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DISCLAIMER — Generative Al Tools

The State of Tennessee does not currently permit the use of Generative
Al tools, such as Otter, in meetings hosted on state resources. Meetings
with contractors, vendors, and subrecipients are not public meetings
and may involve discussion of protected state data. Generative Al tools
are not adequately regulated and are designed to train on data that is
collected and may misrepresent data or release protected data to the
general public. While the State supports your desire to maintain
documentation of the meeting and what you learn, please respect our
decision to safeguard information and do not attempt to use tools such

as these. If you choose to use a tool such as this, the State will block that
tool from the meeting.

........................
........................
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Welcome and Introductions
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Agenda

8:30-9:00 a.m.

9:00-9:15 a.m.

9:15-10:00 a.m.

10:00-10:15 a.m.

10:15-11:00 a.m.

11:00-11:45a.m.

11:45 a.m.-12:00 p.m.

Sign In

Welcome & Introductions, Meeting Norms,
Ice Breaker

TISA Accountability Report
Break

Fiscal Results-Based Monitoring
Uniform Grants Guidance

Collaborate
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Meeting
Norms

Colleague \
discussion
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Fiscal Results-Based Monitoring
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Fiscal Results-Based Monitoring

= Annually, every local education agency (LEA) will go through one
of the three levels of results-based monitoring (RBM) for Federal
programs.
— Level 1 RBM - Lowest level monitoring
— Level 2 RBM - Moderate level monitoring
— Level 3 RBM - Highest level monitoring

= The level of monitoring your LEA receives is determined by the
level of risk assigned.
— FY26 Results-Based Monitoring Risk Analysis Guide

= Points are assessed based on risk factors. More points may
result in a higher level of monitoring.

© Tennessee Department of Education


https://eplan.tn.gov/DocumentLibrary/ViewDocument.aspx?DocumentKey=2458819&inline=true

Fiscal Monitoring Sections
and Guidelines

Avoiding assessment of risk points

TN Department of
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Results Based Monitoring Sections

General Fiscal

Compensation

Procurement and Contracts

ESSA Use of Funds

IDEA Use of Funds

Perkins V Use of Funds

© Tennessee Department of Education



General Fiscal Section

* Most Recent
Single Audit
Report

* Fund 142
Statement of
Expenditures and
Encumbrances by
Subfund for all
Grants Monitored

« School Board
Policies

* Answer
Agree/Disagree to
a series of
questions.

toring
toring

* Uniform Grants
Guidance
Document

 LEA Subfund
Listing

» Written responses
to questions

Level 1 Monitoring

Level 2 Mon
Level 3 Mon
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General Fiscal Guidelines

= Update LEA Uniform Grants Guidance, as needed, to reflect
current policies and procedures.
— TN LEA UGG Policies and Procedures Template

» Train staff on policies and procedures annually.
— Review current policies and procedures
— Explain any updates

= Make timely reimbursement requests.

— Monthly, or more often
— Follow LEA procedures

© Tennessee Department of Education


https://eplan.tn.gov/DocumentLibrary/ViewDocument.aspx?DocumentKey=2405944&inline=true

Compensation Section

* Answer
Agree/Disagree to
a series of
questions.

Level 1 Monitoring
Level 2 Monitoring

* Time and Effort
Documentation:

» Single Cost
Objective

» Multiple Cost
Objectives

* Two grants

Complete and
current payroll
distribution
report

Level 3 Monitoring

* Time and Effort

Documentation:

» Single Cost
Objective

» Multiple Cost
Objectives

» Three grants

« Complete and

current payroll
distribution report

« Written responses to

questions
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Compensation Guidelines

* Time and effort documentation must be signed and dated after
the fact.

= Semi-Annual Certifications is dated by calendar months, not
school calendar:
—January 1-June 30: Signed and dated after June 30
— July 1-December 31: Signed and dated after December 31

= Reconcile actual salaries charged to approved budgets and
FTEs in ePlan regularly to ensure they are correct.

© Tennessee Department of Education



Travel Section

* Answer
Agree/Disagree to
a series of
questions.

» Current travel =¥ . Current year travel
authorization E reimbursement
form and travel s request for
reimbursement h=dl professional
form for travel development paid
related to to an employee for:

professional « ESSA
development . IDEA Part B
« Perkins V

» Written responses
to questions

Level 1 Monitor
Level 2 Monitoring

Level 3 Mon
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Travel Guidelines

Ensure that travel policies and procedures are followed.
Procedure must include rates to be reimbursed.

Ensure procedure and travel forms are updated as needed to
reflect the current per diem and mileage rates.

All approvals must be documented.
— Supporting allowability: necessary, reasonable, and allocable

= Reimbursement from federal funds occurs after the travel
takes place.

© Tennessee Department of Education



Equipment Section

* Answer
Agree/Disagree to
a series of
questions.

« Documented proof
physical inventory of
all equipment
purchased with
ESSA, IDEA, and
Perkins occurred at
least once in the last
two years

* Equipment
disposition list for
ESSA, IDEA, and
Perkins

» Written responses
to questions

o0
=
-
o
=
=
o
=
™M
[
>
v
]|

Equipment
inventory lists for
ESSA, IDEA, and
Perkins

Level 1 Monitoring
Level 2 Monitoring
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Equipment Guidelines

= Equipment Inventory List (Property Records)
— Include all required data elements according to 2 C.F.R. 8 200.313(d)(1).

— Include equipment according to capitalization threshold set by LEA or
$10,000, whichever is less.

« Grant program guidelines may be more restrictive.

— LEAs may include sensitive non-capital assets, according to policies and
procedures.

— Update property records when there is a change in status of the property.
= Equipment Disposition List
— Includes all required data elements according to 2 C.F.R. 8 200.313(d)(1).

© Tennessee Department of Education



Equipment Guidelines

= Designated asset manager
— Could be each program director, technology personnel, or other

= Proof that physical inventory occurs at least once every two
years:.
— LEA's procedures may be more restrictive
— Signed and dated by the person performing the physical inventory
— Equipment physically checked against the inventory list

= Equipment Inventory and Disposition List Template
— LEAs are not required to use the template.

© Tennessee Department of Education


https://eplan.tn.gov/DocumentLibrary/ViewDocument.aspx?DocumentKey=2182533&inline=true

Procurement and Contracts Section

« Contract less than
the bidding
threshold from a
monitored grant

» Sole Source
contract over bid
threshold

» Evidence of a fully
executed
competitive
contract

* Answer
Agree/Disagree to
a series of
questions.

toring
toring

» Written responses
to questions

* Evidence of
Cooperative
Purchase

Level 1 Monitoring

Level 2 Mon
Level 3 Mon
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Procurement and Contract Guidelines

= Sole source letters alone are not enough to support sole source
purchases.
— Consider requiring justification forms to ensure proper vetting

= Ensure all polices and procedures are followed for competitive
procurement

— Maintain adequate documentation from beginning to end
« Advertisement
« Board minutes, as applicable
« All bids received
» Signed contract
* Payments
 Other

© Tennessee Department of Education



ESSA Use of Funds Section

* Answer
Agree/Disagree to
a series of
qguestions.

« All supporting
documentation for 1
Title I, A
reimbursement
request

* All supporting
documentation for 2
Title I, A
Reimbursement
Requests

toring

Financial records for
the private school’s
proportionate share
of funds

Requisitions
POs
Invoices

Payroll Registers _
« Written responses to

Check Copies )
questions

Indirect cost
calculation

Level 1 Monitor
Level 2 Monitoring

Level 3 Mon
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IDEA Use of Funds Section

* Answer
Agree/Disagree
to a series of
guestions.

» All supporting * Largest third-party
documentation for contracts for current

1 IDEA Part B /ElS

reimbursement Recently pald third-
party service contract
request

invoice and

* Indirect cost supporting logs of
calculation eligible students

« Documentation to served (PIl redacted)
support amounts » Written responses to
claimed on the questions

Level 1 Monitoring

© Tennessee Department of Education



IDEA Use of Funds Section (Additional)

Financial records with current year budget and
expenditure for private school's proportionate share of
funds for equitable services

Current year-to-date payroll register for all homebound
teachers who provide services to regular education
students

All supporting documentation for one (1) IDEA Preschool
reimbursement request

Current statement of expenditures with budgets for
Coordinated Early Intervening Services (CEIS) or Comprehensive
and Coordinated Early Intervening Services (CCEIS)

* Include reports from 141 and 142

Level 3 Monitoring

© Tennessee Department of Education



Perkins V Use of Funds Section

* All supporting
documentation for a
Perkins V
reimbursement request

* Answer
Agree/Disagree to
a series of
questions.

» Written responses
to questions

torin

* Requisitions
* POs
* Invoices

* Payroll Registers
* Check Copies

« Documentation to
support indirect cost
charges in prior year

Level 1 Monitoring
Level 2 Monitoring
Level 3 Mon

© Tennessee Department of Education



Use of Funds Guidelines - All Funds

= The Finance director and program director should meet
regularly to discuss budgets and spending plans.

= Know the period of performance for all grants and the deadlines
for carry-forward drop-dead funds.

= Provide program directors with a regular Statement of
Expenditures with which to execute a budget-to-actual
comparison.

= Make reimbursement requests at least monthly according to
actual expenditures.

— Maintain supporting documentation for each request.
= Keep documentation when calculating indirect costs.

© Tennessee Department of Education



Use of Funds Guidelines — IDEA Specific

= Monitor special education maintenance of effort expenditures
from state and local funds throughout the year.

» Track IDEA Part B and IDEA Preschool with different sub-funds,
maintaining separate budgets and accounting records.

= Compare third-party service contract invoices against student
logs prior to payment (program director sign-off).

= Cost centering (or similar coding) for CCEIS and CEIS revenues
and expenditures is required (budget vs actual).
— Funds transferred to Fund 141 form are budgeted in IDEA 99100 590.

© Tennessee Department of Education



Final Recommendations

Review the questions in each section on your last level of
monitoring to identify any needed areas of improvement.

Develop and update policies and procedures for the
Improvement area.

Focus on one improvement area at a time.

Repeat this process each monitoring season as you go through
the questions.

© Tennessee Department of Education



Fiscal Monitoring Risk Analysis
Assigning risk points
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Results-Based Monitoring - Risk Analysis

= The Results-Based Monitoring Risk Analysis is embedded in
ePlan under the Data and Information tab for all LEAS to view.
* The department must:

— conduct a risk analysis according to 2 C.F.R. §8 200.303, 200.332;

— evaluate each LEA's risk of non-compliance for purposes of determining
appropriate monitoring; and

— monitor LEAs to ensure compliance and performance goals are achieved.

= Monitoring must include a review of financial and programmatic

reports, ensuring corrective action and issuing a management
decision on audit findings.

© Tennessee Department of Education



Risk Points Possible

= More points assessed = increased risks
= More points assessed = higher level of monitoring assigned

High Risk RBM3
Medium
Risk B
RBM1

© Tennessee Department of Education




Fiscal Points Possible

Perkins V Drawdown IDEA Excess Carryover

* LEAs with less than an average of 20% e 50% or greater carryover - 10 points
drawdown per quarter - 15 points

, _ ESSA Excess Carryover
ESEA, IDEA, and Perkins V Basic Drop . s5go or greater carryover - 10 points

Dead/Release of Funds
J ULy MBI if Erep-ecasl fURES o Perkins Preliminary Allocation Points

released funds - 5 points « 1 point for receiving up to $30,000
2 points for $30,001 to $60,000
3 points for $60,001 to $100,000
4 points for $100,001 to $150,000
5 points for more than $150,000

© Tennessee Department of Education




Fiscal Points Possible

Single Audit Findings CFA Preliminary Award
« 1+ finding - 15 points « 1 ptper $1 million - max 5 points

Annual Financial Report Findings CFO, IDEA and ESEA Bookkeeper Years

- 10 pts per finding of Experience

» Max of 50 points « >1yrintherolein TN -5 points
« 1-3years -2 points

Centralized Finance Office

» LEAs that use a county or city centralized ePlan Budget Deadline

finance office « State Funds - 10 points
« Automatic 10 points due to risk

CFA and FER Deadline
« Missed deadline - 10 points each

© Tennessee Department of Education



Fiscal Monitoring Risk
Determination
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Monitoring Determinations

» The LEAs receiving the largest allocations (Davidson, Hamilton,
Knox, and Shelby) participate in either Level 2 or 3, depending
on total risk score.

= LEAs that completed Level 3 in the previous fiscal year are
excluded and assigned Level 1.

= Each LEA with the highest risk score in the respective program is
assigned a Level 3: ESEA, IDEA, Perkins, and Fiscal.

........................
........................
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Monitoring Determinations

= At least 10 percent of LEAs receiving funds via the CFA are
identified for Level 3.

= Between Level 3 and Level 2, at least 20 percent of LEAs are
identified.

= A random selection of one or more LEAs to participate in Level 3
may occur.

= All LEAs not identified for Level 3 and Level 2 must participate in
Level 1.

........................
........................
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Common Fiscal Monitoring
Findings
Level 3 and Level 2
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Common Fiscal Monitoring Findings

= Federal property records (inventory listings) not having all
required elements (2 C.F.R. 8 200.313(d)(1))

= Semi-Annual Certifications not dated in accordance with the
calendar year or signed after the fact (2 C.F.R. 8 200.430)

= Sole source letters used as the only means of justification for
sole source purchasing (2 C.F.R. 88 200.319-320)

= Travel pre-approval not documented, and reimbursement
procedures do not clearly state the reimbursement
methodology for lodging, food, and mileage (2 C.F.R. 85 200.432,
200.474, and 200.475)

........................
........................
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Uniform Grants Guidance

TN Department of

Education

© Tennessee Department of Education



Uniform Grants Guidance

» What is Uniform Grant Guidance (UGGQG) or 2
C.F.R. 200.0 et seq.?

— Uniform Administrative Requirements, Cost Principles,
and Audit Requirements for Federal Awards

= Sub-recipient areas of emphasis:
— Financial Management System
— Procurement System
— Property Management System
— Cost Principles

© Tennessee Department of Education



Uniform Grants Guidance

= The OMB Circular has had a MAJOR emphasis on “strengthening

accountability” by improving policies that protect against waste,
fraud and abuse

« Required written policies/procedures

= NEW - LEA UGG Template located in ePlan>TDOE
Resources>Fiscal- District Technical Assistance>Year-end Close

and Finance Expenditure Reporting>TN LEA UGG Policies and
Procedures Template

........................
........................
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https://eplan.tn.gov/DocumentLibrary/ViewDocument.aspx?DocumentKey=2414164&inline=true

Uniform Grant Guidance

» The template, as revised by you, can become your
comprehensive policies and procedures manual in compliance
with UGG.

— Items highlighted in yellow indicate where districts insert relevant
information.

— Items in plain text are intended to become part of your final document.

— You may provide links to and reference specific policy or procedure
numbers.

» | EAs must follow the most restrictive of local, state, and federal
regulations.

= Policies and procedures must be specific to your LEA.

........................
........................
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Written Policies and Procedures

= A policy is a guiding principle used to set direction.
— Changes infrequently
— Is broad and general
— Adopted to help implement laws, rules, and regulations

= A procedures is a series of steps to be followed to implement
a policy.
— May regularly change and improve
— States specifically who, what, when, and how
— Offers a detailed description of activities

........................
........................
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Uniform Grants Guidance:
Time and Effort
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Time and Effort

= Charges (salaries, wages, stipends, bonuses,
benefits) to Federal awards must be based on
records that accurately reflect the work
performed. 2 C.F.R. § 200.430(g)

» ALL employees whose salaries are paid in whole
or in part with federal funds must have time
and effort documentation.

= NEW - Employees funded by state and/or local
funds for salaries included in the special o
education maintenance of effort (MOE) e =
calculation (cost-sharing requirements) must
maintain time and effort documentation (2
C.F.R. 8 200.430(g)(4))

© Tennessee Department of Education


https://urldefense.com/v3/__https:/www.ecfr.gov/current/title-2/part-200/section-200.430*p-200.430(g)(4)__;Iw!!PRtDf9A!ucgggZehcx4wu0uSB12zg_hLnhoJfeFTusH4xJwZzUzM-tpDcrgi2SgSfHCzzlRHYW-4eZ7v0jBymH8oyQ$
https://urldefense.com/v3/__https:/www.ecfr.gov/current/title-2/part-200/section-200.430*p-200.430(g)(4)__;Iw!!PRtDf9A!ucgggZehcx4wu0uSB12zg_hLnhoJfeFTusH4xJwZzUzM-tpDcrgi2SgSfHCzzlRHYW-4eZ7v0jBymH8oyQ$

Minimum Standard for Documentation

= Charges for salaries must be based on records that accurately
reflect the work performed.

- Be supported by a system of internal controls that provides
reasonable assurance that charges are accurate, allowable, and
allocable (WRITTEN PROCEDURES!)

— Beincorporated into official records

— Reasonably reflect total activity for which the employee is
Compensated (not to exceed 100 percent)

— Encompass all activities (federal and non-federal);
— Comply with all established accounting policies and practices
— Support distribution among specific activities or cost objectives

........................
........................
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Cost Objective

= What is a cost objective?

— A program, function, activity, award, organizational subdivision, contract,
or work unit for which cost data are desired and for which provision is

made to accumulate and measure the cost of processes, products, jobs,
capital projects, etc. (2 C.F.R. 8 200.1)

= What is a single cost objective?

— A single work activity that may be funded by one or more funding sources
= What is a multiple cost objective?

— More than one set of work activities, each of which is allowable under and
chargeable to particular federal program(s) and state or local sources

........................
........................
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Time and Effort

= Examples of time and effort documentation

— Semi-Annual Certification: Employee with 100 percent of time on one
Federal award or cost objective

— Personnel Activity Report (PAR): Employee with time on more than one
Federal award or cost objective

— Time Sheet

= Payrol

= Payrol
after t

may be based on budget estimates.

charges based on budget estimates
ne fact to actual work performed.

must be reconciled

........................
........................
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Semi-Annual Certification

= Employee with work funded 100 percent by a single cost
objective or a federal grant.

Must be completed at least every 6 months
—January 1-June 30: Signed and dated after June 30
— July 1-December 31: Signed and dated after December 31

Signed by employee (or supervisor with direct knowledge or
work being performed)

= Reflect after-the-fact distribution of actual activity

= Account for 100 percent of the time for which each employee is
compensated

........................
........................
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Example of Semi-Annual Certification — Employee

DIRECTIONS FOR COMPLETION:

* A—Choose ONE program area in which the employee works: Carl Perkins, ESSA, or Special Education

* B—Choose ONE funding source from which the employee is paid:

IDEA Part B or IDEA Preschool program; Perkins Basic Grant; NCLB Consolidated Administration; Title I;
Title 11A; Title ID; Title 1I; Title 1V; Title V; Title WI; Title X.

* Cand D are beginning and ending dates for which the employee is certifying his/her work activity.

* List all employees funded under applicable budgets (IDEA Part B, IDEA Preschool, Title I, Perkins, etc.
There must be a method of separating each program area—separate page or columns)

*  List the position of the employee (teacher, educational assistant, etc.)

* Immediate supervisor signs giving assurance that the employees listed work only on allowable
activities. (For school employees, the immediate supervisor would be the principal.) Signature and
date are to be “after the fact” for work completed.

*  Give date of signature

* List the title of supervisor

* Indicate where the employees listed work: school name, central office, etc.

Supervisor
Certification / Assurance

| assure that the employees listed below are devoting 100% of their work time to allowable A activities
under B program, for the period beginning [ and ending D
Mame of Employee Position MName of Employee Position

Add rows as needed...

Supervisor’s Signature Date

Title

School Name / lob Location

© Tennessee Department of Education



Example of Semi-Annual Certification — Supervisor

Semi-Annual (SA)
Time and Effort Certification

School:

This semi-annual time and effort form is provided in accordance to 2 CFR §200.430(1) Standards
for Documentation of Personnel Expenses. It is to be completed at least twice per year for any
employee who works solely on a single federal program or cost objective.

I certify that 100% of the position of the employee(s) listed below are allowable and allocable to the

following Federal Program or Single Cost Objective (Title I School Wide Plan, Title II, Title IIL, IDEA
PartB.etc.): for the period beginning (mm/dd/yy)
and ending (mm/dd/yy)

Name of Employee Position Employee's Signature { Optional)

The semi-annual certification is the only time and effort record that allows the immediate
supervisor's signature in lieu of the employee’s signature. The certification should be signed
after-the-fact by the employee or supervisory official having first-hand knowledge of the work
performed by the employee.

Supervisor’s Signature Date

Supervisor’s Title

© Tennessee Department of Education



Personnel Activity Report (PAR)

= Employee is funded partially on one or more
grant cost objectives: two federal grants, one
federal and one non-federal grant

— Exception: If the employee has the same weekly
schedule and 100 percent of their time could be
charged to a Federal award, do not complete a PAR,
complete a semi-annual assurance instead.

= Must be completed monthly and coincide with

pay periods

© Tennessee Department of Education



Continue: Personnel Activity Report
(PAR)

= Must be supported by records (calendars, written records of
activity for each day/week)

» Be sighed by employee, dated after the end of the month

= Be after-the-fact distribution of actual activity, not a budget
estimate

= Account for 100 percent of employee’s activity

........................
........................
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Example PAR

Volunteer County
Personnel Activity Report (PAR)
Month, 20XX

Emplovee Name:

Additional Columns, if necess

Enter Enter Enter
Budgeted | Budgeted | Budgeted
Budget % % %
Enter Cost | Enter Cost | Enter Cost Total
Objective | Objective | Objective | Annual Sick | Holiday | Time
Day Date Here Here Here Leave | Leave | Leave | Worked
Monday -
Tuesday -
Wednesday -
Thursday i
Friday _
Totals - - - - - - -
% of Tota| #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DI1v/0!

I certify that this report represents a true recording of effort expended for the period indicated
and that I have full knowledge of those activities.

Signature of Emplovee Date
Position Title

Job Location © Tennessee Department of Education



Semi-Annuals and PARs

= Examples are available in ePlan.

— TDOE Resources>ESEA Forms>Certification of Employment Personnel
Activity Forms

— Reach out to fiscal consultant

........................
........................
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Reconciliation Procedures

= Reconcile actual costs to budgeted distributions

— Budget estimates may be used for interim accounting purposes, provided
estimates produce reasonable approximations of activity performed.

— Budget estimates do not qualify as support for charges to awards.
— If using budget estimates to charge salaries to awards, salaries charged to
awards must be adjusted to reflect the actual distribution of time.
= Conduct semi-annual reconciliations of Semi-Annual
Certification forms and PAR forms with budgeted distributions.

= Make any necessary adjustments (journal entries) to Federal
award based on reconciliations.

........................
........................
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Discussion

= |f | am a SPED assistant who has the same daily schedule of special
education activities, but my salary is funded through both General Purpose

and IDEA Part B, would | be required to complete a Personnel Activity
Report PAR or Semi-Annual Certification? Why?

Semi-Annual Certification

— It is one cost objective, and the assistant has the same daily schedule of special
activities. Just because they are paid out of two funding sources does not mean it is
multiple cost objectives. The SPED assistant should have a copy of their schedule along

with the certification.

© Tennessee Department of Education



Discussion

= |f the LEA has time sheets that allocate the time spent on one or more
cost objectives, would this suffice for time and effort documentation?

Why?

Yes, but ensure the timesheet has all the necessary components of a
semi-annual or PAR.

© Tennessee Department of Education



Uniform Grants Guidance:
Travel Policies and Procedures

TN Department of

——— Education
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Internal Controls 2 C.F.R. 8§ 200.303

= Subrecipients must establish, document, and maintain effective
internal control over the Federal award that provides reasonable
assurance that the subrecipient is managing the Federal award
in compliance with Federal statutes, regulations, and the terms
and conditions of the Federal award.

= The word “document” was added to EDGAR’'s most recent
updates.

= Lack of written pre-approval was found during recent
monitorings.

........................
........................
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Internal Controls 2 C.F.R. 8§ 200.303

» Pre-approval needs to be captured in writing and approved by

the program manager.
- Are the costs necessary (to carry out the program)?
- Are costs reasonable? (Do the charges align with what a prudent person

would pay?)
- Are costs allocable? (Is there a benefit to the Federal award?)

= |f not captured in writing, can we be sure that pre-approval

occurred?
- Do you have procedures in place? (i.e., a pre-approval travel form)

........................
........................

© Tennessee Department of Education




Travel 2 C.F.R. § 200.475

= Travel costs include the transportation, lodging,
subsistence, and related items incurred by
employees who are in travel status on official
business of the recipient or subrecipient.

© Tennessee Department of Education



Travel 2 C.F.R. § 200.475

= May be charged based on the following:
- Actual cost basis
- Per diem or mileage basis
- Combination

= Reimbursement method must apply to the
entire trip, not selected days

= Charges must align with the entity’s written
travel policy/procedures

= The obligation for travel is made when the travel
is taken. 34 C.F.R. 8 75.707

© Tennessee Department of Education



Lodging & Subsistence

= Cannot exceed reasonable charges normally
allowed in regular operations.

= Reimbursement rates must follow written policy
or, if none is specified, Federal default rates
apply.
— Ratesin5U.S.C. 8§ 5701-5711
- GSA per diem rates (gsa.gov)
- IRS mileage rates (Currently $.70 Cents Per Mile 2025).

© Tennessee Department of Education


http://www.gsa.gov

Advance Payments for Travel

= Conference/training registration fees can be
reimbursed before travel, if approved.

= |f the traveler cannot attend:
- Must seek a refund and repay any amount refunded.

- If no refund:

« Agency absorbs cost if absence is for acceptable reasons
(illness, emergency, etc.).

« Traveler repays if absence is deemed inexcusable.
« 41 C.F.R.88301-74.21-301-74.24

© Tennessee Department of Education


https://www.ecfr.gov/current/title-41/subtitle-F/chapter-301/subchapter-D/part-301-74/subpart-B

Airfare

= Only the least expensive unrestricted
accommodations allowed unless exceptions
apply (medical needs, unreasonable hours,
excessive routing, cost trade-offs).

= LEA must document exceptions.

© Tennessee Department of Education



Travel-Object Code Reminders

355 524
Travel In-Service/Staff Development
* Mileage reimbursement, local travel » All costs related to in-service and
 School to school travel professional development (excluding
» Travel to carry out administrative salaries and benefits)
duties  Contracted presenters
« Does not include travel associated + Facility rental
with PD  Supplies and materials
* Not for use in direct * Registration fees
Instruction (71000) functions » Travel costs (mileage, meals, lodging,
etc.)

........................
........................
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Discussion

= A teacher is attending a conference from June 28-July 1, 2025. What fiscal
year should the expenditures be paid from?

Conference fees can be paid in FY25. Travel expenses should be split
between the two fiscal years based on actual travel dates; costs incurred
June 28-30 charged to the current fiscal year FY25 (ending June 30), and
costs from July 1, 2025, onward, charged to the next fiscal year FY26
(starting July 1, 2025).
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Discussion

= |f a district has no written travel policy, what rates must be used for lodging,
meals, and mileage reimbursements?

Federal default rates must be used, including those established under 5
U.S.C. 88 5701-5711, the GSA per diem rates for lodging and meals, and the
IRS mileage rates for vehicle travel.

= A district does not have a mileage reimbursement rate listed in its policy.
What rate should the district use to reimburse for mileage?

The current IRS mileage rate is $0.70 per mile. (as of January 2025)
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Discussion - Continued

= An employee books first-class airfare, citing a medical condition, but does
not provide documentation. Can this expense be reimbursed under 2
C.F.R. § 200.475? Why or why not?

No. Exceptions for higher-class airfare require proper documentation
justifying the medical need. Without documentation, the expense is not
allowable.
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Discussion - Continued

= A traveler receives an advance payment for a conference registration but is
unable to attend due to a family emergency. What steps must the traveler
and agency follow regarding the advanced payment?

The traveler must seek a refund from the conference provider and return
any refunded amount to the agency. If no refund is given and the absence
is due to an acceptable reason (such as illness or emergency), the agency

absorbs the cost. If the absence is inexcusable, the traveler must repay the
agency.
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Resources
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Regional Finance Consultant District Map
As of 7/14/25
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Regional Finance Consultant District Assignment
As of 7/14/2025
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*Districts assigned to a finance consultant in a different CORE region.
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Finance Division Contacts

Chief Financial Officer
Maryanne.Durski@tn.gov

Director of Local Finance
Holly.Kellar@tn.gov

Director of Local Disbursements
Spencer.Yonce@tn.gov

LEA Data Support
Karen.Justice@tn.gov

Finance Data Analyst
Rachel.Salsman@tn.gov

Regional Finance Consultants

Taffe.Bishop@tn.gov
Meribeth.B.Carpenter@tn.gov
Bryan.W.Clark@tn.gov

Joshua.Dehnz@tn.gov

Jill.Lewis@tn.gov

Robert.Mynhier@tn.gov

Shelby.Ownbey@tn.gov

Cindy.Smith@tn.gov

(423) 677-1405
(629) 259-0693
(629) 259-0601
(423) 358-9630
(629) 259-1645
(615) 238-1008
(629) 215-0412
(731) 571-4548
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Resources

= Tennessee Department of Education Education (tn.gov)
= Tennessee State Board of Education Rules, Policies and Guidance (tn.gov)

= ePlan TDOE Resources eplan.tn.gov/
— Property Record Template
— Reimbursement Requests Overview
— TN LEA Internal Controls Risk Assessment Template
— TN LEA UGG Policies and Procedures

= Tennessee Comptroller of the Treasury Comptroller of the Treasury -
Comptroller.TN.gov; Manuals (tn.gov)

= Tennessee General Assembly Legislation - TN General Assembly

= County Technical Assistance Service (CTAS) Record Retention
https://www.ctas.tennessee.edu/eli/department-education-records

= Electronic Code of Federal Regulations eCFR :: Home

= Tennessee Code Annotated Tennessee Code Unannotated - Free Public Access |
Main Page (lexis.com)
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https://www.tn.gov/education.html
https://www.tn.gov/sbe/rules--policies-and-guidance.html
https://eplan.tn.gov/
https://eplan.tn.gov/DocumentLibrary/ViewDocument.aspx?DocumentKey=2182533&inline=true
https://eplan.tn.gov/DocumentLibrary/ViewDocument.aspx?DocumentKey=2253045&inline=true
https://eplan.tn.gov/DocumentLibrary/ViewDocument.aspx?DocumentKey=2414163&inline=true
https://eplan.tn.gov/DocumentLibrary/ViewDocument.aspx?DocumentKey=2414164&inline=true
https://comptroller.tn.gov/
https://comptroller.tn.gov/
https://comptroller.tn.gov/office-functions/la/resources/manuals.html
https://www.capitol.tn.gov/legislation/
https://www.ctas.tennessee.edu/eli/department-education-records
https://www.ecfr.gov/
https://advance.lexis.com/container?config=014CJAA5ZGVhZjA3NS02MmMzLTRlZWQtOGJjNC00YzQ1MmZlNzc2YWYKAFBvZENhdGFsb2e9zYpNUjTRaIWVfyrur9ud&crid=3f796e2b-ec86-48cb-92f3-5f80be7a51e5&prid=9b91c1e3-7e90-423e-b37d-9665e78467ea
https://advance.lexis.com/container?config=014CJAA5ZGVhZjA3NS02MmMzLTRlZWQtOGJjNC00YzQ1MmZlNzc2YWYKAFBvZENhdGFsb2e9zYpNUjTRaIWVfyrur9ud&crid=3f796e2b-ec86-48cb-92f3-5f80be7a51e5&prid=9b91c1e3-7e90-423e-b37d-9665e78467ea

Fraud, Waste or Abuse

Citizens and agencies are encouraged to report fraud, waste, or abuse in State and Local
government.

NOTICE: This agency is a recipient of taxpayer funding. If you observe an agency director or
employee engaging in any activity that you consider to be illegal, improper or wasteful, please call
the state Comptroller’s toll-free Hotline:

1-800-232-5454

Notifications can also be submitted electronically at:

comptroller.tn.gov/hotline
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Networking/Discussions

TN Department of

Education
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Networking and Discussions

» Use this time to confer with each other and share ideas,
procedures, questions, etc.

........................
........................
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Thank You!

TN Department of

Permission is granted to use and copy these materials for non-commercial educational purposes with attribution credit Education
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