[image: WorkSource Spokane Logo]
WorkFirst
 (
         
Detailed Steps
) (
  
Step-by-Step 
Important Facts   
Overview
)Process: Create a Voucher – JAS/JFS
A voucher is a payment authorization used by WorkFirst to pay a vendor for support services provided to WorkFirst participants.
Important Facts About This Process:
1.  A voucher may be used to pay for either a product or a service.
2. Before issuing a voucher, ESD WorkFirst Counselors must document the following in e-JAS:
a. Any Community Based Resources available in the area to meet the need.
b. Why the product or service is necessary for job search, work or safety.
c. If the WorkFirst participant is employed, whether or not he/she can contribute to the cost of the Support Service.
Process Steps:
For a detailed, step-by-step process to create a voucher in JAS/JFS, click on the following link to the WorkFirst Internal Control Manual, Section 4: Step-by-Step-Creating a Voucher in JAS.
Policy / Mandates Informing This Process
Creating a Voucher, WorkFirst-Internal Controls Manual, Section 4
Documenting in eJAS, WorkFirst Program Standards, Item 20
WorkFirst Point of Contact:
WorkFirst Administration Unit
1-800-339-3981
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