PART C. CHAPTER 16.5: TOOLS AND EQUIPMENT SERVICES
	Policy Number
	Authority
	Scope 
	Effective Date

	Part C, Chapter 16.5
	34 CFR §361.48(b)(16), and TWC Rule §856.51
	All TWC-VR staff
	09/03/2024
09/16/2026



…
PROCEDURES
This section outlines the procedures for Part C, Chapter 16.5: Tools and Equipment Services.
…
C.    Purchasing and Documenting Tools or Equipment
TWC-VR may purchase required tools and equipment for the customer when the following conditions are met:
· The IPE shows that the customer is entering a training program or employment;
· Purchased tools and equipment are of good quality and are regularly required for the chosen occupation, trade, or profession; and
· The cost of tools and equipment does not exceed a total of $5,000.
If the cost of required tools and equipment exceeds $5,000, management approval is required according to the following thresholds:
	Approval Level
	Total Cost of Tools and/or Equipment

	VR Manager 
	Greater than $5,000 to $15,000

	VR Regional Director or Deputy Regional Field Services Delivery Director 
	Greater than $15,000 to $25,000

	VR Division Director 
	Greater than $25,000


Tools and equipment may be repaired if replacement is more expensive.
If a customer reports that their tools and equipment were lost or stolen, they must provide a copy of a police report.
TWC-VR must recover usable tools and equipment that the customer no longer needs. When a customer refuses to return TWC-VR property, further action is required.
· Paying for Goods: TWC-VR staff must obtain the customer's signature on an itemized receipt that describes each good purchased or the Rehabilitation Equipment Receipt and Agreement (VR2014) and place the signed receipt in the case file.
· Receipt of Items: VR2014 provides TWC-VR with a list of tools and/or equipment items issued to the customer and familiarizes the customer with the terms of the transaction. It also provides evidence of the return of the equipment.
VR2014 is used for rehabilitation equipment issued by:
· TWC-VR staff; and
· Employment Assistance Services (ES) (Customer Technical Support).
TWC-VR staff must not use VR2014 when purchasing items associated with physical restoration, such as low-vision aids and glucometers.
· When Initiated by TWC-VR Staff: When initiated, the VR Counselor must:
· List all customer-tagged and/or nontagged equipment, as outlined on the customer's IPE, which are issued to the customer;
· Verify that the customer is aware of the responsibility to properly care for the equipment and understands the other terms of the agreement;
· Have the customer sign and date the form acknowledging receipt of the equipment;
· Place the signed original VR2014 in the customer's case file; and
· Give a copy of VR2014 to the customer.
· When initiated by the ES Customer Technical Support: The ES Customer Technical Support coordinates with the VR Counselor and customer through the following steps:
· ES Customer Technology Services lists all customer-tagged and/or nontagged equipment that is being sent on VR2014;
· The VR Counselor reviews VR2014 and the contents of all boxes sent, and documents in a case note;
· The VR Counselor meets with the customer and verifies that the customer is aware of the responsibility to properly care for the equipment and understands the other terms of the agreement;
· VR Counselor (or other TWC-VR staff) has the customer sign and date the form acknowledging receipt of the equipment;
· The VR Counselor places the signed original VR2014 in the customer's case file; and
· The VR Counselor gives a copy of VR2014 to the customer.
…

APPROVALS & CONSULTATIONS
TWC-VR staff must follow the following approvals and consultations: 
· VR Manager approval is required when the total cost of tools and/or equipment is greater than $5,000 to $15,000.
· VR Regional Director or Deputy Regional Field Services Delivery Director approval is required when the total cost of tools and/or equipment is greater than $15,000 to $25,000.
· VR Division Director, or designee, approval is required when the total cost of tools and/or equipment is greater than $25,000.
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

	09/16/2026
	Revised
	Updated RD and DRD to Field Services Delivery Director



