LOA Application Checklist -- RENEWALS
These instructions are only to be used by CRPs with an existing LOA. CRPs applying for an LOA for the first time should use the LOA Application Checklist for NEW CRPs. The LOA application and supporting documents, including this completed checklist, must be submitted electronically in the following order.  
 FORMCHECKBOX 
  SECTION A. Signed and dated LOA Application.  The application is available at http://tn.gov/humanservices/article/dhs-vr-loa.  It is the document named “2016 LOA Application”.
· The agency director or other legally responsible representative must sign the application.
 FORMCHECKBOX 
  SECTION B. Signed and dated general LOA document and applied for attachments. This is the actual LOA document (not the application).  It is available at http://tn.gov/humanservices/article/dhs-vr-loa and is the document named “General LOA”.
· The agency director or other legally responsible representative must sign the general LOA document and the applied for attachments.
· Be sure to indicate which services will be provided and in which county or counties.

 FORMCHECKBOX 
  SECTION C. Proof of comprehensive liability insurance (not automobile insurance) in the amount of at least $1,000,000 (see paragraph D.13.a of the General LOA for specifics on required insurance).
 FORMCHECKBOX 
  SECTION D.  Complete the Staff Roster to list of employees and specify which service(s) they will be supporting.  
· At least 3 qualified staff members are required in order to provide Supported Employment services (see Supported Employment LOA paragraph C).
· Only use the Staff Roster document available on the website to list employees. 


 FORMCHECKBOX 
  SECTION E. Copies of resumes, credentials, certifications, diplomas and training documentation for each employee listed on the attached staff roster.       


Documentation must be submitted for all staff, not just new staff.   
· Must clearly show the staff member meets the qualification criteria required for each service they will be supporting.  For specific requirements see: 

· Vocational Assessment Attachment, paragraph C.

· Vocational Adjustment Attachment, paragraph F.

· Trial Work Experiences Attachment, paragraph D.

· Job Readiness/Job Placement Attachment, paragraph C.

· Supported Employment Attachment,  paragraph C.
· Job Coaching Attachment, paragraph D.

· For other attachments, see the specific attachment document.
Do not provide a copy of staff members’ entire personnel record.  Provide only the information necessary to document the individual’s qualification to provide the specific services.  
 FORMCHECKBOX 
 SECTION F.  Training Requirements. 
· Documentation supporting completion of ongoing training requirements must be submitted (copies of the ongoing training checklist).

· The LOA application can be accepted but the application will not be reviewed/approved until all staff have met the ongoing training requirements and documentation has been provided.

· For staff members who were hired during 2015 only the New Hire training documentation is required.  Ongoing training checklists are not required for those individuals.  
 FORMCHECKBOX 
 SECTION G.  Copies of driver’s license, driving record and appropriate motor vehicle insurance (see paragraph 13.c in the general LOA) for each employee who will be transporting clients must be included with the application.  If a staff member will not be transporting clients, the driver’s license is not required.  Driver License numbers must be redacted (blacked out) prior to submission.
 FORMCHECKBOX 
  SECTION H. Submit copies of a national level background check for each staff member providing services under this LOA.

· The agency must submit copies of the background check reports with the application each year for each staff member on the staff roster.  
· Approved background checks are valid for up to 3 years, unless the agency becomes aware of criminal activity in violation of the terms of this LOA. 

· Background check must be a comprehensive criminal background check.
· Background check must be national, not just where the individual has resided.
· See Criminal History section, paragraph 9, of the LOA for criminal offenses which would disqualify individuals from working with VR clients. 
· Social Security numbers must be redacted (blacked out) from all documents prior to submission.
 FORMCHECKBOX 
  SECTION I. Copies of any certifications held by the agency (CARF, etc.)
 FORMCHECKBOX 
  SECTION J. Copies of the LOA Training Module quiz results with a passing score must be submitted.  Each agency staff member must successfully complete the online training for the General LOA and for each LOA service that individual will provide.  Each staff members’ quiz results must be submitted with the LOA application.  
 FORMCHECKBOX 
 SECTION K.  If the CRP is applying for a service (other than Job Coaching) they did not provide during 2015 the appropriate section from the 2016 LOA Application Checklist – New Providers must be completed.  If adding 

· Vocational Assessments complete Section J

· Vocational Adjustment, complete Section I

· Job Readiness/Placement, complete Sections H and I 

· Supported Employment, complete Sections H 

Documentation showing each staff member meets the qualification requirements for that specific service must be submitted. 

