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Summary of Reporting Requirements

The tables below outline reporting requirements for Head Start and Early Head Start
grantees. Required reports are divided into three categories of activity: fiscal, governance,
and service. Program governance plays a central role in managing data and reports
across these three categories. It provides feedback, guidance, and approval as necessary.

These tables are not all-inclusive lists of required reports. Read the tables from left to right,
noting required reports, frequency or due dates, recordkeeping data from which reports
are drawn, report recipients, and relevant regulations.

Table 1: Fiscal Activity Reporting Requirements (External)

Recordkeeping

Expenditures

Report Frequency Sources Recipient(s) Reference
e Federal Audit
Clearinghouse _
* Accounting Pol Ig N i Sec. 647(c)(1-3)
Single Audit Anpually « Financial ¢ Policy Counci
(Funding Year) statements e Governing body Purpose, 45 CFR
or Tribal Council §75.100(d)
¢ Regional Office
Sg:;ff Quarterl e Accounting ACF-PI-HS-17-04 Federal
Transactions (Program Y)éar) ¢ Financial Regional Office Reporting of Standard
’ 9 statements Forms (SF) 425 and 428

SF-428A, B, and S
Tangible Personal

Within 90 days
of end of

Tangible personal
property

Regional Office

ACF-PI|-HS-17-04 Federal
Reporting of Standard

General Reporting

(Program Year)

Real Property

Regional Office

Property five-year grant Forms (SF) 425 and 428
. ACF-PI-HS-17-03
Electronic Electronic Submission of
SF-429A-C Annually Submission of

Real Property Standard
Form (SF)-429 and

SF-429A-C Attachments
IRS Form 941 (CaIQeL;?jrc’t’(rere/ear) Tax return In’gaerr;\ilcs?l\gag;e Instruction& IRS Form
IRS Form 990 (Cagr/;r(;:?”\)//ear) Tax-exempt IRS Instruction& IRS Form
RS Fom 550022 | 0y || S



https://eclkc.ohs.acf.hhs.gov/policy/head-start-act/sec-647-records-audits
https://www.ecfr.gov/cgi-bin/text-idx?SID=507cfac1519b49a7eb9e0d6fb98dac74&mc=true&node=pt45.1.75&rgn=div5#se45.1.75_1100
https://www.ecfr.gov/cgi-bin/text-idx?SID=507cfac1519b49a7eb9e0d6fb98dac74&mc=true&node=pt45.1.75&rgn=div5#se45.1.75_1100
https://eclkc.ohs.acf.hhs.gov/policy/pi/acf-pi-hs-17-04
https://eclkc.ohs.acf.hhs.gov/policy/pi/acf-pi-hs-17-04
https://eclkc.ohs.acf.hhs.gov/policy/pi/acf-pi-hs-17-04
https://eclkc.ohs.acf.hhs.gov/policy/pi/acf-pi-hs-17-04
https://eclkc.ohs.acf.hhs.gov/policy/pi/acf-pi-hs-17-04
https://eclkc.ohs.acf.hhs.gov/policy/pi/acf-pi-hs-17-04
https://eclkc.ohs.acf.hhs.gov/policy/pi/acf-pi-hs-17-03
https://eclkc.ohs.acf.hhs.gov/policy/pi/acf-pi-hs-17-03
https://eclkc.ohs.acf.hhs.gov/policy/pi/acf-pi-hs-17-03
https://eclkc.ohs.acf.hhs.gov/policy/pi/acf-pi-hs-17-03
https://eclkc.ohs.acf.hhs.gov/policy/pi/acf-pi-hs-17-03
https://www.irs.gov/pub/irs-pdf/i941.pdf
https://www.irs.gov/pub/irs-pdf/i941.pdf
https://www.irs.gov/pub/irs-pdf/i990.pdf
https://www.irs.gov/pub/irs-pdf/i990.pdf
https://www.irs.gov/pub/irs-pdf/i5500ez.pdf
https://www.irs.gov/pub/irs-pdf/i5500ez.pdf
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Recordkeeping

Report Frequency Sources Recipient(s) Reference
e Program data . .
¢ Financial data * Policy Counci ACF-PI-HS-14-03
Grant application Annually e Governing body or Electronic Grant

e Self-assessment

and budget (Program Year) ; Tribal Council Applications and Program
* Community « Regional Office Communications
assessment
e License
revocation
e Bankruptcy filing
¢ Child and Adult
Care Food Designation Renewal,
Designation As needed ?C;%géla:rg) ¢ Policy C?ouncil 45 CFR §1304 Subpart B
renewal and ey ; e e Governing body or ]
reportable (within 10 days disqualification Tribal Council Qrantee reporting _
conditions of occurrence) |e Debarment from « Regional Office reqwrem_ents concerning
receiving state or certain conditions,
federal funds 45 CFR §1304.12
¢ Audit indicating
at risk for ceasing
to be a "going
concern"”
¢ Policy Council
Quality ¢ Deficiencies . vaerning bc?dy or
improvement plan As directed ¢ Actions Tribal Council Sec. 641A(e)(2)
e Timetables ¢ Regional Office
o Office of Head Start
Monthly

End-of-the-month

(Program Year)

Child attendance

Program director

Sec. 641A(h)(2)

enroliment (On the 7t of e Regional Office
each month)
¢ Policy Council
Program Annually o Staff files e Governing body or Achievi I
Information Report | (Program Year) |e Program data Tribal Council ZE:eC\:III:nF({] g;%%?qnogc(’;s’
(PIR) (Aug. 31) e Financial data e Regional Office :

Office of Head Start



https://eclkc.ohs.acf.hhs.gov/policy/pi/acf-pi-hs-14-03
https://eclkc.ohs.acf.hhs.gov/policy/pi/acf-pi-hs-14-03
https://eclkc.ohs.acf.hhs.gov/policy/pi/acf-pi-hs-14-03
https://eclkc.ohs.acf.hhs.gov/policy/pi/acf-pi-hs-14-03
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1304-subpart-b-designation-renewal
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1304-subpart-b-designation-renewal
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1304-12-grantee-reporting-requirements-concerning-certain-conditions
https://eclkc.ohs.acf.hhs.gov/policy/head-start-act/sec-641a-standards-monitoring-head-start-agencies-programs
https://eclkc.ohs.acf.hhs.gov/policy/head-start-act/sec-641a-standards-monitoring-head-start-agencies-programs
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-102-achieving-program-goals
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-102-achieving-program-goals
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Table 2: Governance-related Activity Reporting Requirements (Internal and External)

Recordkeeping

¢ Ongoing monitoring

Report Frequency Sources Recipient(s) Reference
e Program goals ) ) ]
e Contracts and Policy council and policy
. : ; committee, 45 CFR
o Community memoranda of Policy Council
Annually : . §1301.3
assessment understanding Governing body
. (Program Year) i .
o Strategic plan (MOUs) or Tribal Council Governing body. 45 CFR
o Self-assessment )
§1301.2

Policy Council

Program goals and Quarterly and * Child assessment Governing body Achieving program goals
objectives Annually * Program data or Tribal Council 45 CFR §1302.102
progress (Program Year) |e Financial data Regional Office
Fi ol dat Policy council and policy
¢ Financial aata : - committee, 45 CFR
Governance Monthly e Child data ZZI\I/z:i::urt])g:j §1301.3
meetings (Program Year) |e CACFP reports or Tribal goungl
 Ongoing monitoring Governinq1 ggf]jvz 45 CFR

Child outcomes
data

Three times a year
(Program Year)

e Assessment

Program director
Policy Council

Governing body
or Tribal Council

Achieving program goals,

45 CFR §1302.102

o Self-assessment
¢ Ongoing
monitoring

e School
readiness

Annually
(Program Year)

e Program goals and
outcomes

e Child outcomes

Policy Council

Governing body
or Tribal Council

Regional Office

Policy council and policy
committee, 45 CFR

§1301.3

Governing body, 45 CFR
§1301.2

Annual report

Annually
(Program Year)

¢ Financial data
e Program data

Policy Council

Governing body
or Tribal Council

Community
Regional Office

Achieving program goals,

45 CFR §1302.102

Supervision and
transitions

As needed

¢ Licensing, health,
and fire inspections

¢ Child abuse reports
¢ Daily attendance

Parents

Policy Council
Governing body
or Tribal Council

Community
Regional Office

ACF-IM-HS-15-05

Supervision and
Transitions

Policy council and policy
committee, 45 CFR

§1301.3
Governing body, 45 CFR
§1301.2



https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-3-policy-council-policy-committee
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-3-policy-council-policy-committee
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-3-policy-council-policy-committee
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-2-governing-body
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-2-governing-body
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-102-achieving-program-goals
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-102-achieving-program-goals
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-3-policy-council-policy-committee
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-3-policy-council-policy-committee
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-3-policy-council-policy-committee
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-2-governing-body
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-2-governing-body
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-102-achieving-program-goals
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-102-achieving-program-goals
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-3-policy-council-policy-committee
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-3-policy-council-policy-committee
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-3-policy-council-policy-committee
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-2-governing-body
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-2-governing-body
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-102-achieving-program-goals
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-102-achieving-program-goals
https://eclkc.ohs.acf.hhs.gov/policy/im/acf-im-hs-15-05
https://eclkc.ohs.acf.hhs.gov/policy/im/acf-im-hs-15-05
https://eclkc.ohs.acf.hhs.gov/policy/im/acf-im-hs-15-05
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-3-policy-council-policy-committee
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-3-policy-council-policy-committee
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-3-policy-council-policy-committee
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-2-governing-body
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1301-2-governing-body
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Table 3: Service-related Activity Reporting Requirements (Internal)

Recordkeeping

Report Frequency Sources Recipient(s) Reference
Human
Staff background Determined . Personnel policies,
checks Locally Staff files Resources 45 CFR §1302.90
Program director
. ¢ Child and family Parents - .
Determined files Poli . Determining, verifying, and
I olicy Council . T
Eligibility Locally « Birth certificate i documenting eligibility,
(Program Year) Governing body 45 CFR §1302.12
¢ Income or Tribal Council
Child Determined Parents Child screenings and
developmental Locally ¢ Child screenings Policy Council assessments, 45 CFR

screenings and
individualization

(Program Year)

Governing body
or Tribal Council

§1302.33

Dental, health,
and nutrition
screenings and

Determined
Locally
(Program Year)

e Child exams
e Referrals

Parents
Policy Council
Governing body

Child health status and
care, 45 CFR §1302.42

Oral health practices,
45 CFR §1302.43

follow-up or Tribal Council
Child nutrition
45 CFR §1302.44
Individualized
Education Plans e Assessment Parents
(IEPs) and As Needed « Referrals Program director Additional services for
Individualized (Program Year) Community children, 45 CFR §1302.61
Famlly Service e |[EPS and IFSPs partners
Plans (IFSPs)
. ¢ Referrals Parents , ,
Family referrals DeLterml'I”ed « Family partnership | e Policy Council Family pajgeésg‘ép
and follow-up ocally agreements Governing body SErvIces.

(Program Year)

e Case notes

or Tribal Council

§1302.52

Staff professional
development

Determined
Locally
(Program Year)

¢ Credentials
¢ Training events
e Coaching logs

Human
Resources

Program director

Staff qualifications and
competency requirements,
45 CFR §1302.91

Training and professional

development,
45 CFR §1302.92

* ¥ x
*

M-
: @\ (S) % NATIONAL CENTER ON

ADMINISTRATION FOR
Early Childhood ~ Program Management and Fiscal Operations

CHILDREN &2 FAMILIES ;%

pmfo@ecetta.info ¢ https://eclkc.ohs.acf.hhs.gov/ncpmfo ¢ Tel: 888-874-5469

¢



https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-90-personnel-policies
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-12-determining-verifying-documenting-eligibility
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-12-determining-verifying-documenting-eligibility
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-12-determining-verifying-documenting-eligibility
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-33-child-screenings-assessments
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-33-child-screenings-assessments
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-33-child-screenings-assessments
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-42-child-health-status-care
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-42-child-health-status-care
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-43-oral-health-practices
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-43-oral-health-practices
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-44-child-nutrition
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-44-child-nutrition
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-61-additional-services-children
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-61-additional-services-children
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-52-family-partnership-services
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-52-family-partnership-services
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-52-family-partnership-services
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-91-staff-qualifications-competency-requirements
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-91-staff-qualifications-competency-requirements
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-91-staff-qualifications-competency-requirements
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-92-training-professional-development
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-92-training-professional-development
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-92-training-professional-development
mailto:PMFO@eclkc.info
https://eclkc.ohs.acf.hhs.gov/ncpmfo
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