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SAWDC Property/Equipment Management Policy #201

Attachment A

Subrecipient Request to Purchase/Lease

	1. Subrecipient to fill out Request for Purchase/Lease Authorization (RPLA) (most recent date) form.  


	2. WDC Accountant approves authorization and gives RPLA to WDC Director.



	3. WDC Director approves authorization and gives RPLA to WDC Inventory person.



	4. WDC Inventory person scans into computer.



	5. WDC Inventory person e-mails approved RPLA to the designated Subrecipient Inventory person and cc’s WDC Accountant.



	6. Subrecipient to purchase item.  Subrecipient to invoice WDC for entire purchase at one time.  Title for all purchased items ultimately rest with the Federal Government.  Unless otherwise specifically mentioned, all property purchases are made with WIA funds. 


	7. Designated Subrecipient Inventory person fills out the Official Inventory Sticker Request (OISR) (most recent date) form to request  WIA and Washington State stickers from the WDC Inventory person.



	8. Designated Subrecipient Inventory person faxes or e-mails the OISR (most recent date) form to the WDC Inventory person.



	9. WDC Inventory person mails the Approved Request for Inventory Stickers (ARIS) (most recent date) Form to the designated Subrecipient Inventory person with the WIA stickers and the Washington State stickers.



	10. Designated Subrecipient Inventory person applies WIA and Washington State Stickers to the equipment.



	11. WDC Inventory



	12. Designated Subrecipient Inventory person to notify WDC Inventory person if equipment is moved from original location.
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SAWDC Property/Equipment Management Policy #201

Attachment A

WIA REQUEST FOR PURCHASE/LEASE AUTHORIZATION

To:  


SAWDC Director:______________________________
FROM:

____________________________________________
SUBRECIPIENT:
____________________________________________
REQUIRED FOR PURCHASE OR LEASE OF NON-EXPENDABLE PERSONAL PROPERTY WITH A PER UNIT COST OF $300.00 OR MORE AND/OR WITH A USEFUL LIFE OF MORE THAN ONE YEAR. Reference Policy # 201.  Title for all purchased items ultimately rests with the Federal Government.  Unless otherwise specifically mentioned, all property purchases are made with WIA funds.
I here by request authorization to purchase/lease the following item(s):

Item Description:  
_______________________________________________
Number of units to be purchased:
_______________________________________________
Unit Cost of items to be purchased:
_______________________________________________
Total Cost:
_______________________________________________
Is Item in Current Program Year Subrecipient Budget to Purchase or upgrade?
Yes


NO



If YES, what line item #?



If NO, what Grant and Grant Number are you using to purchase/lease item?



The personal property described above will be used in subrecipient Agreement operation as follows:

Selection of the proposed purchase/lease item complies with the procurement standards described in SAWDC Policy.  I understand additional information may be required in order to evaluate this request for approval and will maintain all necessary documentation to support the needs assessment and procurement procedure.  The Subrecipient recognizes approval for purchasing/leasing this item is contingent upon fund availability in the appropriate line item of the effective budget of the Subrecipient Agreement.  The Subrecipient understands a response to this request may take up to 14 days.  If a higher-level approval is required, the response will take longer.

Subrecipient Signature

Date

---------------------------------------------------------------------------------------------------------------------------------------
FOR SAWDC ADMINISTRATION USE:

The subrecipient request for purchase/lease of personal property as described above is approved contingent upon fund availability in the appropriate line item of subrecipient’s approved budget.

SPOKANE AREA WORKFORCE DEVELOPMENT COUNCIL APPROVED:

(Printed name:
Peg Waldron
)
Date Effective
Assistant Director Workforce Operations
(Printed name:
Mark Mattke
)
Date Effective
Workforce Strategy and Planning Director 


(Printed Name:
Gordon Gutterud
)

Date

Accountant

RPLA 2/14/08
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<Date>

TO:


Property Manager


FROM:



SUBJECT:

Inventory Stickers

	


I am requesting inventory numbers for the items listed below:

	Mfg Name
	Grant #
	Inventory Description
	Serial #
	Cost
	Item location
	Purchased New/Used
	Date of Acquisition

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


OISR 2-20-08
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<DATE>

TO:
<Subrecipient>

FROM:
Property Manager
SUBJECT:
WIA Inventory Stickers

	


Enclosed are your WIA inventory and Washington State stickers for the items below.  Please note that I have assigned the number to the item. 

	WIA Number
	Mfg Name
	Inventory Description
	Serial #
	Cost
	Item location
	Purchased New/Used
	Date of Acquisition
	Purchased From

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


RRIS 2-20-08
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