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Navigating to the TBI Vendor Application Form 
The TBI Vendor Application Form enables providers to submit required information, credentials, and 

documentation for consideration as approved vendors to the Traumatic Brain Injury Fund. To access the 

TBI Vendor Application Form, navigate to the Division of Disability Services website and follow the menu 

options to reach the Vendor Application page. 

 

1. Navigate to the Division of Disability Services Homepage: Division of Disability Services | Home 

2. Select the Program and Services drop-down menu. 

 

3. Select Traumatic Brain Injury Fund. 

 

 

 

 

 

 

 

 

https://nj.gov/humanservices/dds/
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4. Select For Providers on the Traumatic Brain Injury Fund page. Alternatively, scroll down to 

Highlighted Resources and navigate to For Providers and select LEARN MORE. 
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5. Select Learn More. 

 

6. Select Vendor Application. 
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The following form is displayed: 
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Vendor Information 
The Vendor Information section records basic information required from the vendor. 

 

 

1. Enter the required information. 
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2. Enter the required information. 

3. If relevant, select the Check here if using a third-party billing service: box. 

 

Note: If the check box is selected, an additional section is displayed. Please enter the required 
information.  

 

4. Upload the required files. 

 

5. Select the Participating insurance companies (check all that apply). 

 

Note: An additional field is displayed if Other is selected.  
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Owner Information  

The Owner Information section records key details about the owner. 

 

 

1. Enter the required information. 
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Note: Select ‘ADD ADDITIONAL OWNERS’ to enter information for any additional owners associated 

with the vendor. Select REMOVE ADDITIONAL OWNERS to delete an added entry, or select the 

trash bin icon to remove a specific owner. 

 

2. Select Yes or No. 

Note: If yes, attach a detailed explanation for each instance. 

 

3. Select Yes or No. 

Note: If yes, attach a detailed explanation for each instance. 

4. Select the CERTIFICATION box. 
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Services Information  
The Services Information section collects details on the services the vendor intends to provide and 

any required licenses or certifications. 

 

 

1. If relevant, select the Number of proposed services provided by the vendor drop-down menu. 
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proposed services. 
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2. Enter the relevant and required information. 

3. If relevant, select Check here if you have a license or certification required to practice or 

provide the(se) service(s). 

 

Note: If the check box is selected, please enter the required and relevant information.  

 

4. Enter the required information. 
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Supporting Documents 
The Supporting Documents section allows vendors to upload any files needed to support their 

application 

 

1. If relevant, upload document(s) to support your request. 

 

 

Note: When a file is successfully uploaded, it appears below the upload button with the file 
name, a green confirmation message, and an option to remove the file if needed. 
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Vendor Declaration  
The Vendor Declaration section requires the vendor to certify the information provided, enter their 

name, and complete the required signature. 

 

 
 

1. Select the required certification boxes to confirm the accuracy of the information before 

entering your name and signature.  
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2. Enter the vendor Name. 

3. Type, Draw, or Upload the Vendor Signature.  

Note: The Date is automatic and cannot be changed.  If you wish to clear the form and start 
over, select Clear. This will delete the information that you entered. 

4. Select Submit. 

 

The following message is displayed once the form has been submitted. 
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Email Notifications  
Once the vendor submits the application, they are notified via email of the status and outcome. Every 

individual service requested on the application has an individual outcome. The possible outcomes that a 

vendor may receive are a request for additional information, approved/partially approved, canceled, or 

rejected. 

 

 

Submission Confirmation Email Notification 
 

The vendor receives a confirmation email once the form has been submitted.  
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Request for Additional Information 

The vendor receives the following email notification if additional information is needed. The procedure 

below explains how to review and add the information required. For examples of where to find the 

information that is requested on the form, see Request for Additional Information by the TBI Analyst or 

Request for Additional Information by the TBI Supervisor. 

 

Note: The TBI Analyst or TBI Supervisor may request additional information. See the examples below. 

 

Request for Additional Information by the TBI Analyst 

The ‘Request for Additional Information by the TBI Analyst’ notification informs the vendor that the 

analyst requires further details and directs them to review the highlighted service comments and submit 

the necessary updates. 

 

1. Navigate to the TBIF-VAPP email. 

2. Select Review Online. 
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3. Once the form is displayed, scroll down to the Services section. 

4. Search for the Service that says “Action Required: Please review comments by TBI 

Fund Staff,” highlighted in red.  

5. Review the comment and make the relevant edits/ changes. 
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Request for Additional Information by the TBI Supervisor  

The ‘Request for Additional Information by the TBI Supervisor’ notification informs the vendor that 

the supervisor requires further clarification and directs them to review the highlighted service 

comments and submit the necessary updates. 

 

1. Navigate to the TBIF-VAPP email. 

2. Select Review Online. 
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3. Once the form is displayed, scroll down to the Services section. 

4. Search for the Service that says “Action Required: Please review comments by TBI 

Fund Staff,” highlighted in red.  

5. Review the comment and make the relevant edits/ changes. 
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The vendor receives a confirmation email once the form has been resubmitted.  
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Canceled Email Notification 

The vendor receives the following email if the requested information has not been updated and 
submitted after 45 days. 
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Application Approved/Partially Approved 

The vendor receives this email notification if a service has been approved or partially approved. Applying 
for more than one service may mean that some services are approved, while others are not. More 
information is provided in the attached PDF.  
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Rejected Email Notification 

The vendor receives the following email if the submitted application has been rejected. 

 

 


