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Reimbursement Request Review 
Instructions for LEAs and Subrecipients 

Local educational agencies (LEAs) or subrecipients will be selected to complete a Reimbursement Request 
Review periodically throughout the fiscal year based on the Results-Based Monitoring Risk Analysis and any 
risk identified through Monitoring Results. When chosen, LEAs or subrecipients receive notification from the 
department via ePlan bulk email. 

LEAs or subrecipients are given 10 business days to locate, upload, and confirm that documentation is 
correct and final. LEAs or subrecipients answer a short Yes/No question about each identified 
reimbursement request and submit it to the department for review by following the workflow, which 
requires review by the fiscal representative and authorized representative (director of schools). 

Follow these steps to access the Reimbursement Request Review: 

1. Log in to ePlan.tn.gov and select Data and Information from the left navigation menu. On the Data and 
Information screen, select the current fiscal year and the Active state from the drop down. Then, in 
the table, click the link for the Reimbursement Request Review instrument. 

 

2. Once the Reimbursement Request Review has opened, click Draft Started to begin the Reimbursement 
Request Review process. Click confirm to change the status. 

 

3. From the sections page, select the Instructions page link to open the Instructions page. Read the 
instructions carefully.  

 

3. LEAs may be selected for up to five (5) reimbursement request reviews. Each numbered page will 
identify one reimbursement request selected for review. LEAs may have pages visible with no 
reimbursement request identified on the page. LEAs only need to provide information on pages 
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where a reimbursement request selection is identified. Pages with remaining actions required will 
contain a Messages link in the validation column on the sections page.  

 

4. On each active Reimbursement Request page, the check box at the top of the page is preselected to 
activate the page. The selected Reimbursement Request is identified by Grant Name, Fiscal Year, 
Date (the payment date recorded in ePlan), the voucher ID, the Account and Line Items identified for 
review, and the total amount of the lines identified for review. LEAs are also provided with the 
reviewer's email address for questions and additional support. 

 

5. Under Documents, click the Reconciliation Summary (Table of Contents) template link to download 
the provided template.  

 

6. Gather the supporting documentation for the identified voucher for the identified Account and Line-
Items, then complete the template. Upload the template and all supporting documentation by 
document type. To ensure that ePlan can upload the selected documents, convert the documents 
into pdf files, and save files of fewer than 30 sheets. Upload documents by clicking Upload New and 
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following the prompts. Rename documents to match the Document Name listed in the 
Reconciliation Summary Template. Please include the LEA Name and number in all document names 

 

7. Complete the required short-answer questions about the documentation provided. 

 

8. Follow the steps above to complete all active pages.  

9. When all active pages are complete, return to the sections page and change the status to Draft 
Completed. 

 

10.  The LEA Fiscal Representative must review and then change the status to LEA Fiscal Representative 
Reviewed.  

11. To submit the review to the department, the LEA Authorized Representative must review and then 
change the status to LEA Authorized Representative Reviewed.  

12. Department staff will review the information provided, record any feedback or follow-up questions 
in the checklist, notify the LEA, and return the instrument to the LEA by changing the status to TDOE 
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Reimbursement Request Review Director Returned Not Approved. LEAs must provide additional 
information and then resubmit the instrument. 

 

13. When the review is complete, Department staff will change the instrument status to TDOE 
Reimbursement Request Director Approved. 
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