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7.5 General Purchasing Policies

…

7.5.4 Service Records

Service records

· help with planning, and 

· provide a means to determine projected costs. 

Service records can be

· saved without a provider, and 

· updated at a later time to generate the purchase order. 

Create a service record when goods or services are to be purchased with VR funds. Create line items for the current and next fiscal year when you anticipate extended periods of service.

The electronic case management system service record is a purchasing planning document and budget projection tool. For effective planning, create the service record as soon as the needed purchase is identified.

Before generating the purchase order, review the service record to ensure that all information is correct and current. If necessary, update the

· specification, 

· begin or end date, 

· vendor, 

· service category, 
· insurance,

· comparable benefit, or
· other information. 
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