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• 1 GUARDIANS OF THE GAP LLC Claiborne  $300,000 
• 2 City of Columbia Maury $300,000 
• 3 Town of Tracy City Grundy $214,005 
• 4 City of Fayetteville Lincoln $225,000 
• 5 Operation CityScape Putnam $255,000 
• 6 City of Winchester Franklin $300,000 
• 7 Downtown Maryville Alliance Blount $233,027 
• 8 Covington Economic Development Corporation Tipton $300,000 
• 9 Main Street Greeneville Greene $300,000 
• 10 City of Trenton Gibson $300,000 
• 11 Jackson Downtown Development Corporation Madison $300,000 
• 12 Main Street Murfreesboro Rutherford $300,000 
• 13 Downtown Kingsport Association Sullivan $300,000 
• 14 Town of Jonesborough                Washington $104,494 
• 15 Town of Tellico Plains Monroe $235,128 
• 16 Town of Somerville Fayette $300,000 
• 17 Town of Oneida Scott $202,775 
• 18 City of Morristown Hamblen $300,000
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Tiptonville

Success Stories
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Success Stories
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Success Stories

Bolivar

Greeneville
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Rockabilly Crosswalk- Jackson
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Building improvements are still required;

50% of the overall project
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Approved Activities for Facades

• Painting (Although we don’t encourage painting historic brick that hasn’t 
previously been painted)

• Awnings (New or replacement)

• Removal of vinyl or aluminum siding
• Brick repairs (Tuck-Pointing mortar)

• Windows & doors (Within historic guidelines)

• Safety improvements
• Signage on the building
• Lighting
• Improving visible back and side entrances
• Entryway improvements will be considered
• Work must adhere to local historic guidelines or the 

grant design guidelines
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Downtown Improvement Grant Design 

Guidelines
These can also be found on the Grant webpage under the design guideline tab

Over time historic commercial buildings were altered or remodeled to reflect current 

fashions or to eliminate perceived maintenance problems. Often these improvements 

were misguided and resulted in a disjointed and unappealing appearance in a historic 

downtown area.  By following these design guidelines or your local government’s 

historic overlay, your Downtown Improvement Project will preserve the historic nature 

of the building and the streetscape as well. 

To start a façade project, check with your local government to confirm if there is a local 

historic overlay in the project area.  If there is one, follow their guidelines and 

instructions to receive a Certificate of Appropriateness (COA).

If there is no local historic overlay, follow these guidelines for the Downtown 

Improvement Grant project.

https://www.tn.gov/ecd/rural-development/tennessee-main-street/downtown-improvement-grant-program.html
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Streetscape Activities 

Allowed

Gateway improvements – Physical 
improvements including lighting and 
signage at the gateway(s) to your 
downtown.

•Streetscape improvements – Physical 
improvements such as planters, 
benches, lighting, that improve your 
streetscape and unify the district.

Courtyard improvements – Physical 
improvements to prominent 
courtyards in your downtown 
including seating, and signage and 
prep of courtyard area.

Wayfinding signage – Signage that is 
consistent with your community’s 
brand that directs tourists to places of 
interest in your town.

*Grant funds will not pay for 
landscaping materials such as plants, 
trees, soil, landscaping fabric
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AGENDA

• Getting Started –

– Contracting with TNECD

– Title VI & Audit Submission

– Finalize Selection Process & Property Owner 
Agreements

– Bids, Design Review, Conflict of Interest

– Reporting

– Invoicing and Reimbursement

– Monitoring and Close Out 
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Things to do now…

• Watch for contract to come through that have been fully 
executed.

• Finalize your local community application and scoring process

• Contact eligible property and business owners in your defined 
district about the grant opportunity

• Do not authorize expenditure of funds until you have a fully 
executed contract from TNECD.  Invoices that precede the 
contract start date will not by reimbursed.
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Overview

• Reimbursable grant 

– 25% match required, usually from the property owner

– Determine match for public improvements

– Up to 5% can be used for administration

▪ Must have a professional grants administrator 

▪ Maximum $15,000 admin fee this round
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Grant Compliance Packet

Grant Compliance Packet

• We have developed a packet/presentation that shows all 
the forms you are required to submit to get your contract 
started and to manage your project 

• Components included
– Contract – Grant Payment Setup Form, Direct Deposit Form, W9 (This 

must be submitted to start the contracting process)

– Compliance - Audit & Title VI submissions should be updated annually 
by all active grantees and can be submitted through our online 
compliance submission form. (This must be submitted prior to requesting 
reimbursement and it needs to be updated annually)

– Administration – Contract scope change request, reimbursement 
instructions, submission of yearly audit and corrective action plan, 
cumulative adjustment instructions, Budget Revision Form (Will be needed 
during the course of the project)

https://www.tn.gov/content/dam/tn/ecd/documents/resources/grantee-resources/RD%20Grant%20Compliance%20Packet.pdf
https://stateoftennessee.formstack.com/forms/grantee_audit_submission
https://stateoftennessee.formstack.com/forms/grantee_audit_submission
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Title VI & Audit Compliance

Audit & Title VI submissions have to be updated annually by all active 
grantees and can be submitted using our online compliance submission 
form. 
Items Needed for Compliance

– Most Recent Audit 
• If you are a City or County, you do not need to upload an audit.

• If you are not audited, we need your form 990 or an annual report that contains audited financials.

– Corrective Action Plan
• If your organization had audit findings, upload a copy of your organization's Corrective Action Plan that describes how you will address 

each audit finding if that is not a part of the audit document.

– Title VI Policy
• We will need a copy of your organizations Title VI non-discrimination policy.

– Title VI Survey
• A blank copy of the survey can be found here. 

– Title VI Training Completion
• The Training quiz can be found here. We will need a copy of the certificate uploaded to submission form.

Things to Note

• This must be submitted prior to requesting reimbursement

• Please only submit the form once, with all the required documents attached to that one submission

• If you already submitted this within the last year for another Rural Development program, you do not 
need to complete this again until next year

https://stateoftennessee.formstack.com/forms/grantee_audit_submission
https://stateoftennessee.formstack.com/forms/grantee_audit_submission
https://www.tn.gov/ecd/resources/grantee-resources.html
https://www.proprofs.com/quiz-school/story.php?title=department-of-economic-community-development-title-vi-training
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Contracts

• Where to find items in your contract 

Section Description

A Scope of Services and Deliverables

B Term of Contract

C Payment and Conditions 

D Standard Terms and Conditions

E Special Terms and Conditions 

Attach. A Detailed Scope of Services

Attach. B Budget



24

Contracts – Scope of Work
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Contracts – Budget

• You can only be reimbursed for expenses that fit within the 
line-items funded in the contract budget

• We can do budget revisions quickly and easily if you have 
funding in a line-item. If you need to move funding to a 
line-item that is $0, then it requires a contract amendment 
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What to Do Now? 

Get the local façade improvement 
application selection process in place
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• Finalize your application, review and selection process (we have 
samples available on request)

• Let property owners and other interested parties know the program 
is available
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Example of Façade Improvement Timeline 
& Responsible Parties
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Example of Public Improvements Timeline 
and Responsible Parties
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What Are the Clawback 

Requirements?

• Protecting the Investment
– To prevent owners from simply selling the property and profiting 

from the state-funded improvements, the owners must repay the 
program if they sell the property within 5 years. Part of the owner’s 
obligation is forgiven each year they retain the property

– This must be included in the contract with property owner
– Here is the schedule:

• 0-12 months  100% repayment
• After 1 year  80% repayment
• After 2 years  60% repayment
• After 3 years  40% repayment
• After 4 years  20% repayment
• After 5+ years  0% repayment
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Example of Deed Restriction

• Please note the grant 
name should be 
Downtown 
Improvement Grant 
instead of Community 
Development Block 
Grant. 
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What Is Required?

• Following the local government procurement policy, or 
alternately the state procurement policy (obtaining bids over 
$25,000), and document compliance 

• Annual Title VI & Audit submission 
• Clawback provisions – the property owner must repay grant 

funds on a sliding scale if the building is sold within five year
• Monthly Reports, Annual Reports and Closeout Report 
• Avoiding conflicts of interest
• Monitoring conducted halfway through the grant and at 

closeout
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Timeline

• Contracts expected to start by February2025 and 
are for 24 months

• Monthly Reporting required on the 25th  – payments 
depend on being up-to-date with reports. The 
online reporting form is here.
– The correct Edison Contract ID must be utilized when 

submitting grantee reports. Refer to slide 15 on how to find the 
correct ID number.

• Annual Reporting required on the anniversary date 
of your contract. The link to the form is here.  Be 
sure to select Annual Report. 

https://stateoftennessee.formstack.com/forms/facade_improvement_grant_monthly_report
https://stateoftennessee.formstack.com/forms/downtown_improvement_grant_closeout
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File your monthly online report here:



37

File your monthly online report here:



38

Communication with TNECD 

• The best way to communicate with RD Grant Director (Kim Parks)/Program 
Manager (Sarah Elizabeth Hickman-McLeod) is via electronic communication. 

• Recommended Subject Line for Emails: 

– Grantee-Program Acronym- Edison Contract ID#- Subject of email 

• Example: Grantee Name-DIG-12345-Question about Procurement 

• In May2025, we will be setting up a Technical Assistance Call to check on the 
progress of your grant. 
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Financial Requirements

• Once you have received your executed contract, you will receive by email 
an invoice template that is specific to this grant. The completed invoice 
template & all supporting documentation must be submitted for TNECD 
(ecd.invoices@tn.gov) to be reimbursed.

Questions about the invoice process?

Contact 

 Sarah Elizabeth Hickman-McLeod 

Grant Program Manager 

sarah.hickman-mcleod@tn.gov 

mailto:ecd.invoices@tn.gov
mailto:sarah.hickman-mcleod@tn.gov
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Financial Requirements
Completing the Invoice Template
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Financial Requirements
Completing the Invoice Template

•The Budget tab documents the original contract budget and any 
budget revisions that are made.
•If you revise the budget, you’ll get a new Invoice Template. We can’t 
process any requests unless they are on the new form.
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Financial Requirements 
Completing the Invoice Template

The blue areas 
on this tab 
must be filled 
out and will 
automatically 
populate the 
invoice tab.

The totals will 
automatically 
calculate as you 
add lines in each 
budget section

The information for 
each vendor 
invoice you claim for 
reimbursement will 
need to be entered in 
the corresponding 
budget sections. 
In addition, the 
backup documents 
that contain the 
vendor invoices and 
proof of payment 
will need to be 
labeled, based on the 
line they are listed on 
in this tab (A1 C1, 
etc..).

This was 
established during 
contracting
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Financial Requirements 
Completing the Invoice Template

Back-Up Detail Requirements

• Each line entered on the back-up detail tab should represent 1 individual 
receipt/ vendor invoice.

• If a business owner is paying the full match amount for their CF project, 
Column G (“Amount Charged to Grant Contract”) should total up to the proof 
of payment provided by the contracted Grantee to the business owner. 

• The invoice period on the backup detail tab needs to be filled out based 
on the earliest and the latest service date found in the reimbursement 
request.
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Financial Requirements
Helpful Tips Based on Common Mistakes

• All contracts will be written into two line-items: 

– Professional Fee, Grant & Award

– Supplies, Telephone, Postage & Shipping, Occupancy, Equipment Rental & 
Maintenance, Printing & Publications 

When requesting reimbursement, expenses will need to be categorized into 
one of the two line-items based on the invoice documentation.

– If the invoice contains labor or installation costs, it must be listed in the 
Professional Fee, Grant & Award line-item section on the back-up detail tab. 

– If a receipt/vendor invoice only contains supply items (benches, paint, 
wayfinding signs), and has no installation/labor costs listed, then the expense 
must be listed in the Supplies, Telephone, Postage & Shipping, Occupancy, 
Equipment Rental & Maintenance, Printing & Publications line-item.
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Financial Requirements
Completing the Invoice Template

These will be auto populated from 
the Backup Detail tab

A signature and date are required in order to process the request. We do not 
accept typed signatures. It must be a wet signature or digitally verified.

This column will need to be filled out based 
on your previous requests, starting with 
reimbursement request two.
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Financial Requirements
Supporting Documentation & Submission Requirements

• For each line on the backup detail tab there should be a receipt/vendor 
invoice and proof of payment. 
– A sales receipt is not adequate proof of payment. We accept copies of the 

cancelled check, bank/credit card statements, or a detailed check stub.

• Reimbursable grant - work must be completed and paid for by grantee in order 
to submit an invoice to the State. 

• Non Reimbursable grant- this option is used when the grantee 
(municipality/Main Street) is unable to pay their subgrantees until they receive 
reimbursement from the State. If you need to discuss this option, reach out to 
discuss. 

• All back-up documentation must show dates of service and include a 
description of the service provided or work completed

• Submit invoices no more than monthly and no less than quarterly to 
ecd.invoices@tn.gov

mailto:ecd.invoices@tn.gov
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Financial Requirements
Helpful Tips Based on Common Mistakes

• When you are ready to submit the request combine your signed 
invoice coversheet, backup detail pages, and backup documentation 
into ONE pdf document.

• The request should be in order and there should be 
handwritten/typed labels on each page of the document to tie it 
back to the backup detail lines.

• Information for all applicable fields must be completed on 
the invoice template and the coversheet must be signed and dated 
prior to submission.
– Please don't forget to double check that the "Amount of Grant Funds 

Previously Invoiced" column has been updated prior to signing the 
coversheet.
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FINANCIAL REQUIREMENTS
Payment Timeline

Submit completed 
request to 

ecd.invoices@tn.gov

TNECD Fiscal will log 
request and send it 
to the program staff 

to review

Program staff will 
review and send it 
back to Fiscal team

Fiscal team will 
review and then 

input request into 
the payment system

Once in the payment 
system, it goes 

through up to three 
additional fiscal 

reviews

Reimbursement paid 
out to the grantee
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Procurement

• All procurement must be competitive and transparent even if it falls 
below the threshold. 

• Follow local procurement procedures and keep good 
documentation of the process and results
– We recommend accepting a minimum of (3) quotes for items up to a certain level 

(maybe $25,000-$50,000) and formal bidding for items above that amount

– Professional services contracting cannot be based on price but are based on 
meeting your qualifications

• If you have completed the procurement for your project, send us 
the documents ASAP so we can get them reviewed for compliance.

• A copy of the local procurement policy should be in your files. 

• We will review procurement at monitoring!
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Procurement

• Professional Services (grant administration, design services and/or 
some inspection services)

– Send at least 3 letters to companies who could provide the service

– Give them time to respond

– Have a selection committee and qualifications to select service provider 

– Document the process

• Let us know if you have questions before you sign contracts 

• Professional services contracting (grant administration, design 
services and/or some inspection services) should not be 
based on price but are based on meeting your qualifications
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Files

• Can keep files electronically or in hard copy 
• Recommended File System: 

– Contract File
– Application
– Subgrantee(s) for Façade Improvements
– Design Guidelines
– Procurement (Admin)
– Financial Management
– Before & After Photos
– Grant Admin Notes / Reports
– State Monitoring
– Citizen Participation
– Public Improvements
– Closeout

• TNECD must be able to access them on a monitoring visit
• Keep contract, invoices, bid documents, all ECD communication, and all other 

relative documentation
• Keep files for 5 years after the close of the contract
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Monitoring

• TNECD will be conducting monitoring during the project and these will be 
onsite. 

• Please make sure to update  your percentage on the monthly reports. 
When the project is 50% complete a monitoring visit will be setup. 

• The main focus of the monitoring is to ensure that you did what you said 
you were going to do and what the contract said you were going to do, 
that you followed procurement policies, and that you have good records 
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Annual & Closeout Reporting

• An annual report is required a year after the contract starts (February 
2025) and a closeout report is required at the end of the grant project

– Please ensure the correct report type is selected when submitting the report

• The closeout report is basically the same as the annual report, but will 
include additional information on final spending, metrics/outcomes, 
successes, setbacks, and funds spent

• The Closeout/Final Report is due no later than 30 days after the project is 
completed

• Closeout Report – Be sure to select the Closeout Form. 

https://stateoftennessee.formstack.com/forms/downtown_improvement_grant_closeout
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Additional Tips

• Read & understand your grant contract
• Set up the program to provide the most benefit for 

your downtown
• Keep good documentation
• Stretch the dollars as far as you can
• Figure out the budget/match now
• Develop a good plan
• Know your zoning and property requirements
• Ask us questions early on
• Let us know suggestions for improvement anytime!
• Take good “Before” photos
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Contact Information

Kim Parks
Kim.Parks@tn.gov

615-339-1506

Sarah Elizabeth Hickman-McLeod 
sarah.hickman-mcleod@tn.gov 

615-906-4941

https://www.tn.gov/ecd/rural-development/tennessee-main-street/facade-
improvement-program.html

mailto:Kim.Parks@tn.gov
mailto:sarah.hickman-mcleod@tn.gov
https://www.tn.gov/ecd/rural-development/tennessee-main-street/facade-improvement-program.html
https://www.tn.gov/ecd/rural-development/tennessee-main-street/facade-improvement-program.html
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QUESTIONS?
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TNECD.com

Facebook.com/TNECDTwitter.com/TNECD YouTube.com/TNECD Linkedin.com/TNECD

THANK YOU
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