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)Process: Create a Voucher – JAS/JFS – Supervisors
A voucher is a payment authorization that ESD uses to pay a vendor for support services for WorkFirst participants. 
Important Facts About This Process:
Prior to signing the Batch Header sheet certifying that it is complete and accurate, review the following:
1. Each voucher was date stamped by the person who opened the mail to verify the date the voucher was received from the vendor.
2. The batch is correctly identified as Vendor, Warrantable or Non warrantable.
3. The voucher includes the required signatures: 
a. Participant. 
b. Counselor signature and date. 
c. Vendor signature, title, and date. 
4. Verify that the voucher was embossed.
5. The voucher includes the correct subcategory according to the Support Services Directory.
6. The Same vendor name and address is on the voucher and the receipt. Items listed on the voucher are the same as items on the receipt.
7. Documentation in eJAS notes follows the WorkFirst Handbook 2.2 and includes: 
a. Why the support service is necessary. 
b. What product or service provided. 
c. If community resources were considered. 
8. For license tabs and fees, documentation in eJAS notes follows the Support Services Directory and the WorkFirst Handbook 2.2 and includes verification that the participant is the registered owner of the vehicle and the make and model.
9. For vehicle repairs, documentation in eJAS notes follows the directions in the Support Services Directory and the WorkFirst Handbook 2.2 and includes: 
a. Verification that the participant is the registered owner of the vehicle and the year and make of vehicle. 
b. The two estimates considered, including name of vendors and cost. If the vehicle is inoperable, see the Support Services Directory. If two estimates aren’t available, the reason is documented in eJAS notes. 
c. Whether or not the participant could contribute to the vehicle repair cost. 
10. For vehicle repairs, 2 written estimates (except when not possible) are attached to the voucher.
11. For tools, documentation in eJAS notes follows the directions in the Support Services Directory and the WorkFirst Handbook 2.2 and includes: 
a. Verification from employer (Statement of Tools Required) that the participant needs tools to start work (or training) and that all employees (or students) doing the same job are required to have these tools. 
12. For tools, a copy of the Statement of Tools Required is attached to the Voucher.
13. If the vendor provides an invoice or transaction number, it is noted on the voucher under the total amount line. (See Completed Voucher Example in Section 4 and the Vendor List in Section 5 of the Internal Controls Manual.)
14. The appropriate worker completed each step of preparing and entering.
15. The appropriate worker signed and dated each section of the batch header sheet.
16. All the supporting documentation is attached.
17. For OJTs, attached documentation is as directed by the WorkFirst Handbook 4.3.3
18. Supervisors can’t cancel a voucher after it is paid.  The ECDD WorkFirst Program Administration unit must be contacted in order to cancel a voucher after it is paid.
Performance Measures:
There are no Performance Measures for WorkFirst vouchering. WorkFirst staff must follow Internal Control Manual for creating a voucher.
Electronic Access:
1. JAS/JFS
2. eJAS
 (
Other Resources
Important Facts
)Process Desk Aids
1. Step by step directions and tips for Vouchers: WorkFirst Internal Controls Manual, Section 4
2. Create a Voucher – JAS/JFS
Policy/Mandates Informing This Process:
1. WorkFirst Internal Controls Manual Section 4  (Step by Step) 
2. Support Services Directory 
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