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Review and approve 
application

Confirm vendor 
status in HoMES

Sign off on approval 
to place order of 

TAF Items

Order Items

Coordination of 
delivery and receipt 

of items onsite

Print name and 
approve invoice

Receive signed 
invoices & packing 

slips

Receive signed 
invoice and packing 

slips for approval 

Consolidate 
package, Decision 
Form, TAF invoices 
and expense report

Review and approval 
on package. Send 

package to finance 
for payment

Authorize and 
submit payment to 

vendors within 2 
weeks of reciept

Create monthly 
report on funds 

disbursed

Use monthly 
expense report to 

track against budget

Request Recieved
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