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7.5 General Purchasing Policies

7.5.1 Definitions

…

Purchase order (PO)—A request for a provider to supply goods or services based upon specified terms and conditions.

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 Type Service Descriptions.

Report receive date—The date entered in the electronic case management system to indicate that the provider’s report detailing provision of services has been received. The date must be entered within three working days of receiving 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.
Specification—A specification

· describes a product or service to be purchased, and 

· enables DRS and the provider to communicate their expectations for the purchase. 

…
7.5.8 Exceptions to Contracts
Doing Business with Providers Who Do Not Have a Contract
When contracts are the required instrument to establish a business relationship, case-by-case exceptions may be approved only in situations where the exception is
· in the best interest of DRS, 
· in the best interest of the DRS consumer, and 
· determined not to be in violation of any state or federal laws. 
Send well-justified requests through the management chain to the manager of Consumer Procurement and Business Services for final approval. You will receive instructions on how to complete the purchase when the exception is approved.
Exceptions to Existing Contracts

Hospital contracts allow certain payments in lieu of or in addition to the contracted rate when the consumer's circumstances warrant.  See “Exceptions to payment rate limits” under Chapter 5: Services, 5.3.3 Hospital Services for instructions including use of DARS3422, Reduced Payment Agreement.
When the area manager authorizes any other exception to a policy regarding a service provided under a contract, such as changes in the service description so that the service is individualized for a specific consumer, approval must be
· recorded on DARS3472, Contracted Service Modification, and 
· counter-signed by the contractor. 
A copy of the completed DARS3472 must be retained in the
 DRS consumer file. 
· 
· 
Forward copies of the completed DARS3472 to
· the contract manager,
· the regional consumer contract specialist (RCCS) in each region, and 
· Consumer Procurement and Business Services for inclusion in the official contract file. 
See Standards for Providers, Chapter 1: Basic Standards/Changes to Services (1-0515).
Exceptions to Contracted Fees
Fees in excess of the contracted fee for a specific service are not authorized, and area managers may not authorize an exception.
. . . 

7.5.23 Receiving Goods, Services, and Invoices

In the electronic case management system, enter the

· receive date within three working days after the receipt of goods or the completion of services, 

· invoice date within three working days after the receipt of the complete and accurate invoice, and

· report receive date (if applicable) within three working days after receipt of the complete and accurate report.

Examples
If the goods are received on Monday; the receive date for the goods must be entered by the end of the day on Wednesday.

If the invoice is received on Tuesday; the invoice date must be entered by the end of the day on Thursday.
If the report is received on Monday, returned to the provider for revisions and received with the necessary revisions on Thursday, the report receive date, indicating that the counselor has accepted the report as complete and accurate, must be entered by the following Monday.

…

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

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 Type Service Descriptions clarifies the type services that correspond with the purchase of a service with a required report.
