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PART D, CHAPTER 3:
PURCHASING GOODS AND SERVICES
	Policy Number
	Authority
	Scope 
	Effective Date

	Part D, Chapter 3
	34 CFR §361.60-65, 2 CFR §200.317, Article VII of the GAA, GAA Article IX, General Provisions, 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, Texas Government Code, Chapter 2155, Texas Administrative Code Title 34, Part 1, Chapter 3, Rule §3.322, Texas Government Code §2155.382(d), 34 Texas Administrative Code § 20.487and Texas Government Code Chapter 2252
	All TWC-VR staff
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C. Purchasing Documentation Requirements 
Establishing a Vendor in the RHW System: If the service provider, customer, or individual is not already established as a provider, TWC-VR staff send the TWC Substitute W9 and Direct Deposit Form (VR1020) with instructions to the potential vendor for its completion, to gather information required to establish the provider as a vendor with the State of Texas. For maintenance payments to customers, customer information must be entered into RHW as a vendor when a single maintenance payment will equal or exceed $400. TWC-VR staff provides customers with the Customer or Parent/Guardian Information and Direct Deposit Form (VR1021) with the instructions; and the customer (or parent or guardian) returns the completed form to the TWC-VR staff member. TWC-VR RHW Provider Services act as a clearinghouse for RHW vendor-related information and requests and will route all forms or inquiries to the appropriate office.
Service Authorization: Prior to the creation of a service record, the VR Counselor must document the need for and type of purchase in a service justification case note (if prior to an IPE or potentially eligible), Trial Work Plan (TWP), TWP amendment, an IPE, or an IPE amendment. When the initial SA is generated, TWC-VR staff must include a copy in the customer's virtual case file. If the SA is changed while it is still open, the revised SA must be filed in the customer's virtual case file. A copy of the revised SA must also be sent to the provider. 
Competitive Bids: Bids must be documented in a purchasing case note as cost comparisons in a RHW case note and must include the following:
· Name, address, and phone number of the providers contacted; and 
· Details of the responses from providers, such as brand, make, model, description of good or service, and the prices quoted.
Lack of cost estimates from providers must be documented as "no bid."
Proprietary or Sole Source: When a proprietary or sole source justification is used, the case file must contain a complete and approved Proprietary Purchase Justification form (VR1322).
Contract Modification: Services or goods outlined in the VR-SFP manual or in a contract exhibit can be modified to meet a customer's individual needs. Before any changes are made to the service definition, procedures, required outcomes for payment, or deliverables, a VR3472, Contracted Service Modification Request, must be completed and approved by the Director of the Vocational Rehabilitation Division, or their designated authority.
	Procedure for Contract Modifications:
· If a contractor requests a service modification, the VR counselor determines whether to submit the request for review.
· The VR counselor initiates a VR3472 form when a contract modification is required, gathering necessary information and the contractor's signature.
· Contracted service modifications are valid and effective only after approval by the Director of the Vocational Rehabilitation Division or their delegated signature authority.
After-the-Fact and Replacement Service Authorizations: For ATF SAs and Replacement SAs, documentation of the request must include the following:
· The request (specific good or service, provider, and anticipated dates of service);
· Original SA number (for Replacement SAs);
· Justification and circumstances supporting the request; and
· Name and job title of requester.
For the approval or denial of the ATF SA, RHW documentation must include the following:
· Parameters of the approval or denial (specific good or service, provider, and, when applicable, the date range of the approval); 
· Type of review completed in TxROCS (if applicable); and 
· Name and job title of TWC-VR staff making decision.
Service Authorization Closure: When an SA is closed because the service is no longer authorized, TWC-VR staff members must notify the provider no later than the same business day the SA is closed and document the notification to the provider in a case note in RHW. 
Customer Purchases: All documents that support the purchase of goods and services for a customer must be entered into RHW and filed in the customer's virtual case file prior to the obligation of TWC-VR funds. 
Purchasing: All documents related to the purchasing process must be kept in the customer's virtual case file. When received via US mail or other hard copy means, documents must be date stamped based on the day received in the TWC-VR office. If sent by email or fax, the receipt date is the date the email or fax was sent. This includes the following:
· Bids
· Invoices
· Reports
· Printed SAs
· Related correspondence.
Verifying Receipt of Goods or Services: 
· Customer Verification: When TWC-VR staff obtain written documentation that includes the customer's signature verifying that the service met the specifications, the documentation is filed in the customer's virtual case file.
If 20 days have passed since receipt of the vendor invoice and attempts to contact the customer have been unsuccessful, TWC-VR staff must continue to contact the customer and record in case notes each attempt of contact. 
· Provider Reports: For SAs that require a provider to submit a report, the date of receipt of the service, invoice, and report must each be entered in RHW within seven calendar days of when each occurred to ensure data accuracy and integrity in the payment authorization process.
· Inaccurate Invoices: When an invoice is inaccurate or incomplete, TWC-VR staff must return it to the vendor for correction by completing a Vendor Invoice Additional Data Request (VR3460) within 21 days of receiving the invoice. If RHW is not available, the VR3460 is completed outside of RHW.
· TWC-VR staff must create a RHW case note to document the date on which the invoice was returned to the vendor and the reason for the return and return the invoice and the VR3460 to the vendor. 
· If the vendor's billing statement for advance payment situations lacks the required invoice data but all other information is accurate and complete, the TWC-VR staff member must attach the RHW system-generated billing cover sheet for the SA to the billing statement. The combination of the two documents serves as the invoice for the associated SA.
· Once the corrected invoice is received, date-stamp the corrected invoice and use it as the invoice of record for the purchase. This date is the invoice received date in RHW.
· Serial Numbers: For technology goods with a serial number only, the serial number must be recorded as part of the documentation when delivery of a good is accepted.
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 in RHW; complete the Cash Receipts and Returned Warrants Log (TWC1770) and the Cash Receipts Transmittal Memo (TWC1769), and e-mail the documents to TWC Revenue and Trust Management (RTM.Revenue.accounting@twc.texas.govrevenuetrust.mgmt@twc.texas.gov) within two business days after the mail was opened or the check was hand delivered. The original check or money order must be mailed with the TWC1769.
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
4405 Springdale Rd., Ste B101 E 15th Street
Austin, TX 7872378778

…
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

	10/08/2024
	Revised
	Added address to use when sending refunds via FedEx.

	11/01/2024
	Revised
	Added ‘trial work plan’ to requirements before creating a service record authorizing a service. 

	07/01/2025
	Revised
	Updated several sections throughout chapter

	07/18/2025
	Revised
	Updated ATF Backdated SA to After-the-Fact SA and updated ATF Replacement SA to Replacement SA.

	10/20/2025
	Revised
	Updated approval level for ATF SAs to Deputy Director of Field Services Delivery, or designee

	12/05/2025
	Revised 
	Updated Revenue and Trust Management email and physical address
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