PART D, CHAPTER 2: BUDGETING AND PURCHASING
	Policy Number
	Authority
	Scope 
	Effective Date

	Part D, Chapter 2
	34 CFR §361.60-65, 34 CFR §363.20-25, Article VII of the GAA, GAA Article IX, General Provisions, 34 CFR §361.3, 2 CFR §200.302, 2 CFR §200.400, EDGAR 34 CFR §76, §77, §79, §81, and §82, 2 CFR Part 3485, 2 CFR Part 3474, 34 Texas Administrative Code, Part I, Chapter 20, Statewide Procurement and Support Services, and Texas Government Code, Chapter 2155
	All TWC-VR staff
	09/01/2026
09/16/2026



…

PROCEDURES
This section outlines the procedures for Part D, Chapter 2: Budgeting and Purchasing.
…
D.    Internal Controls – Tracking
TWC-VR is required to ensure that the documentation of obligations and expenditures is clear and complete, including the documentation of contracts, good and service authorizations, invoices, and supporting documentation.
The Deputy Regional Director (DRD) Field Services Delivery Director oversees the VR Workforce Area budgets. The DRD'sField Services Delivery Director oversight may include determining unit allocations, monitoring encumbrance rates and paid-out rates for each budget line item, cleaning up records from previous fiscal years, and redistributing funds across or within VR Workforce Areas.
The DRD Field Services Delivery Director may delegate authority to perform budget-related tasks. Based on the distribution plan, the DRD Field Services Delivery Director authorizes distribution of funds to the unallocated budget levels for the VR Workforce Areas and management units.
Monitoring Budgets: Multiple systems and applications are used for monitoring specific budgets, such as staff travel. Those systems include the following: 
· WRAPS, RHW;
· Work Investment System for Evaluation (WISE); and
· Access applications.
· Quarterly Reviews: Each quarter, operations monitoring and performance reviews are conducted with each VR Workforce Area either onsite or digitally. Records and budgets are reviewed, as well as Federal awards, authorizations, financial obligations, unobligated balances, assets, expenditures, income, and interest source documentation.
The review process enables TWC-VR to effectively and proactively monitor administrative and customer services budgets, purchasing, performance, inventory, and full-time equivalent positions (FTEs).
· The process includes the identification of risks, tasks, tolerances, time frames, and the roles and responsibilities of TWC-VR staff at the State Office, VR Workforce Areas, and field offices.
· Each VR Manager and VR Workforce Area management team develop a budget management strategy for the management units.
· The VR Manager is responsible for the management unit’s budget, ensuring timely and appropriate encumbrance of funds, and reviewing high-cost cases, to ensure that providing appropriate TWC-VR services remains the focus.
· Staff Budget and Expenditure Reviews: All TWC-VR staff, including caseload-carrying staff, are responsible for ensuring good stewardship of funds for the needs of individual customers. This includes compliance with purchasing processes and procedures, and use of best-value purchasing practices. TWC-VR staff are required to review their case service budgets against authorizations and expenditures.
TWC-VR staff utilize ad hoc queries, RHW, RHW Reports, WISE reports, and case reviews to monitor budgets and ensure that services and expenditures are vocationally relevant, comparable benefits are appropriately used, and fiscal responsibility remains a critical part of the TWC-VR process. 
…
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
	Revised clarified authorizing purchases before IPE by adding word ‘service justification’ to the service authorization verbiage.

	03/02/2026
	Revised
	Clarified information in comparable services and benefits and customer participation in the cost of services

	09/01/2026
	Revised
	Updated references from regional to VR Workforce Area

	09/16/2026
	Revised 
	Updated reference for DRD to Field Services Delivery Director



