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	Document/Item
	Location
	Reviewed
	Notes and Comments

	FUNDING

	Current Continuation Grant Application and related correspondence (including CQI Plan/Goals & Objectives, Training Plan and Budgets)
	
	
	         

	Current Financial Assistance Award Notices
	
	
	

	Previous Continuation Grant Applications and related correspondence
	
	
	

	Previous Financial Assistance Award Notices
	
	
	

	Copy of the current USDA contract
	
	
	

	Other funding contracts/agreements/grants

	
	
	

	American Recovery and Reinvestment Act (ARRA)
	
	
	

	PROGRAM OPERATIONS

	Current organizational chart for the program
	
	
	

	Current Personnel policies and procedures
	
	
	

	Community Partnership agreements/MOUs/IAAs (including mandatory MOUs w/ public preschool providers)
	
	
	

	Current Service Plans (Service Delivery Plans/Action Plans – these have many names)
	
	
	

	Current Community Assessment
	
	
	

	Previous Community Assessments (for last 3 yrs.)
	
	
	

	Copy of last Annual Self assessment
	
	
	

	Policy Council By-Laws
	
	
	

	Meeting Minutes of Policy Council/ Policy Committee.
	
	
	

	Meeting Minutes of Parent Committee(s)
	
	
	

	Meeting Minutes of Advisory Committee(s)
	
	
	

	Meeting Minutes of Management Team Meetings
	
	
	

	Meeting Minutes of Governing Board Meetings
	
	
	

	Local Education Agency Agreement (LEA)
	
	
	

	REPORTS

	Last 3 years of PIR data with Benchmark Indicators
	
	
	

	Monthly USDA Reports
	
	
	

	Monthly Program Report to Governing Body (Head Start Act)
	
	
	

	Last Financial Audit 
	
	
	

	Financial Reports 
	
	
	

	Copies of quarterly Head Start Financial Reports 
	
	
	

	Insurance policies for the program
	
	
	

	Current Annual Report
	
	
	

	Last Head Start Triennial Monitoring Review Report
	
	
	

	OTHER

	Program Planning Document (the who-does-what-and-when)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


