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PURCHASE PRINCIPLES

A.
While it is important in times of financial restrictions and when individuals are being placed on waiting lists, we believe that the following principles are always good rehabilitation practice and should be followed by the staff of  Iowa Vocational Rehabilitation Services (IVRS):

1.
IVRS only purchases goods* (items/models) or services** that allow a job candidate to achieve their vocational objective.  IVRS will not pay for additional features that exceed the requirements to meet the job candidate’s vocational objective.  Job candidates will have the option of purchasing, at their own expense, those features that exceed vocational needs, but may enhance the individual’s family or social life.

2.
IVRS seeks and purchases the most economical goods (items/models) or services  that meet the job candidate’s vocational needs.
3.
IVRS will inform job candidates that any change to planned purchases must be discussed and approved jointly prior to making a purchase.  
4.
IVRS will encourage all job candidates to develop strategies and savings programs to pay for replacement goods (ítems/models) or upgrades.
5.
IVRS requires staff to obtain three itemized, competitive bids for goods (ítems/models) and services  that are $5,000 or higher.

a.  Case file documentation is required that inlcudes:

i.
results of staff efforts to explore costs prior to purchases

ii.  
explanation if fewer than three bids/responses are received
iii.
the scope of work to be performed for any vehicle and home modifications, time involved, supplies needed, cost(s), timeframe 

for work completion, diagrams of the project when applicable, and


an assurance the provider has liability and workers’ compensation


coverage as well as the applicable permit and license. 

6.
IVRS does not make modifications to property not owned by the IVRS job candidate or family 
B.
When considering what goods (items/models) or services to purchase for a job candidate the following questions should always be asked:

1. Is the good or service necessary and required by the disability so the individual can successfully perform the training/job function?
2. Is the good or service truly needed for the individual to be able to do the essential functions of their job?
3.
Is there an economical good or service that will permit the individual to perform the essential functions of their job?
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4.
Are there other parties or entities responsible for providing or contributing to the cost(s) of a good or service?


C.  Exceptions:

1.  Supervisory approval and justification documentation are required if the lowest bid is not accepted for purchases that are $5,000 or higher.
2.
Supervisory approval and justification documentation are required to exclude a vendor’s bid due to known questionable business practices. 

3.  Supervisory approval, with consultation of the Bureau Chief, is required if it is not possible to obtain three bids for a service or good.

*Goods:  Items/models that are produced; then traded, bought or sold; then finally consumed. 

**Services:
Work performed by one person or a group of people that benefits others. 
October, 2013
[image: image1.emf]

