Applicant Forms Required by the State of Tennessee in Order
to Generate Your Contract for Reimbursement Funds

Explanation and Instructions,
Forms Required for Grant Contracts for TEMA Public Assistance

PLEASE READ CAREFULLY 

The following forms are required by the State of Tennessee before any contracts and/or payments can be processed.  We must have the original of all the forms. DO NOT SUBMIT THE FORMS LISTED ON THIS PAGE TO FEMA.
THE FORMS LISTED ON THIS PAGE ARE TO BE SUBMITTED DIRECTLY TO TEMA PUBLIC ASSISTANCE STAFF OR MAILED TO SARAH FREEMAN AT THE ADDRESS BELOW 
REVISED Request for Public Assistance, (RPA) – This is a MUST to become an applicant and receive reimbursement for damages from the disaster.  It should be submitted at the Applicant’s Briefing but must be submitted within 30 days of the declaration date.  The RPA must be submitted to the State then, entered into FEMA’s electronic system.  The RPA identifies the eligible applicant and declared County where your damages are located; the name, address, etc., of the Applicant; and contact information for a Primary and an Alternate Point of Contact (POC).  The POC is needed for FEMA to reach the appropriate party/parties to identify the damages.  
Designation of Applicant’s Agent – This must be completed and signed by whomever has the authority to sign legal contracts for the applicant, for example the county executive, mayor or city administrator, general manager or financial manager of a cooperative, etc.  This can not be the head of a department that is part of a governmental jurisdiction.  Please complete and mail original to address below (TEMA) if you are unable to submit it at the briefing.  If the Applicant’s Agent wants another party to act as his/her single point of contact with TEMA for the administration of the grant, that party must be identified on the lower portion of the form.  Otherwise, inquires regarding the contract/amendments, payments, reporting requirements, etc. must be made by the designated applicant’s agent.
Automated Clearing House (ACH) Form – This form is required by the state for deposits made to your account.  Be sure to enclose a voided check or deposit slip as stated on the form.  Please complete and mail original to address below (TEMA).

W-9 Form – Required by the State. Please complete and mail original to address below (TEMA).
Private Non-Profit (PNP) Questionnaire – If you are classified as a Private/Public Non-Profit Organization, please complete this portion at the Applicant’s Briefing if at all possible.  If you are applying as a PNP, your Request for Public Assistance will not be considered complete by FEMA until this portion is completed and the required attachments (Charter, By-Laws, and Tax Exempt Certification) have been entered into the system.  The most common PNP applicants for Public Assistance are utility (electric and telephone) cooperatives.  NOTE:  If your agency is a governmental entity such (Municipal Utility), the PNP Questionnaire Portion does not apply to you.
Mail original forms requiring signatures to:
Sarah Freeman, Public Assistance, TEMA, 3041 Sidco Drive, Nashville, TN  37204
