

STATE OF TENNESSEE
DEPARTMENT OF HEALTH
DIVISION OF FAMILY HEALTH AND WELLNESS
8TH FLOOR, ANDREW JOHNSON TOWER
710 JAMES ROBERTSON PARKWAY
NASHVILLE, TENNESSEE 37243

October 21, 2014


TO WHOM IT MAY CONCERN:

Subject:   Children’s Special Services Vendor Packet

You are receiving this packet because you have either requested or you have been referred to become a vendor for the Children’s Special Services (CSS) Program.

The Tennessee Department of Finance and Administration vendor selection procedures and payment guidelines require that referral providers sign and maintain an Authorization to Vendor (ATV) form, Program Letter of Agreement (LOA) form, Automated Clearing House (ACH) form and W-9 Request for Taxpayer Identification Number and Certification form.  These forms are required for vendor selection procedures and payments, and must be completed, signed and returned to this office for program retention and audit.

Please complete the Vendor Information Section on the Authorization to Vendor form (middle portion).  The authorized representative for your agency must also complete the Vendor Acceptance (signature with printed name and title) box in the (lower right hand corner). All terms for authorization of services are covered in the Letter of Agreement.  All applicable lines must be completed on the Letter of Agreement with accompanying signatures.

PLEASE NOTE:  ALL SIGNATURES MUST BE IN BLUE INK.

All completed forms should be returned to Katherine Meadows, Tennessee Department of Health, Family Health and Wellness Division, 8th Floor Andrew Johnson Tower, 710 James Robertson Parkway, Nashville, TN 37243. If you have any questions regarding the completion of the forms, please call Ms. Meadows at (615) 741-2985.

Vendor agreements will be renewed on a three-year-cycle.  Once the completed information has been received in our office and processed, you will receive written notification which will include your expiration date.

Thank you for your interest and assistance to the children with special health care needs in this state.

Sincerely,

Ondria Stevenson
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Children’s Special Services 
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