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(Use this guide in combination with the Center Percentage Sheets.)
GSRP-See the Business Office for individual “Fund” number.

The Head Start Program Year is from Jan.-Dec.

The GSRP Program Year is from Oct.-Sept.
The GSRP Activity Code is always 118 with the exception of 

Family Engagement Activities.

Head Start/Early Head Start             Even Years=620/630             Odd Years=610/640
Fund   
Activity            G.L.
      Location


---       30              4300    99                  Employee Mileage-excludes Bus Driver travel
---       30              4301    99
Lodging, per diem, airfare, ferry                     

                                                               (not related to training money)
---       30              4500    99                  General Supplies
supplies for normal operations (child development materials), laundry (head lice) expenses for centers, multicultural and food experiences.
---       30              4590    99                  Office Supplies (printer paper, ink, pens, etc.)

---       30              4591    99                  Family Safety Items                                         
                                                               purchased for use in family homes in response to the family needs assessment or home safety checklist, after community resources have been exhausted

---       30              4503    99
Training registration

---       30              4507  (site location #)    Center license, health inspection, water quality 

                                    

   inspection and fire inspection





   Fingerprinting for new Teachers
---       30              4506   99                   Subscriptions to magazines, journals, newspapers

                                                               and other materials that are purchased for a 

                                                               specified time period and organization member-

                                                               ships that are purchased for a defined period of 

                                                               time
---       30              4340   99                  Cell phone 

when NMCAA pays $20/month toward the use of personal cell phone- attach monthly bill

divided between HS, EHS & GSRP, as applicable 
---      
30              4820   99                  Postage – Non-Administrative
---        20 
      4820   99

   Postage – Administrative (bulk mailings)

---        30              4240   99                  Advertising

---        30              4210   99                  Contract Services- other than mental health ex/interpreters (including mileage)
---        30              4213   99                  Contract Services- mental health (including mileage)
---        30              4502   99                  Staff physicals-except Bus Drivers

                                                               mileage for physicals is coded to 4340
---        30              4360   99                  Bus Driver physicals, drug and alcohol testing

---        30              4370   99                  Vehicle expenses not requiring vendor labor

· driver training mileage
· supplies used by vehicles (ex/windshield washer fluid)
· driver mileage for personal vehicles

· vehicle plug-in
· disposable items (car washes, fuses)

---      30                4510   99
Food costs for kids i.e. breakfast/lunch pick up for

                                                               hot meals. (shopping mileage is coded to 4340)
---     30                 4508   99                  Parent Participation

· gas cards, gift cards, mileage paid to parents for meetings, events or interviews (mileage is .625/mile)
· full day interviewing stipend (more than 4 hours, but not longer than 8 hours) = $70.00 stipend plus round trip mileage and $10.25 for lunch (participants may choose to bring a bag lunch.)
· Half day interviewing stipend (4 hours or less). = $35.00 plus mileage, but no lunch.
· parents who attend a local conference/training (all related expenses, mileage)
---    30                  4320   99                  Policy Council mileage, child care & other related 

                                                               expenses
---    30                  4310   99                  Parent self transport gas cards Center Based
                                                              (as approved by ERSEA Manager)
---    30                  4540 (site location #)    Family Engagement Activities 
                                                               use individual Site Code for the Location.
---   30                   4505   99                  Meeting costs food/catering, space, special supplies, monthly team get togethers, etc.)
* EHS Home Based location code is 65
Training Codes
Head Start Even Years Use 622              Head Start Odd Years Use 612
Early Head Start Even Years Use 631              Early Head Start Odd Years Use 641

Use these codes only when pre-approved.

( Do not use for GSRP)
---      30              4210   99                 Contract services (i.e. contracting with a presenter)

---      30              4213   99                 Contract services- mental health (group and 1:1 reflective)
---      30              4500   99                 Training supplies related to training money
                                                             books, materials

---      30              4503   99                 Registration for trainings related to training

                                                                         money (CPR, MHSA COP, MHSA Assemblies, etc)
---   30                 4505   99                  Meeting costs (catering meals, special supplies

                                                             related to the meeting, space) 
---      30
    4301   99
             Per diem, lodging, ferry, air fare related to

                             


 training money 

These below codes are for HS, EHS and GSRP
The GSRP Activity Code is always 118 with the exception of Family Engagement Activities.
---     30             4850   99                   CDA expenses including mileage 

---     40             4850   99                    College Classes and books from the Professional

                                                             Development Money Grant. Use this code only when
                                                             pre-approved.
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