PART C, CHAPTER 2.3: CUSTOMER FINANCIAL PARTICIPATION (BASIC LIVING REQUIREMENTS)
	Policy Number
	Authority
	Scope 
	Effective Date

	Part C, Chapter 2.3
	34 CFR §361.48, §361.54, 2 CFR Part 3485, Part 3474, Texas Government Code Chapter 2155 , TWC Rule Chapter 20, §856.59, and §856.60
	All TWC-VR staff
	12/05/2025
09/16/2026



…
PROCEDURES
This section outlines the procedures for Part C, Chapter 2.3: Customer Financial Participation (Basic Living Requirements).
H.    Refunds
When receiving a refund from a vendor or customer, the Unit Purchasing Specialist or the designated TWC-VR staff member for that office location must—
· Document the receipt of the check or money order in a case note;
· Complete the Cash Receipts and Returned Warrants Log (TWC1770);
· Complete the Cash Receipts Transmittal Memo (TWC1769);
· Email the completed TWC1769 and scanned checks or money order with the subject line TWC1769-Refund to TWC Revenue and Trust Management ( RTM.Revenue.accounting@twc.texas.gov) within two business days after the mail was opened or the check was hand delivered to the office, copying the Regional Director, Deputy Division Director of Field Services Delivery, and VR Division Director VR Budget mailbox (vr.budget@twc.texas.gov);
· Make a paper copy of the check or money order and the TWC1769;
· File the copies in the case file; and
· Mail the original check or money order and the TWC1769 to— 
· If sending by regular mail (U.S. Postal Service), send to:
Texas Workforce Commission
Revenue and Trust Management
PO Box 322
Austin, Texas 78767
· If sending by FedEx, send to:
Texas Workforce Commission
Revenue and Trust Management Room 446
101 E 15th Street
Austin, TX 78778

…
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

	07/01/2025
	Revised 
	Updated the definition of Best Value Purchasing and Revised clarified authorizing purchases before IPE by adding word ‘service justification’ to the service authorization verbiage.

	09/16/2026
	Revised
	Updated TWC1769 routing instructions to incorporate a specific subject line and replaced individual VR recipients with the centralized VR Budget mailbox.



