PART B, CHAPTER 8: INDIVIDUALIZED PLAN FOR EMPLOYMENT (IPE)
	Policy Number
	Authority
	Scope 
	Effective Date

	Part B, Chapter 8
	34 CFR §361.45, §361.46, TWC Rule §856.52, and §856.40
	All TWC-VR staff, particularly VR Counselors
	1005/01/2026


PURPOSE
…
PROCEDURES
…
B.    IPE Extension of Time (EOT)
When the VR Counselor and customer cannot complete the IPE within 90 days after the date that eligibility is determined, the VR Counselor must do the following:
· Inform the eligible individual of the reasons that the development of the IPE will require additional time to complete and when the IPE is expected to be completed;
· Obtain agreement from the customer that the EOT for completing the IPE is necessary;
· Give the reasons that an EOT is required;
· Ensure the applicant agrees with the EOT; and
 and
· Complete the EOT for IPE page in RHW. by selecting “EOT for IPE” as the type, including the number of days for the IPE  extension, and documenting the reason for the extension and customer agreement.
If the eligible individual does not agree to an EOT, the VR Counselor: 
· Documents their decision in a case note;
· Explains to the eligible individual that TWC-VR services cannot be provided without an IPE;
· Informs the eligible individual that the case may be closed;
· Informs the eligible individual of the right to appeal the decision;
· Provides the "Can We Talk?" brochure; and
· Closes the case using the RHW Unsuccessful Closure before Plan Initiated Phase.
must document their decision in a case note and explain that TWC-VR services cannot be provided without an IPE and their case may be closed. TWC-VR staff must document in RHW the date and method the information was provided to the eligible individual. If the eligible individual and VR Counselor cannot come to an agreement regarding the contents of the IPE within 90 days, the VR Counselor must document the status of the pending IPE and consult with supervision on how to proceed with the case. The VR Counselor then informs the eligible individual of the right to appeal the decision and provides the "Can We Talk?" brochure. TWC-VR staff must document in RHW the date and method the information was provided to the eligible individual.
If the VR Counselor cannot make contact with the eligible individual to obtain agreement with the EOT for IPE development by the 90th day, the VR Counselor must document a good faith effort and may close the case, as appropriate. As needed, the VR Counselor may consult with the VR Supervisor for guidance on how to proceed with the case. The VR Counselor must follow the closure and notification policies and procedures.
Extensions are limited to 30 days at a time. The VR Counselor must create a new EOT, in agreement with the customer, every 30 days. This ensures that extensions are being used only when appropriate and necessary and reassessed regularly to ensure that the IPE is developed as soon as possible, and within the extended timeframe. 
…
REVIEW
The Policy  Team, or designee, is responsible for reviewing this policy and these procedures and will update the Document History log if necessary.
	Date
	Type
	Change Description

	09/03/2024
	New
	VRSM Policy and Procedure Rewrite

	2/10/2025
	Revised
	Revised to align with signature policy updates.

	07/01/2025
	Revised
	Updated the definition of Comparable Services and Benefits

	05/01/2026
	Revised
	Clarified information regarding completing the EOT page in RHW

	10/01/2026
	Revised
	Policy alignment of extension of time requirements and formatting fix



