Department of Children’s Services 
INSTRUCTIONS FOR USE OF FORM 

CS-0669

1. The purpose of this form is to provide a formal means for customers to submit a request for a new IT system, an enhancement to an existing IT system, or an IT system related report.

2. Please work with your supervisor or your leadership to request endorsement/ approval prior to submitting to Customer Care. 
3. After filling out the form, save it to your Desktop, then attach it to an E-mail to the following address: CustomerCareCenter.EI-DCS@tn.gov
4. A Customer Care Representative will contact you to let you know that the request has been received.
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