APPROVAL SIGN OFF LIST

	Services Or

Circumstances
	Forms Requiring Approving Signature
	Branch Manager  or 
Designee
	Director of Program Services or Assistant Director 

	Agreement for Services (OVR-9)
	Agreement for

Services (OVR-9)


	X
	

	Authorizations-

Expenditures of $10,000 or more (including home or vehicle modification, & self employment)
	Pay Authorization 

IPE or Amendments
	X
	X
or Self Employment Coordinator

	New Counselors-

First 6 months
	Eligibility statement
IPE & Amendments

	X
	

	Personal Care Assistant

(Hiring Family Member)
	Progress Note
	X
	

	Price Contract and Bid Items – Expenditures of $3,000 or more
	IPE or amendment
Non pay authorization
Attach itemized list
	X
	Finance Officer

	Training- Graduate

Level (if different from the initial vocational objective)
	IPE or Amendments 
	X
	

	Mental Restoration Services – Requiring more than 18 sessions including 
	IPE or Amendments 
	X
	

	Training-In foreign

Countries
	IPE & Amendments 
	X
	X

	Contingency Fund
	Letter to Assistant Director (See Policy & Procedures Manual for guidance)
	X
	X
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