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TO:  Department of Education Leadership 
 
FROM:   Jamie Thomas Kilpatrick, Director 
  Office of Early Childhood Programs, Division of Special Education 
 
RE:   Policy for Reimbursement of TEIS Interpreting Services 
 
DATE:   October 22, 2007 
 

 
Effective October 1, 2007  
 
General: 
For purposes of child find: 
 
Interpreting Services will only be provided via the intake/family assessment process.  
 
As an eligibility/evaluation (‘pre-IFSP”) service, Interpretation is directly billed to the TEIS Central Reimbursement 
Office using the attached “Request for Reimbursement-Invoice (Interpreting Services)” form.  There is a two 
hour limit on Interpreting Service for each instance of: intake, family assessment, eligibility evaluation, document 
preparation. 
 
For all eligible children with active IFSP’s: 
 
Interpreting must be a service agreed upon by the Individualized Family Service Plan (IFSP) team.  Interpreting 
services should clearly be documented in TEIDS. TEIDS submissions by authorized vendors will activate 
Authorized Vendor Payments.  
 
Families: 
Express the need for interpreting services via Intake/Family Assessment or IFSP process. 
 
District Offices: 
Maintains a current list of available interpreters on the state authorized vendor list. 
 
Recruits and provides TEIDS training to potential vendors for a variety of languages needed in the TEIS District.  
Identifies the need for the Interpreting Services via the intake/family assessment process. Clearly documents the 
need for interpreting services via TEIDS data elements: 
Language spoken in the home 
Preferred language for instruction  
Maintain supplies of the “Request for Reimbursement-Invoice (Interpreting Services)Form” for local vendors. 
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Vendors:   
Must agree to the service rate/per hour and all statements contained in the TEIS Authorization to Vendor form.  
 
Must be authorized vendors of the state of Tennessee via the state provider website: 
www.state.tn.us/finance/rds/ocr/register.html 
 
Must have a W-9 and ACH form, a signed Authorization to Vendor Agreement on file in the TEIS Central 
Reimbursement Office. 
 
Must submit only for those sessions with the child that are directly related to TEIS eligibility and the child’s 
documented, active IFSP. 
 
Must use the “Request for Reimbursement Invoice (Interpreting Services)” form for reimbursement of 
eligibility/evaluation time (pre-IFSP). 
 
Must submit service log information via TEIDS for on-going IFSP’s.   
 
Please contact the TEIS District office for local questions about pertinent information related to your own work with 
individual families. Contact the Central Reimbursement Office for questions about billing/payments (615-253-4029 
or 615-253-4030.) 
 
 
Thank you for your expertise and time on behalf of TEIS families. 
 
 
Attachments: 
Request for Reimbursement Invoice (Interpreting Services) form –excel ready! 
Request for Reimbursement Invoice (Interpreting Services) form – hard copy (not excel) 
 
 
 
 


