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[bookmark: _Toc417579137]17.7.1.1 Invoices Are Required
Consumer Service Authorizations Must Have an Invoice
Do not authorize payment for a product or service without an invoice from the vendor. The Texas Comptroller of Public Accounts requires that an invoice be on file as part of the documentation necessary to support the payment.
Are There Any Exceptions?
The only exceptions to the requirement for an invoice are direct consumer transactions for maintenance and transportation.
Importance of the Invoice Date
When you enter an invoice date in ReHabWorks to receive a product or service, you are verifying that you have the invoice (date-stamped with the date received in your office) and that the invoice is complete and accurate.
Date Stamping Vendor Invoices
Date-stamp the invoice or the report using the date on which the invoice was actually received at the office, as listed in the "Invoice To" section of the applicable service authorization. 
If an invoice for a service authorization issued by another DARS office is wrongly delivered to your office, date-stamp the invoice and immediately send it to the correct DARS office.
If the invoice is received by fax, the date stamp printed by the fax machine is all that is needed. Do not overwrite or remove it, unless the fax machine’s day, date, or time is wrong.  
If the fax machine’s day, date, or time is wrong, manually date stamp the invoice, note on the invoice why it was manually date stamped, and then correct the fax machine. 
For invoices received by email, date stamp the invoice using the date it was received or print the actual email and attach it to the invoice to document when it was received. 
If an invoice is received by mail, email, or fax after hours, over the weekend or on a holiday, the receive date of record is the first business day after the invoice came in.
Do not re-date stamp an invoice or report based on when it got to your desk. 
Do not cut off, cover, redact, or otherwise change date stamps on an invoice or report. 
Do not delay date stamping an invoice or report. 
If No Invoice Is Received
If an invoice is not received in a timely manner, follow up with the vendor. 
If the vendor does not use invoices or has failed to submit an invoice, the originator: 
1. prints out the system generated invoice from ReHabWorks; and 
1. sends it by fax to the vendor to complete and return. 
NEVER enter an invoice received date in ReHabWorks if you do not have the invoice. 
[bookmark: 2.9.2][bookmark: _Toc417579138]17.7.1.2 Elements of an Invoice
Required Information
To be properly submitted, the vendor's invoice must contain the following specific information:
· vendor's complete name and address (include payment address if different); 
· vendor’s contact name or department name and telephone number;
· vendor's 14-digit Texas identification number (TIN);
· DARS service authorization (SA) number;
· DARS office name and delivery address;
· DARS contract number (when applicable);
· an itemized list of products or services being billed including quantity and costs of units billed;
· the date the product was shipped or the actual dates that services were provided;
· the cost (the price per unit);
· a description of other authorized charges, such as handling and shipping costs or travel reimbursement (if applicable);
· the total amount billed (the amount due);
· the required payment terms (if applicable); and 
· other relevant information supporting and explaining the requested payment.
Importance of the Invoice Number
The invoice number is a required field for processing payment through HHSAS and the Texas Comptroller of Public Accounts. Therefore, the invoice number must be entered into ReHabWorks when the invoice is acknowledged and in order for the payment to be eligible for authorization.
The invoice number serves as a very important tracking mechanism for the vendor. The vendor can log onto the Comptroller's website, enter the vendor’s identifying number and the invoice number, and track payment information to see if a warrant has been issued, if payment has been made through a direct deposit, and so on. Additionally, the invoice number appears on the warrant stub and allows the vendor to apply the payment appropriately. 
[bookmark: _Toc417579139]17.7.1.3 If the Invoice Doesn't Have an Invoice Number
An invoice number is required in ReHabWorks. The invoice number for each purchase must be unique and it must identify the transaction you are paying. 
If the vendor's invoice does not include an invoice number, create a unique number consisting of:
· the service end date (MMDDYY format); and 
· the purchase order number. 
For example, for services purchased under Purchase Order #342515 and ending on 06-09-2004, enter invoice number 060904342515 in ReHabWorks.
Do not:
· use any other method to create a unique invoice number;
· use the vendor's account number; and 
· use the consumer's name or Social Security number (Texas Comptroller of Public Accounts requirements prohibit the use of this information on payment documentation).
[bookmark: 2.9.3][bookmark: _Toc417579140]17.7.1.4 Acknowledging Receipt of the Invoice
Receiving the Invoice
All invoices must be date-stamped on the front and acknowledged upon receipt. If the invoice envelope is date-stamped, you should also keep the envelope as part of the permanent procurement record.
Do not acknowledge invoice receipt in ReHabWorks until you have verified that:
· the invoice contains all required information; and 
· the invoice is accurate. 
Acknowledge receipt of the invoice in ReHabWorks using the date stamped on the invoice, unless the invoice contains errors or is incomplete. 
If the invoice contained errors or was incomplete, use the date that the new or corrected invoice is received as the invoice receipt date in ReHabWorks.
Verification includes carefully comparing the invoice against the service authorization and confirming that there are no discrepancies in quantity, unit price, total price, and so on, as follows:
1. Verify that the vendor details on the service authorization (SA) match the invoice. 
Notify DARS Accounting if the vendor’s details in ReHabWorks do not match the vendor’s:
1. name; 
2. Texas Identification number; or 
3. payment address. 
2. Verify that each good or service on the invoice matches the service authorization. 
If there is a discrepancy (for example, in the date of service, the quantity, or the CPT or MAPS code, or if there is no documentation of comparable benefits):
1. resolve the discrepancy with the vendor; and 
2. enter an explanation in case notes. 
If the discrepancy appears in the invoice, notify the vendor in writing within 21 calendar days of receiving the invoice (see RPM 17.7.1.7 If There is a Problem with the Invoice).
If the error was in the service authorization:
1. correct the existing SA; or 
2. issue a replacement SA before receiving the goods or services. 
When all discrepancies are resolved, follow the steps explained in 17.7.1.5 Procedure for Verifying Receipt of an Invoice to acknowledge receipt of the invoice in ReHabWorks.
[bookmark: _Toc417579141]17.7.1.5 Procedure for Verifying Receipt of an Invoice
To verify receipt of an invoice, enter into the electronic case management system the date the invoice arrived, as indicated by the date stamped on the invoice by the DRS office that is named on the service authorization (SA).
If the invoice contains errors, enter the date that the error was resolved with the provider. 
Enter the DRS-issued service authorization number, if the provider: 
1. used the invoice provided by DRS; and 
2. did not fill in the Provider Invoice/Reference Number cell. 
Enter the date of service, followed by the SA number; for example, enter the date April, 27, 2015, and the SA number 3392293 as 0427153392293.
Use the vendor provided data for the Provider Invoice/Reference Number, unless it uses the consumer’s: 
1. name; 
2. date of birth, or
3. Social Security number (SSN). 
If the provider invoice/reference number contains such confidential data:
1. enter: 
· the first letter of the consumer's first name;
· the first letter of the consumer's last name; and 
· the last four digits of the consumer's SSN (for example, for consumer John Doe, use "JDXX1234.");
2. leave out dashes or the lead alpha characters in provider-assigned invoice numbers, if you prefer; and 
3. enter the provider's invoice number when the provider assigns one; providers may assign an invoice number on a provider-generated invoice or on a system-generated invoice (DRS200, Provider Invoice). It is permissible to leave out dashes or the lead alpha characters. 
Example:
Invoice number ID-63-01921-1-1-1
Data to enter ID6301921111 or 63-019211-1-1
The Texas Comptroller of Public Accounts receives the invoice data that is displayed on the warrant generated for the vendor from ReHabWorks. 
To ensure timely and accurate processing of payments by the Comptroller’s office, do not enter in the field for the Provider Invoice/Reference Number:
· extraneous data;
· confidential or sensitive information, such as the consumer’s name, Social Security number (SSN), or date of birth (DOB); or
· special characters, such as a vertical bar (|) or asterisk (*).
Note: ReHabWorks does not allow receipt to be saved with a duplicate invoice number (that is, an invoice number that has the same vendor, receive date, service authorization number, consumer, and quantity received).
[bookmark: _Toc417579142]17.7.1.6 Procedure for Verifying Consistency between Invoices and Reports
When a report is required as a part of the service (see Chapter 19: Technical Information and References, 19.6.5 List of Service Category Descriptions), ensure that the information on the service provider's employee that appears in the report is consistent, as applicable, with the information provided on the invoice.
Example: If an invoice for job-coaching services lists a specific person, verify that the named person is the job coach listed on the log for job-coaching services.
[bookmark: 2.9.4][bookmark: _Toc417579143]17.7.1.7 If There is a Problem with the Invoice
If the Invoice Cannot Be Accepted
Do not accept a vendor invoice if it:
· contains an error; or 
· is incomplete (required information is missing).
When an invoice is unacceptable, take the following actions:
1. Return the invoice to the vendor within 21 days of receipt along with a note asking the vendor to correct the information and return the corrected invoice to you. 
It is important to return the inaccurate invoice to the vendor; it ensures the vendor knows what you need in order to process payment, and it limits your workload.
2. Document the situation and the actions taken in a case note. 
This written documentation must include the date on which DARS returned the invoice to the vendor for correction. This is critical to establishing the prompt payment date if a vendor disputes the returned invoice.
Be sure to document all communications with the vendor.
3. Upon receipt of the corrected invoice, update the invoice receipt date in ReHabWorks using the date-stamp of the corrected invoice as the invoice receipt date.
4. If there is a dispute, be sure to document all communications with the vendor. Do not acknowledge invoice receipt until the vendor submits a corrected invoice or the dispute is resolved. Update the invoice receipt date in ReHabWorks using the date-stamp of the corrected invoice or the date the dispute was resolved as the invoice receipt date. 
If the Invoice Reflects a Late Payment Fee
The Texas Comptroller of Public Accounts calculates and pays late fees based on the received date and the invoice date data from ReHabWorks.
If the vendor submits an invoice that includes a late payment fee:
1. do not pay the late fee; 
2. make a note on the invoice; 
3. subtract the late fee amount from the invoice total; and 
4. authorize payment for the corrected amount in accordance with current ReHabWorks procedures. 
If an Invoice Is Received In Error
If you receive an invoice that should have been sent to another office, date-stamp the invoice upon receipt and immediately forward it to the correct office.
[bookmark: _Toc417579144][bookmark: 2.9.5]17.7.1.8 Tracking Late Invoices
If the invoice does not arrive within 10 business days after the receipt date for the good or service:
1. contact the vendor to request an invoice; and
2. [bookmark: _GoBack]document in case notes the: 
· name of the person contacted; and
· date of contact.
[bookmark: _Toc417579145]17.7.1.9 If the Purchase Is Audited
Importance of the Invoice Date
When you enter an invoice date in ReHabWorks to receive a product or service, you are verifying that you have the invoice (date-stamped with the date received in your office) and that the invoice is complete and accurate.
Document Retention
As part of the audit process for a service authorization, you will be required to produce the invoice and all supporting documentation for that transaction. 
In accordance with the current retention schedule, keep invoices and all related documentation in the consumer's casefile.
Producing the Documents
In the event of an audit:
1. retrieve the invoice and supporting documents; 
2. copy them; and
3. forward the copies to Accounting. 
The response time generally allowed is two to three days.
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