Procedure 4-3

CHILD & FAMILY DEVELOPMENT PROGRAMS
In-Kind Processing Policy

To assure that in-kind will be turned in, properly documented and approved the following procedures will be followed:

1. All volunteers will complete in-kind forms for the month in which services were provided. Each volunteer must sign the form.

2.
Center Managers will ensure in-kind is legible, accurate and grant 


allowable. Center Manager will sign, validating in-kind amounts.
3.
Center Managers will turn in-kind into the Rainier office bi-monthly.

4.
If the donated in-kind services appear to be unusual or the dollar amount 
higher than usual, an explanation will be written on the back of the form.

5.
The program support staff will review all in-kind forms for accuracy and 

questionable services.

6.
The Director will approve all questionable in-kind forms.

7.
The program support staff will figure the total in-kind per center, 
categories, and prepare a monthly in-kind statement to turn into the fiscal 

office. 

8.
Completed forms are periodically reviewed for accuracy.
9.
The fiscal office will log the in-kind into the ledger. The actual in-kind files 
are available in the Head Start admin office for the annual audit.

10.
In-kind files will be maintained in accordance with Federal regulations.

11.
Hourly rate for general volunteers is calculated using the lowest wage on 


the Head Start salary scale plus 37% fringe rate.
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