
TABLE OF CONTENTS 
 

TAACCCT Resource & Procedural Materials Page 1 
 

  

Core Activity 1:  Design and Governance 1.1 

Objective 1.1 Strategic Planning 1.1 
 A.OK Surveys showing need, impetus for grant application 1.1.1 
 College Mission (KCTCS and member colleges) 1.1.2 
 KCTCS Vision 1.1.3 

Objective 1.2 Service Design 1.2 
 Final Grant (Modification 1-June 2012) 1.2.1 

Objective 1.3 Program Integration 1.3 
 MOA signed by each college (Modification 1 – June 2012) 1.3.1 

Core Activity 2:  Program and Grant Management Systems 2.1 

Objective 2.1 Administrative Controls 2.1 
 KCTCS Business Procedures Manual 1.7: Internal Controls 2.1.1 
 KCTCS Administrative Policies & Procedures 7.9: Soliciting, Receiving, 

Recording, and Administering Grants and Contracts for Sponsored 
Projects 

2.1.2 

 KCTCS Business Procedures Manual 1.8: Audit and General Operations 
Records Retention 

2.1.3 

 KCTCS Records Retention Procedures 2.1.4 
 KY Dept. for Libraries and Archives: General Schedule for Electronic and 

Related Records - Records Retention Schedule 
2.1.5 

 KY Dept. for Libraries and Archives: General Schedule for State Agencies – 
Records Retention Schedule 

2.1.6 

 TAACCCT Steering Committee  2.1.7 
 TAACCCT Sharepoint User Guide 2.1.8 
 Intra-college SharePoint Instructions 2.1.9 
 Office of Secretary of Labor - 29 CFR Part 93: Lobbying Restrictions 2.1.10 
 Office of Secretary of Labor - 29 CFR Part 95: Uniform Administrative 

Requirements 
2.1.11 

 Office of Secretary of Labor – 29 CFR Part 98: Suspension and Debarment 
Actions 

2.1.12 

   

Objective 2.2 Personnel 2.2 
 KCTCS Administrative Policies and Procedures 2.0.1.1: Employment Status 

Categories 
2.2.1 

 KCTCS Administrative Policies and Procedures 2.0.2.1: KCTCS Employment 2.2.2 
 KCTCS Administrative Policies and Procedures 2.4: KCTCS Personnel 

Records 
2.2.3 

 Sample Time and Effort Sheet 2.2.4 
 Time Allocation Form 2.2.5 
 Organizational Chart  2.2.6 
 Success Coach Job Description 2.2.7 
 Success Coach Job Posting – sample 2.2.8 
 Success Coach Job Analysis Questionnaire 2.2.9 
   
  



TABLE OF CONTENTS 
 

TAACCCT Resource & Procedural Materials Page 2 
 

Objective 2.3 Civil Rights 2.3 
 KCTCS Employee Handbook 2.3.1 
 Office of Secretary of Labor – 49 CFRR Part 25 Nondiscrimination on the 

Basis of Sex in Education Programs or Activities Prohibited 
2.3.2 

 Office of Secretary of Labor – 29 CFR Part 31 Non-Discrimination (Civil 
Rights) 

2.3.3 

 Office of Secretary of Labor – 29 CFR Part 32 Non-Discrimination (Basis of 
Handicap) 

2.3.4 

 Office of Secretary of Labor – 29 CFR Part 35 Age Discrimination of 1975 2.3.5 
 Office of Secretary of Labor – 29 CFR Part 37 EO Requirements (WIA only) 2.3.6 

Objective 2.4 Sustainability 2.4 
 Memo to file 2.4.1 

Objective 2.5 Match Requirements 2.5 
 Memo to file   2.5.1 

Objective 2.6 Equipment 2.6 
 KCTCS Business Procedures Manual 2.2: Annual Physical Asset Inventory 2.6.1 
 KCTCS Business Procedures Manual 2.9: Property Inventory Control 2.6.2 

Objective 2.7 Procurement 2.7 
 KCTCS Business Procedures Manual 4.1: Purchasing Authority 2.7.1 
 KCTCS Business Procedures Manual 4.2: Procurement Card 2.7.2 

Objective 2.8 Audit and Audit Resolution 2.8 
 KCTC Business Procedures Manual 3.9: Sponsored Projects Accounting for 

Grants and Contracts 
2.8.1 

 KCTCS Business Procedures Manual 1.8: Audit and General Operations 
Records Retention 

2.8.2 

 Office of Secretary of Labor – 29 CFR 99: Audits of States, Local 
Governments, and Non-Profit Organizations 

2.8.3 

 Office of Secretary of Labor – 29 CFR 96: Audit Resolution 2.8.4 
   

Objective 2.9 Reporting Systems 2.9 
 System Financial Reporting Process   2.9.1 
 Reporting Timeline 2.9.2 
 Quarterly Narrative Progress Report form (7.2.2012) 2.9.3 
 Annual Performance Report form (Form ETA-9160) 2.9.4 
 DOL Trade Adjustment Assistance Community College and Career Training 

Grants: Annual and Quarterly Program Reporting Forms & Instructions 
2.9.5 

   

Core Activity 3:  Financial  Management Systems 3.1 

Objective 3.1 Budget Controls 3.1 
 Approved Budget in Final Grant (Modification 1-June 2012) 3.1.1 
 KCTCS Internal Control Guide 3.1.2 
 KCTCS Business Procedures Manual 3.4: Cost Transfers on Sponsored 

Projects 
3.1.3 

 KCTCS Business Procedures Manual 3.12: Cash Accounting 3.1.4 
 KCTCS Business Procedures Manual 3.11: Accounts Receivable 3.1.5 
  



TABLE OF CONTENTS 
 

TAACCCT Resource & Procedural Materials Page 3 
 

Objective 3.2 Cash Management 3.2 
 KCTC Business Procedures Manual 3.9: Sponsored Projects Accounting for 

Grants and Contracts 
3.2.1 

Objective 3.3 Program Income 3.3 
 Memo to file 3.3.1 

Objective 3.4 Cost Allocation 3. 4 
 OMB Circular A-87 revised: Cost Principles for State, Local, and Indian 

Tribal Governments 
3.4.1 

 OMB Circular A-21 revised: Cost Principles for Educational Institutions 3.4.2 

Objective 3.5 Allowable Costs 3.5 
 Chart of Allowable Costs 3.5.1 
 Chart of Indirect Cost Rate  3.5.2 

Objective 3.6 Internal Controls 3.6 
 KCTCS Internal Control Guide 3.6.1 
 KCTCS Business Procedures Manual 1.7: Internal Controls 3.6.2 
 Monitoring Plan for Grant Partners 3.6.3 

Objective 3.7 Financial Reporting 3.7 
 KCTC Business Procedures Manual 3.9: Sponsored Projects Accounting for 

Grants and Contracts 
3.7.1 

 KCTCS Administrative Policies & Procedures 7.9: Soliciting, Receiving, 
Recording, and Administering Grants and Contracts for Sponsored 
Projects 

3.7.2 

Core Activity 4:  Service/Product Delivery 4.1 

Objective 4.1 Operating Systems 4.1 
 Final Grant (Modification 1-June 2012) – Statement of Work 4.1.1 
 Training Opportunities – Webinars 4.1.2 
 Monitoring Review Guidelines 4.1.3 
 Monitoring Review Preparation Worksheet 4.1.4 
 Data Collection Plan 4.1.5 

Objective 4.2 Participant Files 4.2 
 KCTCS Administrative Policies and Procedures 4.2.6: Information and 

Information Technology Policy for Security Breaches and Suspected 
Security Breaches 

4.2.1 

 KCTCS Administrative Policies and Procedures 6.2: Educational Rights and 
Privacy Act 

4.2.2 

 SharePoint Success Coach Activity Forms 4.2.3 
 Application Definitions 4.2.4 
 Sample Career Path Form  4.2.5 

Objective 4.3 High Growth Jobs 4.3 
 Regional Occupation Areas (Community Outreach Chart) 4.3.1 
 Chart and Original AOK Justification for Industry Selection  4.3.2 

Objective 4.4 Integrated Services 4.4 
 Coordination of Colleges with OET, WIBs, and One Stop Centers 

 (TAA Recruitment Requirements) 
4.4.1 

Objective 4.5 Business Relationships 4.5 
 Statement of Process    4.5.1 
  



TABLE OF CONTENTS 
 

TAACCCT Resource & Procedural Materials Page 4 
 

Core Activity 5: Performance Accountability  

Objective 5.1 Service Goals 5.1 
 Deliverables 5.1.1 
 Federal Reimbursements 5.1.2 
 Pending Reimbursements 5.1.3 

Objective 5.2 Performance Outcomes 5.2 
 Quarterly Narrative Progress Report form (7.2.2012) 5.2.1 
 Annual Performance Report form (Form ETA-9160) 5.2.2 
 DOL Trade Adjustment Assistance Community College and Career 

Training Grants: Annual and Quarterly Program Reporting Forms & 
Instructions 

5.2.3 

Objective 5.3 Subrecipient Performance 5.3 
 Memo to file   5.3.1 

Objective 5.4 Performance Data    5.4 
 Memo to file    5.4.1 

Appendices  

Appendix A Administration Requirements  
 Health Care and Education Reconciliation Act of 2010 A.1 
 Omnibus Trade Act of 2010 A.2 
 Trade Adjustment Assistance Extension Act of 2011 (P.L. 112-40) A.3 
 Cross Reference of Administrative Requirements A.4 

Appendix B Selected Definitions and Acronyms  
 Definitions B.1 

Appendix C Summary of Cost Items  
 Chart of Allowable Costs A.2 

 


