
Coronavirus Relief Fund Reporting

Technical Assistance Call 
August 19, 2020



CRF Reporting Timeline

15 Aug. 2020

Contract Start

1 Sept. 2020

Monthly Report

1 Oct. 2020

Monthly Report

1 Nov. 2020

Monthly Report*

Grant Closeout

Final Distribution

1 Dec. 2020

Final Report 

All unspent funds 
returned to THEC

*November 1st is Sunday, please plan accordingly.



CRF Reporting Components

• Narrative responses
• Budget
• Supporting documentation

All monthly reports must be submitted 
via Formstack no later than the 1st of each 
month















CRF Reporting Template: Budget

• Budget Categories broken out by tab
– Category instructions on each tab
– Notes sections to provide any needed context

• Additive document: Highlight current pay 
period in yellow

• File Name: Institution CRF Budget Report_ 
Month 
– ex: APSU CRF Budget Report_Sept



CRF Budget: Instructions



CRF Budget: Category Tabs

1 – Instructions
2 – Salaries, Benefits, and Taxes
3 – Professional Fees, Grants, and Awards
4 – Supplies, Telephone, Postage, and Shipping, etc.
5 – Other, Non-Personnel
6 – Capital Purchases
7 – In-kind Purchases
8 – Overall Budget



CRF Budget: Salaries Tab



CRF Budget: Supplies Tab



CRF Budget: Overall Budget Tab



CRF Reporting Template: File Upload

• One .pdf upload for each budget category
• Each file upload will like include multiple 

supporting documents 
– Provide documentation for all items in the 

order listed on the budget form
– Number pages for reference on the THEC CRF 

Budget Reporting Form
• File name: Institution Category_Month

– ex. APSU Capital_Sept



CRF Reporting Template:
Supporting Documents

• Quotes, invoices, receipts
• Completed work orders
• Contracts
• Payroll reports, 

Personnel Activity 
Reports

• Serial codes once 
inventoried by the school

• Pictures (ex. construction 
or physical barriers)

• Academic plans for 
online instruction

• Physical plant plans for 
COVID mitigation



Questions?
THEC.CRF@tn.gov

Dr. Lauren Collier
Dr. Corey Gheesling
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