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Next Steps:

Register with the State of Tennessee as a vendor.

Next Steps:

Register with Sam.gov using your DUNS number

Next Steps:

Review Terms & Conditions

CAMS Demo

Required Documentation- Purchases of materials
1. Invoice/Receipt
2. Proof of Payment
3. Proof of delivery or shipment (including date of delivery)
Requirements for ALL request for reimbursements:
1.

2.

A description of what this purchase was used for, including what line item in the budget
that was submitted with your application it relates to, how it was used for programming
that was responding to or preventing the spread of COVID-19. Remember the most
important thing for these funds and that they have a clear connection to COVID19.
If you received other federal funds, you need to include a reconciliation and
documentation that this was not already reimbursed by other means.

Required Documentation- Contracted Services
1. Copy of contract, lease agreement or rental agreement
2. A copy of any contract modifications
3. Invoice/Receipt
4. Proof of Payment
Requirements for ALL request for reimbursements:

1.

2.

A description of what this purchase was used for, including what line item in the budget
that was submitted with your application it relates to, how it was used for programming
that was responding to or preventing the spread of COVID-19. Remember the most
important thing for these funds and that they have a clear connection to COVID19.
If you received other federal funds, you need to include a reconciliation and
documentation that this was not already reimbursed by other means.

Required Documentation- Equipment usage or mileage
1.

2.
3.
4.
5.
6.

Time/mileage log for time claimed (Must include equipment name/description,
department that used the equipment, equipment operator, dates the equipment was
used, usage rate (either hourly or mileage), the hours or miles claimed, and the total
claim amount.)
Statements detailing work performed (if absent from equipment log)
Fixed asset list or other documentation to demonstrate that the equipment was owned
by the recipient
Schedule of equipment rates used
Documentation of how rates were calculated
Time sheets for the equipment operators for the time period being claimed

Requirements for ALL request for reimbursements:
1.

2.

A description of what this purchase was used for, including what line item in the budget that was submitted with
your application it relates to, how it was used for programming that was responding to or preventing the spread
of COVID-19. Remember the most important thing for these funds and that they have a clear connection
to COVID-19.
If you received other federal funds, you need to include a reconciliation and documentation that this was not
already reimbursed by other means.

Required Documentation- Payroll
1. Payroll register for dates claimed
2. Employee Roster (should include employee pay rates, fringe benefit rates, and
employee titles)
3. Proof of payment
4. Timesheets
5. Statements detailing work performed (if absent from timesheet)
6. Payroll policy (should include overtime and hazard pay policies)
Requirements for ALL request for reimbursements:
1.

2.

A description of what this purchase was used for, including what line item in the budget that was
submitted with your application it relates to, how it was used for programming that was
responding to or preventing the spread of COVID-19. Remember the most important thing for
these funds and that they have a clear connection to COVID-19.
If you received other federal funds, you need to include a reconciliation and documentation that
this was not already reimbursed by other means.

Examples of descriptions
Organization ABC is submitting for
reimbursement cost related to providing meals
to the elderly. These cost were incurred to
prevent the spread of COVID-19, but allowing
those over 65, who are considered high risk, to
have a nutritious meal without having to leave
their home. This cost fed 50 people during the
Organization ABC is submitting for reimbursement cost
week of May 1-7. The purchase was budgeted
related to providing meals to the elderly. These cost were
for in our grant application as a part of this
incurred to prevent the spread of COVID-19, but allowing
program on the line called “food purchases.”
those over 65, who are considered high risk, to have a
nutritious meal without having to leave their home. This
expense is related to the payroll of employees that delivered
the meals. They are paid $15 an hour, and spent 2 hours a
day delivering meals. This was included in our budget for
this grant in the line “delivery cost”.

Questions
Tncaresact.tn.gov/DHS

