Chapter 7: Purchasing

...

7.4.1 Overview

This section provides policies and procedures for purchasing medical assistive devices and supplies. Medical assistive devices and supplies fall into three categories, with policies and procedures that are specific to each:

· medical assistive devices and supplies, noncontract; 

· medical assistive devices and supplies, contract; and 

· medical assistive devices and supplies, nonspecific. 

Apply the following policies to all medical assistive devices and supplies, regardless of category.

Bids

Bids are required when a single purchase is expected to exceed $5,000, unless the item is under contract or listed in MAPS. Follow the purchasing guidelines in 7.6 Purchasing Goods for Consumers in addition to the applicable guidelines in this section.

Specifications

The purchase order must include a complete description of the items to be purchased. (See the ReHabWorks User’s Guide.)
Purchases from Hospitals

Medical assistive devices and supplies purchased from contracted hospitals must be

· listed on the hospital invoice, and 

· paid for under the terms of the hospital contract. 

To determine the proper procedure to purchase items not listed here, contact the physical restoration specialist (PRS), Consumer Procurement and Client Services Contracting (CPCSC), Central Office.
...

7.5.1 Definitions

...

Receive date—The date a good was received or a service was completed. For detailed information on determining the appropriate date to use for the receive date, see Chapter 11: Technical Information and References, 11.6.5 List of Service Category Descriptions.

...
7.5.4 Service Records

Service records

· help with planning, and 

· provide a means to determine projected costs. 

Service records can be

· saved without a provider or service category, and 

· updated at a later time to generate the purchase order. 

Create a service record when goods or services are to be purchased with VR funds. Create line items for the current and next fiscal year when you anticipate extended periods of service.

The electronic case management system service record is a purchasing planning document and budget projection tool. For effective planning, create the service record as soon as the needed purchase is identified.

Before generating the purchase order, review the service record to ensure that all information is correct and current. If necessary, update the

· specification, 

· begin or end date, 

· vendor, 

· service category, or 

· other information. 

7.5.5 Overview of the Purchasing Process

The following steps are the same for any purchase:

1. Identify the need and create a service record. If the total cost of the order is 

· $5,000 or less, or is under contract, complete the service record (see 7.6.5 Purchase Orders for Goods up to $2,000, or 7.6.6 Purchase Orders for Goods between $2,000 and $5,000). 

· more than $5,000 and is not already under contract 

· create and complete a service record, but do not select the vendor, and
· coordinate a bid process through Consumer Procurement and Client Services Contracting. 

· 
2. A CPCSC staff person generates a purchase order. A purchase order is the only valid authorization by which purchases are made. 

3. Verify in the electronic case management system (see 7.8.2 Verifying Receipt and Accuracy of the Good or Service and Acknowledging Receipt) and acknowledge receipt of goods or services. Verify that 

· goods were received in good condition and met specifications, 

· services were completed and that deliverables met specifications, and 

· the invoice is accurate. 

4. Authorize payment. 

5. Close the PO after 

· all goods or services have been received, and 

· invoice(s) have been received and paid. 

7.5.6 Using Provider Credit Accounts

A DRS purchase order (PO) is the only valid authorization by which purchases are made. No purchase may be made using provider credit account cards.

Some providers (for example, Wal-Mart, Sears, Home Depot, Office Depot, and Hobby Lobby) require the use of a credit account.

For such providers, each individual DRS office should have an assigned account number. See the CPCSC Web page Providers Requiring Account Numbers, for detailed information about account numbers and a list, for the user's office, of existing provider account numbers.

When the issuer's office has an account number with the provider, that account number automatically prints on the PO. If an account number does not print on the PO, contact CPCSC for help.

When preparing a PO for another office, be aware that the

· person preparing the PO is considered the "issuer," 

· account number that automatically prints on the PO is that of the issuer, and 

· provider sends the invoice or statement to the issuer. 

When an office does not have an account number with a provider, or a new account number is needed, Consumer Procurement and Client Services Contracting

· processes the account application, and 

· after the provider issues the account number, updates the electronic case management system. 

...
7.5.7 Purchasing Goods and Services under Contract

...
For reporting purposes, DRS must link contract numbers to goods or services purchased under contract. When purchasing goods or services that require a contract

1. Select a provider for the service record: 

· select the Vendor Detail button,
· access vendor details by clicking on vendor name, and 

· View Contract by clicking on contract number. 

2. Read the contract information carefully to ensure that the contracted good or service being purchased is included and is within the contract start and end dates. 

3. When the good or service is not included in the contract information, or when the dates of service fall outside the contract dates, continue to search for a vendor with a contract valid for the desired dates. 

4. In the comments section of the purchase order, enter the basic terms of the contract for the specific good or service being purchased. For more information, see Comment Section of the Purchase Order. You may also include supplemental information related to the purchase order in the comment section. 
When the purchase order is generated, the electronic case management system assigns the appropriate contract number based on the vendor and the type of purchase being made.

...

7.5.11 Determining the Program Year

Services

To determine the program year for services,

· select the program year in which the service occurs, and 

· prorate when crossing program years. 

Reports

Select the program year in which you order the report.

Consumable Goods and Supplies

Select the program year in which the goods and supplies are used.

Nonconsumable Goods

Select the program year in which you order the goods.

For detailed information, see Chapter 11: Technical Information and References, 11.6.5 List of Service Category Descriptions.

...
7.5.13 Making Monthly and Other Periodic Payments

For purchases that have a periodic billing, such as weekly or monthly, set up one service record, and

· if the same amount is due each billing period, use one add item with 

· Quantity equal to the number of billings, and 

· Unit Cost equal to the billing amount; or 

· if amounts vary, use an add item for each month. 

If, when setting up the purchase,

· the cost is unknown, 

· enter an informed estimate on the service record; 

· generate the PO; and 

· when you find out the amount, change the PO amount up or down before receiving; or 

· the billing cycle (daily, weekly) is unknown, 

· contact the provider to determine billing procedures, and 

· if needed, set up a separate service record for each purchase as it is ordered. 

Set up all the service records needed when you first identify the need. Do not wait until after placing the order or receiving the invoice.

For receive date information on these purchases, locate the purchase order's service category in Chapter 11: Technical Information and References, 11.6.5 List of Service Category Descriptions.

See Chapter 5: Services, 5.8.2 Maintenance Services and 5.8.3 Transportation Services for specific procedures for maintenance and transportation.

7.5.14 Crossing State Fiscal Years

Ordering and Receiving. Charge nonconsumable goods and services (for example, provider reports) to the state fiscal year in which they were ordered. The receive date does not have to fall within the start and end dates and may be in the following fiscal year.

Example: Special order of a wheelchair on August 3, 2007, using Program 2007 VR Basic Support.

· The start date is the date the order was placed—08/03/2007. 

· The end date is the anticipated receipt date and, because of the electronic case management system requirement, must be within the state fiscal year. In this case, the anticipated receipt date is after the end of the fiscal year, so enter in the electronic case management system the end date of the fiscal year, 08/31/2007. 

· Since the chair is a nonconsumable good, the chair's receive date can be later than the anticipated end date. If the chair arrives September 27, 2007, enter 09/27/2007 as the receive date. 

Chapter 11: Technical Information and References, 11.6.5 List of Service Category Descriptions provides receive dates for each service category and whether the service can fall outside the start and end dates. The tables also list how to verify receipt and accuracy of goods or services.

...

7.5.16 Referrals to Texas Workforce Commission

Be sure to set up service records for all referrals to Texas Workforce Commission. Use Arranged as the payment method. Select specification

· Level 1—Employment Services and Self-Employment Services, 

· Level 2—Local Workforce Center/Texas Workforce Commission Employment Services, 

· Level 3—TX Workforce Comm/Local Center Services, and 

· Level 4—appropriate service from drop-down list. 

Do not issue POs for arranged services.

7.5.17 Planning Delivery Charges

Delivery charges are part of the total cost of the goods being purchased. Determine these costs when planning the purchase, and include them on the purchase order, using one of the following methods:

If the delivery charge is determined by item,

· add it to the cost of each item's service record when setting up the service record, and 

· do not add another service record just for delivery charges. 

If only the total delivery charge for all items can be determined before the PO is generated,

· create a new service record, 

· use the most common specification, 

· use the most common service category, and 

· include the total delivery charge. 

If delivery charges are known only when the order arrives,

· create a separate service record that estimates the cost of the delivery, and 

· change it up or down when the actual cost is determined. 

If delivery charges are included but were not anticipated, change up the cost on the PO to include the delivery charge before entering any receive information in the electronic case management system,.

If the existing PO cannot be changed up to include the delivery cost,

· create a new purchase order for the delivery charges using the most common specification of the original purchase, 

· document in a case note that the purchase order was issued to include the new charges, and 

· note the original purchase order number as a comment in the Payment or special instructions section of the new purchase order. 

...

7.6.4 FOB Destination

FOB destination

· applies to the purchase of merchandise whereby DRS does not own the goods until they arrive and are accepted at the destination identified on the purchase order; and
· signifies that the risk of loss to goods does not pass to DRS until 

· the goods are delivered, and 

· the shipment is accepted. 

When the goods are damaged in transit or are not accepted or received, the provider is responsible for shipping new or replacement goods without additional expense to DRS.

Buyers must include FOB destination on purchase orders as a condition of the purchase. If the provider will not ship FOB destination, locate another resource, if possible.
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7.6.5 Purchase Orders for Goods up to $2,000

To purchase goods up to $2,000,

1. select the correct specification, 

2. determine the best-value provider, 

3. generate a purchase order, 

4. order the goods, 

5. acknowledge receipt of the goods, and 

6. pay for the goods. 

...
7.6.7 Purchase Orders for Goods over $5,000

You must not split purchase orders into dollar amounts under $5,000 to avoid competitive bid requirements.

Use the following procedure to purchase goods over $5,000.

Counselor or RST

1. selects the correct specification, and 

2. assigns the purchase to the MSS or UST team. 

MSS or UST

3. informs Consumer Procurement and Client Services Contracting (CPCSC) of the specification for the goods being purchased.

CPCSC
· $5,000.01 to $25,000.00—obtains a minimum of three informal competitive bids;
· $25,000.01 or more— 

· obtains competitive written bids from at least three potential vendors, and 

· posts notice of the solicitation opportunity on the Electronic State Business Daily;
4. must try to solicit responses from at least two certified HUB (Historically Underutilized Business) providers; 

5. establishes a procurement file for this solicitation; 

6. makes a bid tabulation listing 

· the name and address of providers contacted (including HUB designation, for example woman, black, Hispanic, Asian); 

· all responses (prices quoted or "no bid"); and 

· agent's name and telephone number; and 

7. provides the bid documentation to the MSS or UST; 


8. determines the best-value provider in coordination with the MSS or UST; 

9. generates a purchase order; and
10. orders the goods. 
MSS or UST
11. acknowledges receipt of the goods, and 

12. pays for the goods. 

7.6.8 Exceptions to Purchasing Procedures

Durable Medical Goods

For exceptions in purchasing durable medical goods, see

· Chapter 5: Services, 5.3.4 Physical Restoration Services or Procedures with Special Requirements, and 

· 7.4 Purchasing Medical Assistive Devices and Supplies. 

Goods for Vocational Training

When you purchase vocational training, you must not purchase

· more consumable supplies than are required for the training, or 
· goods for the provider to use in training DRS consumers. 

The area manager must approve exceptions to these restrictions before you issue the purchase order. See also Chapter 5: Services, 5.4.1 Academic and Vocational-Technical Training/Vocational and Technical Training.
Vehicle Modifications

For exceptions in purchasing vehicle modifications, see Chapter 5: Services, 5.7.2 Vehicle Modification Services.

7.6.9 Consumer Excess Tools and Equipment

Consumer excess tools and equipment are ordered by email directly from the Property Management Office (PMO).

Consumer excess consists of serviceable tools and equipment that

· are no longer required by a consumer, and 

· have been returned to a DRS field office. 

These zero-cost items cannot be processed using the electronic case management system.

To order consumer excess items from the PMO (listed in PMO stock list),

1. determine whether the items are available from consumer excess using the PMO stock list available on the DRS Intranet; 

2. select Consumer-Excess Equipment from the TYPE drop-down list; 

3. if the goods are available, email the following to Property.Management@dars.state.tx.us: 

· detailed information from the PMO stock list, and 

· delivery instructions; 

4. copy and paste the email into a case note to document the request; 

5. if the goods are not received within 10 calendar days from the date of the order, notify the PMO (by email); and
6. upon receipt of goods, notify the PMO (by email) and copy and paste the email into a case note. 

...
7.6.11 Responsibilities for Purchasing Goods

Area Manager

Area managers

· oversee all consumer purchases within their areas of responsibility; and 

· annually provide to the regional director a plan for monitoring purchases of goods and services in their units. 

For purchases requiring approval and consultation, see Chapter 11: Technical Information and Reference, 11.1 Required Approvals and/or Consultations.

Counselor

You and the consumer decide what to purchase. You are expected to conform to DRS policies related to

· selecting goods and services that are consistent with the IPE and informed consumer choice; 

· involving the RST, MSS, UST, or MSC; 

· obtaining approval from the area manager, when necessary, before taking action on a purchase; 

· monitoring budget control; 

· selecting and executing the correct procedure for consumer purchasing; 

· obtaining pre- and postpurchase reviews by the MSS-UST team on purchase orders for noncontract goods between $2,000 and $5,000; 

· 
· verifying and inspecting a purchase and acknowledging receipt; 

· monitoring RST performance in purchases; 

· delivering goods to a consumer; 

· ensuring that goods and services are being used appropriately by the consumer during the rehabilitation process; 

· ensuring separation of duties (between who authorizes the purchase order and the payment); and 

· initiating payment. 

Rehabilitation Services Technician (RST)

The rehabilitation services technician (RST) may advise you of the cost and availability of purchases under consideration. At your discretion, the RST may work directly with the consumer. When asked by the counselor to purchase goods, the RST

· must be aware of the policies that govern consumer purchases; 

· alerts you to possible violation of policy; 

· selects and executes the correct procedure for consumer purchasing; 

· obtains pre- and postpurchase reviews by the MSS-UST team on purchase orders for noncontract goods between $2,000 and $5,000; 

· orders goods using the best-value approach; 

· 
· documents all purchasing actions; 

· accepts shipment; 

· verifies and inspects the purchase, and acknowledges receipt; 

· delivers goods to a consumer; 

· ensures separation of duties (between who authorizes the purchase order and who makes the payment); and 

· initiates payment. 

Management Support Specialist (MSS)

The management support specialist (MSS)
· coordinates with CPCSC on purchases requiring bids; 

· conducts pre- and postpurchase reviews of purchase orders of $5,000 and up for noncontract goods; 

· requests goods over $5,000; 

· 
· helps the RST in the purchasing function as designated by the area manager; 

· provides technical assistance and serves as a resource to the unit in purchasing consumer equipment or goods; 

· ensures separation of duties (between who authorizes the purchase order and who makes the payment); and 

· monitors UST actions through samples and observations to ensure appropriateness of consumer purchasing activities. 

Unit Support Technician (UST)

The UST

· as determined by unit management, conducts pre- and postpurchase reviews of purchase orders $2,000 and up; 

· as directed, reviews consumer equipment purchases to ensure compliance with policy and procedure; and
· 
· 
· ensures separation of duties (between who authorizes the purchase order and who makes the payment). 

Medical Services Coordinator (MSC)

The MSC

· may advise you of the cost and availability of purchases under consideration; 

· may work directly with the consumer; 

· may purchase goods or services as requested by you or identified on the IPE; 

· is aware of the policies that govern consumer purchases; 

· alerts you and/or the appropriate manager to possible violations of policy; 

· selects and executes the correct procedure for purchasing goods or services; 

· orders goods or services using the best-value approach; 

· 
· documents all purchasing actions; 

· accepts shipment, verifies purchase, and acknowledges receipt; 

· ensures separation of duties (between who authorizes the purchase order and who makes the payment); and 

· delivers goods to the consumer. 

Medical Services Technician (MST)

The MST

· may advise the MSC or you of the cost and availability of purchases under consideration; 

· may work directly with the consumer; 

· may purchase goods or services as requested by you or identified on the IPE; 

· is aware of the policies that govern consumer purchases; 

· alerts you, the MSC, and/or appropriate manager to possible violations of policy; 

· selects and executes the correct procedure for purchasing goods or services; 

· orders goods using the best-value approach; 

· 
· documents all purchasing actions; 

· accepts shipment, verifies purchase, and acknowledges receipt; 

· ensures separation of duties (between who authorizes the purchase order and who makes the payment); and 

· delivers goods to a consumer. 

...

7.7.3 Purchasing One-Time Maintenance Paid Directly to a Consumer

(Revised 07/10)

See Chapter 5: Services, 5.8.2 Maintenance Services before setting up a purchase order. This process is only for payments of $400 or less made directly to a consumer. If the payment is over $400, contact Consumer Procurement and Client Services Contracting to have the consumer established as a provider. Do not select Petty Cash.

1. From the service record, select New at the bottom of the screen. A blank Select Specification window opens. Select the specification from the drop-down menu: 

· Level 1—Maintenance 

· Level 2—One-time Maintenance - Consumer or Parent Reimbursement 

· Level 3—One-time Maintenance - Consumer Reimbursement 

· Level 4—One-time Maintenance - Consumer Reimbursement 

Select OK.

2. In the service record, select Vendor. When the Vendor Search window opens, either 

· select Other Criteria, select the city name Austin; or 

· select Vendor Number, enter the pseudo number 3-888001570-6000. 

Then select Search. Select Consumer Maintenance/Transp (Pseudo) and select OK.

3. When the Service Record Update window opens, 

· select Add Item on the bottom left and select the appropriate fiscal year and program from the Program drop-down menu, for example, 2000 VR BASIC Support. 

· select One Time/3rd Party Maintenance from the Specification Description drop-down list. 

· enter the Start Date, End Date, Unit Cost (amount paid per unit), and Quantity (number of units) and select Save. The Unit Cost ordinarily does not exceed $40 per day. 

4. A screen opens, which says, "An action item will be created for this process. Do you wish to delegate this action?" If so, select a person and select Yes. Otherwise select No. The window closes. 

5. From the Activities menu, select Purchasing and select New. A list returns of all the line items for service records with purchase orders that are ready to be generated. Select the service record item for the one-time maintenance. 

6. Select Generate PO. A screen opens, which says, "An action item will be created for this process. Do you wish to delegate this action?" If so, select a person and select Yes. Otherwise select No. A dialog box opens stating, "Purchase Order Generated. Document Number is E9999999." Select OK. The Purchase Order Print Options dialog box opens. Select Cancel. 

7.7.4 Purchasing One-Time Transportation Paid Directly to a Consumer

(Revised 07/10)

See Chapter 5: Services, 5.8.3 Transportation Services before setting up a purchase order. This process is only for payments of $400 or less made directly to a consumer. If the payment is over $400, contact Consumer Procurement and Client Services Contracting to have the consumer established as a provider. Do not select Petty Cash.

1. From the service record, select New at the bottom of the screen. A blank Select Specification window opens. Select the specification from the drop-down menu: 

· Level 1—Transportation and Relocation Services
· Level 2—Transportation One-time Consumer Reimbursement 

· Level 3—One-time Transportation Services - Consumer 

· Level 4—One-time Transportation Services - Consumer Reimbursement 

Select OK.

2. In the service record, select Vendor. When the Vendor Search window opens, either 

· select Other Criteria, select the city name Austin, or 

· select Vendor Number and enter the pseudo number 3-888001570-6000. 

Then select Search. Select Consumer Maintenance/Transp (Pseudo) and select OK.

3. When the Service Record Update window opens, 

· select Add Item on the bottom left and select the appropriate fiscal year and program from the Program drop-down menu, for example, 2000 VR Basic Support. 

· select One Time/3rd Party Transportation from the Specification Description drop-down. 

· enter the Start Date, End Date, Unit Cost (amount paid per unit), and Quantity (number of units) and select Save. The reimbursement can be a 

· one-time cost where the Quantity is one and the Total Cost equals the Unit Cost
For example, Unit Cost of $54.39, Quantity of 1, and Total Cost of $54.39.

· rate per mile if the item is for mileage. The Unit Cost is the rate, the Quantity is the number of miles, and the Total Cost is the Unit Cost times the Quantity. 

For example, if the rate is .27 and the number of miles is 50, then the Unit Cost is .27, the Quantity is 50, and the Total Cost is $13.50.

4. A screen opens, which says, "An action item will be created for this process. Do you wish to delegate this action?" If so, select the person and select Yes. Otherwise select No. The window closes. 

5. From the Activities menu, select Purchasing and select New. A list returns of all the line items for service records with purchase orders that are ready to be generated. Select the service record item for the one-time transportation. 

6. Select Generate PO. A question screen opens, which says, "An action item will be created to this process. Do you wish to delegate this action?" If so, select the person and select Yes. Otherwise select No. A dialog box opens, which states, "Purchase Order Generated. Document Number is E9999999." Select OK. The Purchase Order Print Options dialog box opens. Select Cancel. 

…

7.7.6 Procedures in the Electronic Case Management System for Consumer Airfare

Create a service record in the electronic case management system for the quoted airfare, including the transaction fee.

1. in the Activities menu, select Service Record; 

2. in the Service Record, select New at the bottom of the screen; a blank Select Specification window opens; 

3. select the specification from the drop-down list: 

· Level 1—Transportation and Relocation Services, 

· Level 2—Consumer Airfare, 

· Level 3—Onetime Transportation Services - Central Billing for Client Airfare, or 

· Level 4—Onetime Transportation Services - Central Billing for Client Airfare; 

4. select OK; 

5. check the Petty Cash box; 

6. select Vendor; 

7. from the Vendor Search window, 

· select Vendor Number, 

· enter the consumer's 14-digit provider number, 

· select Search, 

· select the consumer's name from the Search Results window, and 

· select OK;
8. from the Service Record Update window, 

· select Add Item on the bottom left and select the appropriate fiscal year and program from the Program drop-down list, for example, 2001 VR Basic Support; 

· select One-Time/3rd Party Transportation from the Service drop-down list; 

· enter Begin Date, End Date, Unit Cost (amount paid per unit), and Quantity (number of units); 

· select Save; 

9. the screen displays "An action item will be created for this process. Do you wish to delegate this action?" 

· if "yes," select the person to whom the action is being delegated, and select Yes; or 

· otherwise, select No; 

10. in the Activities menu, 

· select Purchasing, and 

· select New; 

11. a list displays all line items for service records with purchase orders that are ready to be generated; 

· select the service record item for one-time transportation; 

· if needed, add comments; and 

· select Generate PO; 

12. the screen displays "An action item will be created for this process. Do you wish to delegate this action?" 

· if "yes," select the person to whom the action is being delegated, and select Yes; or 

· otherwise, select No; and 

13. a dialog box opens, which reads, "Purchase Order Generated. Document Number is E9999999." 

· record the PO Number on the DARS1762, Central Billing Request for Consumer Airfare; 

· select OK; and 

· email the purchase order number to DARS Accounting Group mailbox (DARSAccounting.Group@dars.state.tx.us), including the statement "The consumer has completed travel." 

...

7.8.1 Verifying Invoice Accuracy and Acknowledging Receipt

Verify the accuracy and acknowledge the receipt of the invoice in the electronic case management system. If the invoice does not arrive within 10 business days after the expected receipt date for the good or service,

· contact the provider to request an invoice; and 

· document in case notes the 

· name of the person contacted, and 

· date of contact. 

A cash register receipt is not an invoice. However, an itemized receipt or cash register receipt signed by the consumer may be used to verify receipt of goods.

Procedure for Verifying Invoice Accuracy

Within three working days after the arrival of the invoice and before receiving and paying for the purchase, complete the following steps to process the invoice.

1. Date stamp the invoice in the office shown in the "Invoice To" section on the purchase order. 

If an invoice for a purchase made by another DRS office is wrongly delivered, date stamp the invoice and immediately send it to the correct DRS office.

2. Check the invoice to see if any of the following information is missing, and resolve the missing information with the vendor now, or in step 4: 

· a description of the purchase, 

· the date services were provided (start and end date, date range, or specific dates), 

· cost, 

· consumer name, 

· purchase order number, 

· if applicable, documentation of third-party payment when a similar or comparable benefit is used, and 

· either 

· the vendor's printed name, or 

· a signature. 

3. Verify that vendor details on the purchase order are accurate by comparing them to the invoice. 

Notify Consumer Procurement and Client Services Contracting if there are differences in the vendor
· name, 

· number, 

· payment address, 

· phone number, 

· extension, or 

· fax number. 
4. Compare each good or service on the invoice to those on the purchase order. 

If there is a discrepancy (for example, date of service, quantity, CPT or MAPS code, no documentation of comparable benefits),

· resolve the discrepancy with the vendor, and 

· enter an explanation in case notes. 

If the error was in the invoice, notify the vendor in writing within 21 calendar days of receiving the invoice.

If the error was in the purchase order,

· change the existing PO, or 

· issue a replacement PO before receiving. 

If the invoice includes fees for late payment,

· do not pay the fees, 

· make a note on the invoice, and 

· subtract the late fees from the total. 
5. When all discrepancies are resolved, follow the steps below to acknowledge receipt of the invoice in the electronic case management system. 

When entering the invoice date,

· use the date the invoice arrived and was date-stamped by the DRS office named on the PO; 

· if the invoice had errors, use the date the error was resolved with the provider. 

When entering the invoice number,

· use the DRS document number if the provider 

· used the invoice provided by DRS, and 

· did not fill in the Provider Invoice/Reference Number space. 

· use "None" when the provider invoice does not have an invoice number, 

· enter the provider's invoice number when the provider assigns one; providers may assign an invoice number on a provider-generated invoice or on a system-generated invoice (DRS200, Provider Invoice); it is okay to leave out dashes or the lead alpha characters. 

Example:
Invoice number ID-63-01921-1-1-1
Data to enter ID6301921111 or 63-019211-1-1

When receiving goods and services for a provider that requires an account number,

· verify that the account number field in the PO Receive Items list window has an account number for the PO issuer's office (the electronic case management system automatically enters this number, provided the account is already established at the time the PO is generated; 

· if an account number does not appear in the account number field, but appears on the invoice, enter that number; 

· if an account number does not appear on the invoice or in the account number field, leave the account number field blank; do not enter "none" in the account number field. 

A list of account numbers is also available at DRS and DBS Account Numbers.

7.8.2 Verifying Receipt and Accuracy of the Good or Service and Acknowledging Receipt

(Revised 12/09)

Overview

Verifying receipt and accuracy of orders is an essential part of the purchasing process that actively confirms either that

· the goods were delivered in good condition and met specifications, or 

· the services were completed according to specifications. 

Once this condition is met, acknowledge receipt in the electronic case management system.

Provider Reports

In some cases, DARS purchases a service that requires the provider to develop and submit a report. For example, a medical examination results in a medical report. The receipt date is the date the exam (service) takes place. The report receive date is an additional date required for all services with reports. The report receive date is the date the report is received in the DRS office listed on the authorizing purchase order. You must enter the date in the electronic case management system within three working days of receipt of an acceptable, complete, and accurate report. See Chapter 5: Services, 5.5.4 Supported Employment Services/Quality Criteria for specific guidance about supported employment services reports.

Chapter 11: Technical Information and References, 11.6.5 List of Service Category Descriptions clarifies the service categories that correspond with the purchase of a service with a required report.
Verification

If it is difficult to contact the consumer or representative for verification,

· keep trying, and 

· document each contact attempt in case notes. 

When you contact the appropriate person,

· determine the status of the purchase, and 

· document the contact and receipt status in case notes. 

When you cannot contact the person, speak to the area manager for guidance.

When you contact someone other than the consumer or the consumer's representative, see Business Procedures Manual, Chapter 20: Confidentiality and Use of Consumer Records and Information.

For a one-time maintenance or transportation payment, the electronic case management system automatically creates the receive record(s) once a PO is generated. Therefore, the buyer needs to verify only the payment authorization.

Procedure for Verifying Receipt and Accuracy and Acknowledging Receipt

Complete the following steps within three days after arrival of a good or completion of a service, and before paying (for exceptions, see the beginning of this section.

1. Find the good or service in Chapter 11: Technical Information and References, 11.6.5 List of Service Category Descriptions. Follow the instructions in the table to verify that 

· the consumer or DRS office received the good or service, and 

· the good or service met specifications. 

2. When verification is complete, acknowledge receipt in the electronic case management system using the receive date in the table. 

· For each line item on the PO, enter the Receive Date, Unit Cost, and Quantity. 

· Save the receipt record. The system responds by asking to delegate the next transaction and shows a message that the receipt was saved successfully. 

3. Select OK to view the pick list of buyer comments for those specifications that require comments. Purchases made under the following Level One Specifications do not require buyer comments: 

· Maintenance 

· Transportation and Relocation Services 

· Testing, Licenses, Certifications, Board Exams, and Related Fees and Services 

· Training—College and University 

4. Check the comments that apply (one or more) and select Save; to add comments after the receipt is recorded: 

· in the PO Receive Line Item list window, select Buyer Comments, 

· in the Add Comments on Vendor Performance window, check the box next to each item that describes the provider's performance  and 

· select Save. 

Paying and Filing

Separation of duties is required between purchasing and payment. The same person must not create a PO and authorize payment for that PO;

· the person who generated or changed the PO, may receive but may not authorize payment; and
· the person who did not generate or change the PO, may receive and/or authorize payment for the PO. 

After verifying and acknowledging receipt of both invoice and the good or service,

1. authorize payment; 

2. record the PO number on the provider's invoice; 

3. file the documentation in the consumer's case file using procedures in Purchasing Policies, Documentation Buyers Must Keep; and 

4. after all goods and services and the invoice have been received and paid, close the PO. 

When a provider asks about a payment, see Business Procedures Manual, Chapter 23: Accounting, 23.4.1 Researching a Payment.

…
7.8.3 Using Interagency Transfer Vouchers (ITV)

…
Purchase Type Examples
Following is a list of examples for each of the four purchase types—services, service with required report, consumable goods, and nonconsumable goods:
· services: 

· hospitalization (nondiagnostic),
· CRP, 

· academic and vocational tuition and training, 

· room and board, 

· maintenance and transportation, 

· physician's services, 

· interpreter services, and 

· hearing aid fittings; 

· service with required report: 

· diagnostic hospitalization;
· diagnostic physician's services;
· general medical, specialist medical, and other medical exams;
· psychological and neuro-psychological testing;
· speech and hearing evaluation; and 

· nonmedical diagnostic services; 

· consumable goods: 

· paper, 

· pens and pencils, 

· printer cartridges, 

· file folders, 

· markers, 

· tape, and 

· office supplies; and
· nonconsumable goods: 

· tools and equipment, 

· telecommunications equipment, 

· computers, 

· office equipment, and 

· books. 

For detailed information, see Chapter 11: Technical Information and References, 11.6.5 List of Service Category Descriptions.

