Required Components of the Initial Application Packet

1. DDA Licensure Initial Application Form 
· This is the primary form that captures your agency’s basic information and intent to provide services. 
· The Initial Application fee is nonrefundable. 
2. DDA Licensure Financial Statement Form 
· Demonstrates your agency’s financial stability and ability to operate. 
3. DDA Licensure Board of Directors / Advisory Board Form 
· List of the individuals responsible for governance and oversight of the agency. 
4. DDA Licensure Fact Sheet – Business Office with Services 
· Details about your office location that will be licensed to provide services. 
5. DDA Licensure Fact Sheet – Individually Licensed Locations 
· Required for each individual licensed site(s); center(s) and specific home(s) where services will be provided. 
6. Agency Policies and Procedures 
· Must align with the DDA Licensure Rules. These include operational, safety, and service delivery policies. 
7. Proof of Active Filing with the Tennessee Secretary of State 
· Confirms your agency is legally registered to operate in Tennessee. 
8. National Criminal Background Check 
· Must be conducted through the Tennessee Bureau of Investigation (TBI) or a licensed private investigator via IdentoGO and include the VECHS waiver form. 

