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Agenda 

• Introduction

• Eligible and Ineligible Expenses

• Registering and Requesting Reimbursement

• Required Documentation: Existing Staff

• Required Documentation: Contracted Staff
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About the Tennessee Long-
Term Care Staffing 

Assistance Program
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Webinar Purpose

• $50 Million have been allocated to provide relief to 

Nursing Facilities and Assisted Care Living Facilities across 

the State that expanded their staffing resources to treat 

patients/residents with COVID-19

• This webinar will prepare you to register for the program 

and to create your requests for reimbursement

• The webinar will show you the basic steps of applying for 

this program and highlight the required documentation to 

do so
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Eligible/Ineligible Expenses
Eligible Expenses

• Hazard pay for staff;

• Overtime pay for critical staff;

• Pay differentials for staff willing to 

work shifts beyond their normal 

schedule;

• Payments to a supplemental 

staffing agency; and/or

• Housing and travel costs for staff to 

the extent such is not already 

covered by the staffing contract

Eligible Expenses must have been 
incurred between the dates of March 
4, 2021 and December 31, 2021

Ineligible Expenses

• Expenses incurred outside of the 

period of performance (March 4, 

2021-December 31, 2021

• Materials Costs

• Lobbying expenses

Ineligible Uses of Funds

• Duplicated funding (Funding for 

expenses already paid via other 

federal funding)
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Registering and Requesting 
Reimbursement
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SAM.GOV Registration

• To Register for Sam.gov, visit the Sam.gov registration 
portal

• To determine you have all the required information and 
documentation, download the Entity Registration Checklist

• Visit https://secure.login.gov/ to create an account for 
Sam.gov. Once you’ve created an account, you may return 
to Sam.gov to login to register and receive a Unique Entity 
ID

• *Note first-time registrations may take multiple 
weeks; please register ASAP*

• Please facilitate your facility’s Sam.gov registration will 
remain active the duration of the program
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https://sam.gov/content/entity-registration
https://iae-prd-videos.s3.amazonaws.com/pdf/entity-checklist.pdf?X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20221212T210745Z&X-Amz-SignedHeaders=host&X-Amz-Expires=86399&X-Amz-Credential=AKIAY3LPYEEX3RP4EDU2%2F20221212%2Fus-east-1%2Fs3%2Faws4_request&X-Amz-Signature=15e643f94bf3fffa0f32295de4fa8c2846caeea29ff439d28019dc89ec845e47
https://secure.login.gov/
https://sam.gov/content/entity-registration


Edison Registration

• Access the grantee portal to sign up for the State of 
Tennessee’s Accounting System, Edison

• Registering for Edison is required for your facility to 
receive funds from the State.

• To register in Edison, you will need: 
– Contact information
– Facility name and license number
– Tax Identification Number
– W-9
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https://stateoftennessee.formstack.com/forms/tdh_vendor_signup


Login

• You will receive the following email notifying you of your 
eligibility for this program
– To register for the program, click the link in the second paragraph
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Login

• After following the link, you will find yourself at the below 
page: 
– Create a password that you will use to login with in the future
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Registering Your Facility

• On the Facility Requests tab, click the “Add New Facility” 
button to begin the process of registering your facility
– Once you’ve completed your registration, you may use the 

following link to continue logging into the platform
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Entity Type and Facility TIN

• Please provide your entity type.
– Examples include Sole Proprietorship, Partnership, C-Corporation, 

S-Corporation, Non-Profit Entity, and Limited Liability Company 
(LLC)

• Please also provide your facility’s Tax Identification 
Number
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License Number

• Please enter your entity’s license number
• Once you enter your license number, click “Get Facility 

Data”. This will auto populate your Facility Name and 
Facility Address
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Additional Contact Info

• Please provide additional contact information for primary 
and secondary contacts including:
– Name
– Phone number
– Email
– Title
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Attestations and Agreements

• You will be required to attest to and acknowledge 
statements relating to use of the funds and reporting

• You will be asked to sign a Grant Agreement
• These documents are required for all grantees and grants 

may not be funded prior to the completion of these 
documents
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Attestations and Agreements

16



Creating new Request for Reimbursement

• Once logged in, you may create a request for 
reimbursement

• To create a request for reimbursement, navigate to the 
Facility Requests and click “Submit Request for 
Reimbursement” Button
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Total Costs Incurred

• Please enter the total requested amount in the “Total 
Amount Requested” Field
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Documentation Upload

• Once you’ve indicated the total amount you’d like to 
request for reimbursement, please upload all required 
documentation for each expense type ( Existing Staff or 
Contracting Costs) 
– Note: Existing staff and contracting expenses have distinct 

requirements for documentation; please determine you have all 
required documentation for your respective expense type. 
Required documentation is on the following slides
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Required Documentation:
Existing Staff
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Required Documentation: Existing Staff
• Claim Summary Template
• Grant Budget Form
• Relevant Payroll Policy (hazard pay policy, overtime pay policy, pay differential 

policy)
• Approved/Verified time for each claimed employee for each day claimed
• Payroll documentation detailing the claimed employee’s wages and benefits 

(pay stubs, payroll registers showing names but no social security numbers)
• Proof of payment for each claimed employee for each claimed pay period

– Bank statement(s) showing funds being disbursed from the Grantee’s bank account to the 
employee via ACH with corresponding employee listing showing disbursement of funds;

– Cancelled Checks;
– Front and back of check with back of check showing third party verification of processing; OR
– Front of check with corresponding bank statement showing payment from Grantee’s bank 

account to employee, typically through a payroll register
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Claim Summary
The claim summary template will be downloadable from the upper-right portion of the 
Facility Requests page, as well as under the “Documentation Requirements” portion of 
the Program Overview Page
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Grant Budget Form
The Grant Budget Form will be downloadable from the upper-right portion of the 
Facility Requests page, as well as under the “Documentation Requirements” portion of 
the Program Overview Page
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Timesheets
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Paystubs
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Bank Statement
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Payroll Register
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Personnel Policy

• Grantees must provide documentation that outlines the 
pay policy for all staff for whom reimbursement is 
requested

• This documentation should include base pay by position 
as well as rates for hazard pay, overtime, differential shift 
pay and other rates that differ from regular pay rates 
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Required Documentation: 
Contracted Staff
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Required Documentation: Contracted Staff

• Claim Summary Template
• Grant Budget Form
• Your organization’s purchasing policy for the purchase of services
• The fully executed contract with the vendor, including a rate sheet, 

contract amendments, and/or applicable task orders
• Procurement Documentation for contracting expenses you would 

like reimbursed
• Full, detailed invoices from the vendor which provide an 

itemization of the charged costs
• Proof of Payment
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Claim Summary
The claim summary template will be downloadable from the upper-right portion of the 
Facility Requests page, as well as under the “Documentation Requirements” portion of 
the Program Overview Page
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Grant Budget Form
The Grant Budget Form will be downloadable from the upper-right portion of the 
Facility Requests page, as well as under the “Documentation Requirements” portion of 
the Program Overview Page
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Invoices
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Bank Statement or Cancelled Check
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Check Detail
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Purchasing Policy

• Purchasing policy should include documentation that 
highlights the rules and procedures that govern contract-
related costs
– Policies related to solicitation, scoring, etc
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Procurement Documentation

• Your organization should procure services based on your 
organization’s purchasing policy

• If your organization does not have a purchasing policy, your 
organization is required to follow the federal procurement 
guidelines:
– Services of less than $10k: No procurement documentation required
– Services between $10,001-$250,000: Minimum of 3 quotes must be 

provided
– Services of greater that $250k: Full procurement (solicitation, scoring, 

responses, etc.) required
• If your organization did not follow your purchasing policy and 

did not follow the federal procurement guidelines, please write 
a memo on your organization’s letterhead explaining the 
emergency/exigency circumstances your organization faced 
and what steps you all took to procure the services at a fair and 
reasonable rate

37



Fully Executed Contract

• A fully executed contract must be provided in order to 
request reimbursement for costs related to contracted 
labor. The fully executed document must include the 
following: 
– Start and end dates for the contract
– Terms of payment
– Signatures from contractor and grantee
– Pay rates per job title
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Contact Us

• Questions? Contact the Tennessee Long-Term Care 
Staffing Assistance Program nf-aclf.grant@tn.gov

• To access the website once you’ve registered, please use 
this link
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mailto:nf-aclf.grant@tn.gov
https://tenngrants.servicenowservices.com/nursing_home_assistance?id=
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