at a cost competitive with the cost of sending just a few to a conference or seminar.  
Most of the events in our annual and quarterly training catalogs can be adapted for presentation in your 
local program or cluster.

T/TAS also specializes in designing training specifically for delivery on-site in your local program, including such 
titles as Preparing for An On-Site Federal Review; Program Governance: Road Map to Success for Decision-
Makers; Positive Guidance: Making A Place for Everyone; Self-Assessment; The Supervisor/Mentor Coach 
Institute; Five Parenting Behaviors That Predict Success in School; Supporting the Involvement of Fathers in 
the Lives of  Young Children;  and Ongoing Monitoring:  The Key to Quality in Head Start.  To learn more or to 
schedule training, call 800-882-7482.

www.ttas.org/calendar.html
www.ttas.org/calendar.html

