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Monmouth County Workforce Development Board  
Subrecipients Procurement Policy for Non-budgeted Purchases 

  

POLICY OVERVIEW 

 

This policy establishes guidelines for the procurement, use, and management of goods and 

services outside of the approved budget by subrecipients of the Monmouth County Workforce 

Development Board (MCWDB)/ One Stop Career Center. The policy ensures that goods or 

services are purchased efficiently, cost-effectively, and in compliance with applicable regulations 

and funding requirements, including relevant Training and Employment Guidance Letters 

(TEGLs) issued by the U.S. Department of Labor and WIOA regulations. 

 

PURPOSE 

 

The purpose of this policy is to: 

 

1. Ensure that goods or services are procured and used in a manner that supports the 
operational needs of the MCWDB. 
 

2. Promote cost-effectiveness and prevent wasteful or unnecessary expenditures.  
 

3. Ensure compliance with all relevant federal, state, and local regulations, including TEGLs 
and WIOA guidelines. 

  

BACKGROUND  

 

This policy applies to all subrecipients of the MCWDB who utilize funding provided for 

procurement of goods or services. Subrecipients must comply with all applicable federal and 

state regulations regarding the use of funds. Subrecipients must avoid any conflicts of interest in 

the procurement process. Subrecipients must do their due diligence and adhere to best 

practices. Employees involved in procurement decisions must not have any financial or personal 

interest in the vendors selected, as stipulated in TEGL 35-10. 
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METHOD OF PROCUREMENT  

 

1. All non-budgeted purchases should be reviewed and approved by MCWDB.  For the 

purchase to be allowable, this request must be submitted to MCWDB using the 
Subrecipient Request Form For Non-Budgeted Purchases attached and approved in 

writing before the cost is incurred. 

 

2. Purchases $3,000+: For purchases exceeding $3,000, subrecipients must obtain at least 

three quotes from different vendors to ensure competitive pricing. Allowable exceptions 

can be made subject to MCWDB approval on a case-by-case basis.  

 
3. Bulk Purchasing: Where it is feasible, subrecipients are encouraged to purchase supplies 

in bulk to benefit from cost savings. 
 

4. Purchase Orders: All purchases must be made using an official purchase order form, 

approved by the designated financial officer of the subrecipient organization. Purchases 

that are not included as line items in the approved budget must be submitted to 

MCWDB and approved in writing before the cost is incurred. 

 

 AUTHORITY AND MANAGEMENT 

 

1. Authorized Use: Goods or services procured must be used exclusively for activities 
related to the programs or services funded by the MCWDB. Personal use of office 
supplies is strictly prohibited. 
 

2. Record Keeping: Subrecipients must keep accurate records of purchases, including 
receipts, invoices, and purchase orders, for a minimum of three years, in accordance 
with CRE 200.334. 
 

3. Reporting: Subrecipients may be required to submit quarterly reports to the MCWDB 
detailing expenditures and inventory status. 
 

4. Audit and Compliance: The MCWDB reserves the right to conduct audits to ensure 
compliance with this policy. Subrecipients must provide access to all records related to 
office supply purchases upon request. 
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VIOLATIONS OF POLICY 

 

Non-compliance with this policy may result in denial of reimbursement, disciplinary action, or 

other corrective measures. Written notice will be issued by MCWBD to any violations. 

 

POLICY UPDATES 

 

This policy is subject to change at any time. This policy will be reviewed annually by MCWDB 

and revised as necessary to ensure compliance with current regulations and organizational 

needs.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

By implementing this policy, the Monmouth County Workforce Development Board aims to ensure that 

goods or services are managed responsibly and in a manner that supports the efficient operation of its 

programs. Any Circumstances outside of what is described herein must be presented to and reviewed by 

MCWDB. Any adjustments to this Policy will be at the discretion of the MCWDB. 
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Subrecipient Request Form For Non-Budgeted Purchases 

 
Requestor Information 

Organization:  

 

Date: 

 

Requester Name:  

 

Contact Information:  

 

 
Purchase Details 

Item/Service Description: 

 

 

 

 

Quantity  

 

 

Price/Unit  Total Cost: 

Vendor Information: 

 

 

Vendor Contact Information: 

 

 

 

Program/Purpose: 

 

 

 

 

Justification: 

 

 

 

 

* For purchases exceeding $3,000, subrecipients must obtain at least three quotes from different 

vendors to ensure competitive pricing. 
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Print Name 

 

Title 

 

Signature 

 

Signature Page 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Monmouth County Workforce Development Board  

 

Print Name 

 

Title 

 

Signature 
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Requestor Information 
· Requester Name: The individual initiating the request. 

· Date: The date the request is submitted. 

· Organization: The organization requesting the expense. 

· Contact Information: Requester phone number and email address. 

Purchase Details 
· Item/Service Description: A clear and detailed explanation of what is being purchased. 

· Quantity: The number of items or units requested.  

· Price/unit: The price for each unit being purchased. 

· Cost: The total cost of the purchase, including any taxes or fees. 

· Vendor Information: The name and contact information of the vendor. 

· Vendor Contact Information: The address, phone number and email address information of the vendor. 

· Program: Which program will these items be utilized for. 

· Justification: A clear and detailed explanation of why this purchase is needed. 

 

 


