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When necessary, services described in the VR-SFP manual can be changed to meet a customer's needs. If the service definition, procedures, or deliverables for a service are changed from the way that they are described in the VR-SFP manual, services cannot be provided until a VR3472, Contracted Service Modification Request, is completed and approved by the Director of the Vocational Rehabilitation Division. The Director of the Vocational Rehabilitation Division may delegate signature authority for approval of the VR3472.
The VR counselor completes a VR3472 when a contract modification is necessary; the VR counselor obtains any information needed from the contractor and the contractor's signature. When a contractor requests a service modification, the VR counselor will make the final decision whether to submit the contractor's request for review. The contracted service modification is only valid and can be put into effect after approval by the Director of the Vocational Rehabilitation Division or the delegated signature authority.
The VR counselor:
· enters all information into the VR3472 electronically;
· obtains approval from the manager or supervisor who documents approval on the form;
· obtains signatures from the provider's legally authorized representative on the form; and
· upon receiving approval, retains a copy of the form in the customer's paper file, and an approved copy is provided to the contractor.
The approved form must be submitted with the invoice, when applicable.
Examples of when a VR3472 must be completed include, but are not limited to, purchasing:
· Assistive Technology training on a product that is not on the approved Assistive Technology Unit product list;
· Orientation and Mobility training that must occur without the customer using a blindfold;
· Diabetes post-training assessment to be completed before 30 calendar days have elapsed after training;
· Providing service that can only be provided in person remotely;
· More than 200 hours of Job Skills Training;
· More than 15 hours of Diabetes Educator Training;
· A specific Vocational Adjustment Training, such as VAT-Explore the "You" in Work, more than once for a customer;
· Part of a service from one provider and another part from another provider; for example, Benchmark 1A and 1B from provider A and Benchmarks 2–6 from provider B;
· Bundled Job Placement after Non-Bundled Job Placement Services have been purchased; and
· Bundled Job Placement and/or Supported Employment more than once; and
· Supported Employment Services after the purchase of Job Placement Services.
For additional information, refer to VR-SFP Chapter 3: Basic Standards, sections 3.2.14 Documentation, 3.2.16 Signatures, and 3.4.11 Contracted Services Modification Request.

