
Before submitting your application, please be sure you have:


□	Included any attachments to the CMS application needed to support your request, such as:
· Supporting research.
· Quotes for equipment/explanations of cost estimates.
· Resumes or job descriptions of any service provider outside of the nursing home.

□	Included a spreadsheet version of the budget in the appendices of the CMS application.  

[bookmark: _GoBack]□	Reviewed the DHH Contract Budget Detail Form to ensure that:
· The right categories are used.
· The justification is completed for any category that contains a request or where information about costs the facility will assume is provided.
· If the requests contains travel:
· Does it contain sufficient detail about the number of travelers, destination, mileage and meal estimates to support the request?
· Does the justification indicate that travel will be carried out in accordance with State travel regulations (PPM 49)?
· Categories where no funds are requested or where no information is provided are left completely blank.
· The last page of the form includes:
· Your organization’s name.
· The dates of the contract in dd/mm/yy format.
· The completed auto-fill table.

