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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
	
07/18/2025
10/20/2025


…
APPROVALS & CONSULTATIONS
TWC-VR staff must follow the following approvals and consultations: 
· Service Authorizations: Prior to issuance of an SA, the VR Counselor identifies, and researches the good or service needed, and obtains approval.
· Threshold Requirements: 
· Greater than $5,000 to $15,000 – TWC-VR Manager approval required.
· Greater than $15,000 to $25,000 – VR Regional Director or Deputy Regional Director approval required.
· Greater than $25,000 – Regional Director or Deputy Regional Director, and TWC-VR Division Director, or designee, approval required.
· Pre-Purchase Review: For all purchases that are over $5,000 per SA or per customer in a multi-customer SA, a pre-purchase review must be completed by the Administrative Supervisor, Purchasing Specialist, or the final approver (e.g., the VR Manager) prior to the purchase.
· Exceptions to the threshold requirement and pre-purchase review include the following:
· Contracted hospital services;
· Contracted durable medical equipment (DME);
· Contracted Orientation and Mobility or Diabetes Education services;
· Contracted hearing aids and related products;
· Interpreter/CART services for students enrolled in training programs for longer than 30 days when paid to paid directly to the training institution or an appropriately contracted service provider;
· Medical goods and services, including orthotics and prosthetics and low-vision devices, purchased using MAPS rates;
· Tuition, required fees, and room and board for training when paid directly to a public training institution in the state of Texas (excludes room and board paid to other entities, such as apartment complexes and private training institutions);
· Contracted vehicle modifications;
· Contracted services, as established and described in the VR Standards for Providers (SFP) manual; and
· All other contracted goods and services to include purchases made using contracts established by the State Comptroller for Public Accounts and the Department of Information Resources (DIR).
· Contracts for Purchase of Goods and Services: When it is determined the use of a contracted provider is not in the best interest of TWC-VR or the TWC-VR customer, the exception must be reviewed by the VR Manager and Regional Director or Deputy Regional Director; and approved by the VR Division Director, or designee.
· Service Authorization Consultation: The following individuals are available to provide specialized oversight, support, and consultation for purchasing processes and procedures:
· Designated Subject-Matter Experts;
· Dental Consultants;
· In-House Providers;
· Medical Services Coordinators;
· Medical Consultants;
· Psychological Consultants;
· Assistive Technology Specialists;
· Managers and Management Teams;
· Unit Support Assistants And Unit Support Coordinators; and
· Program Specialists (unit, regional, and State Office)
· ATF SAs: Require VR Supervisor Deputy Director of Field Services Delivery, or designee approval or Regional Program Support Manager approval. Create a draft SA in RHW for the approver to release for approval of ATF SAs. Do not use the RHW Approval Workflow.
· Replacement SAs: Require the same approvals as necessary for the original SA. Create a draft SA in RHW for the approver to release for approval of replacement SAs. Do not use the RHW Approval Workflow.
· Service Payments: TWC-VR staff who issue or change an SA are prevented from being able to authorize payment for that SA.  
· Service Costs that exceed MAPS rate: In circumstances when a provider indicates a need to bill for a medical service at a rate that exceeds the established MAPS rate for that code, consultation with the State Medical Director is required.
· Establishing Vendors in RHW: All payments for services to a vendor or payment to a customer (for a service such as maintenance) are processed through RHW, and the entity receiving eventual payment must be entered into the system and must first be verified as legally allowed to do business in the State. Depending on the goods & services to be provided, contract requirements and/or licensure, certification, credential, or accreditation requirements may also apply. TWC-VR RHW provider services staff checks WRAPS, Texas Comptroller of Public Accounts (for taxpayer identification numbers), the Secretary of State’s system, and RHW according to the information from the VR1020 and VR1021.
· VR Supervisor approval and completion of the VR3472 is required for the purchase of any outcome-based contracted training services provided more than once.
· Out-of-State Purchases: 
· Purchasing an out-of-state training service or related support service requires VR Manager approval. This includes online or correspondence training purchased from providers that are not physically located in Texas. 
· Purchasing an out-of-state training service that is ordinarily regulated in Texas but not regulated in the State where the service is provided requires consultation with the State Office Program Specialist assigned to the specific type of training along with TWC-VR Manager approval. This includes out-of-state proprietary and vocational training.
· To purchase MAPS services from an out-of-state provider, consultation with the State Office Program Specialist is required.
· Purchase of any good or service from an out-of-state provider that is normally purchased under a contract, but the out-of-state provider does not have a contract for that good or service with TWC-VR, requires consultation with the State Office Program Specialist assigned to the specific good or service and TWC-VR Manager approval. Once approved, a contract exception must be completed.
· The purchase of non-contract goods or services from an out-of-state provider that is greater than $1,000 per SA requires TWC-VR Manager approval.
· When there is a clearly demonstrated vocational need that cannot be approved at the Management Unit level, the VR Counselor discusses the circumstances with the VR Supervisor, VR Manager, and/or a Regional or State Office Program Specialist. Together, they determine whether there is justification for requesting an exception to published policies and procedures. If the need is justified, then the VR Counselor sends a request for an exception to policies and procedures through their chain of management to the Deputy Division Director of Field Services Delivery for consideration. However, exceptions to policies and procedures based on Federal and State laws, statutes, and rules or regulations are not allowable.

REVIEW
The Policy Planning and Statewide Initiatives 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
	Revised approval level for ATF SAs to Deputy Director of Field Services Delivery, or designee. 
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