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Section 7 Pre-Employment Transition Services (Pre-ETS) 

Part 6 Fiscal Accountability and Authorization of Services 

Synopsis of federal requirements 

Rehabilitation Services (RS) must employ methods of administration to assure the proper and 
efficient implementation of the program. These methods must include procedures to ensure accurate 
data collection and financial accountability.  
 
34 CFR 361.12 
 
As a state agency, Pre-ETS must expend and account for public funds in accordance with state and 
federal laws and procedures.  Fiscal control and accounting procedures must permit the tracing of 
funds to a level of expenditures adequate to establish that such funds were spent in accordance with 
federal requirements and that there have been no violations related to restricted or prohibited uses of 
funds based on applicable laws.   
 
34 CRF 80.20(a)  
 
RS must have sufficient fiscal controls in order to track specific expenditures and assure that the 
expenditures were made only for the allowable purposes authorized for the Pre-ETS 
program.  Payments made directly to Pre-ETS students must be allowable, authorized and supported 
by original receipts, bank records, lease or rental agreements or other documentation.   
 
Reference:  Rehabilitation Services Administration 2012 Monitoring Report 

Authorizing services 

All services to be provided for students must be authorized in advance and paid through the Kansas 
Management Information System (KMIS).  KMIS tracks all service authorizations (obligations) and 
payments. 
 
All services must be authorized before they are provided in order for Pre-ETS to pay for them. This 
action is accomplished by completing a Service Authorization on KMIS.  The prior written Service 
Authorization must be issued before the service begins.  Only Pre-ETS Managers, Program 
Administrators, or assigned Administration Office personnel can finalize Service Authorizations.  
 
When authorizing services, the Pre-ETS Transition Specialist must determine the appropriate payee 
and payment method. 
 
Authorizations and payments to vendors 

A Service Authorization (similar to a purchase order) is issued to the vendor for a specified good or 
service and at a specified cost.  Upon completion of the service or delivery of the item, the vendor 
provides an invoice to Pre-ETS for payment.   
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 Vendors include:  
  
• Service providers for whom payment rates are established through provider agreement. 
• Vendors who sell specified goods and services.  If an item is available through a state contract, 

the contract must be used for the purchase unless a waiver (prior authorization) is provided in 
advance by DCF Procurement. 

 
Procedures related to vendor authorizations and payments 
  
• The vendor must be willing to accept the Service Authorization from Pre-ETS and invoice Pre-ETS 

for the good upon delivery or the service upon completion. 
• The vendor must have a W-9 form on file with the state’s accounting system. 
• A Service Authorization identifying the services, goods, or supports must be sent in advance to 

the vendor. 
• All purchases are exempt from state and local sales tax. A copy of the tax-exempt certificate is 

available at the following link: 
http://dcfnet.dcf.ks.gov/West/Documents/Divisions/FiscalServices/Tax%20Exempt_Exp_10_01_2
0.pdf 

• Upon receipt of the invoice, payments need to be made as soon as possible, but no longer than 
30 calendar days. 

• An Auxiliary Aids Equipment Loan Form must be completed by the student and Pre-ETS 
Transition Specialist for equipment purchased, and the form must be maintained in the case file. 
 
 Auxiliary Aids Equipment Loan Form  
 

• Vendor reports for services provided, as specified in the Service Descriptions, must be maintained 
in the case file.  These reports are supporting documentation that the funds were used for the 
purpose specified and as allowed by applicable statutes. 

 
Fiscal documents  

 For each purchase, all the associated authorizations and documentation should be grouped together 
for filing in the case file.  Authorizations and documentation to be grouped should include the 
following, as applicable to the specific purchase:  the service authorization, payment authorization, 
invoices, equipment loan forms and receipts/purchase documentation. 
 
Payment procedures 

Payments for items on a Service Authorization are created by Pre-ETS field staff. The Payment 
Authorization may be approved only by the Pre-ETS Manager, Program Administrator or Statewide 
Pre-ETS Program Administrator.  Every attempt will be made to process payments within 72 hours of 
receiving the invoice. Payments must be completed within 30 days from the day equipment was 
received by the student or Pre-ETS Transition Specialist or the day the invoice is received in the field 
office (whichever date is later), according to the Kansas Prompt Payment Act. Normally allow seven 
to 10 days for a payment to be processed so that the warrant will be dated by the 30th day.  
 

http://dcfnet.dcf.ks.gov/West/Documents/Divisions/FiscalServices/Tax%20Exempt_Exp_10_01_20.pdf
http://dcfnet.dcf.ks.gov/West/Documents/Divisions/FiscalServices/Tax%20Exempt_Exp_10_01_20.pdf
https://dcfnet.dcf.ks.gov/RS/Documents/RS%20Forms/Auxiliary%20Aids%20Equipment%20Loan.pdf
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Outstanding service authorizations must be monitored. Payments after the authorization expiration 
date will not be permitted because of federal “period of performance” requirements. KMIS will auto 
date all new authorizations with a one-year expiration date. If an authorization expires and the service 
is still needed a new authorization must be created. You are required to send the vender a 
cancellation notice of the expired authorization.  

You are only able to unauthorize the service authorization if you have not finalized the service 
authorization. If you are needing to cancel the authorization, you are required to do the 
following steps.  

1. Staff need to call/email to speak with the provider/vendor to let them know and ensure there are no pending 
bills associated with that authorization 

2. Send the cancellation notice to them 

3. Send to your RS Manager to cancel the authorization on KMIS 

4. Narrate your conversation, when you sent cancellation notice, person you spoke with, and authorization 
numbers that you cancelled on the date that it occurred 

5. Staple the authorizations and cancellation notice together and put in case file 
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