Purchasing Policy
Purpose
The purpose of this policy is to ensure that all purchases made by [Organization Name] are necessary, reasonable, and consistent with the mission of the organization, while maintaining compliance with the requirements of the Office of Criminal Justice Programs (OCJP), federal procurement standards (2 CFR 200), and other applicable regulations. This policy also ensures equitable and consistent use of funds for client assistance.
Scope
This policy applies to all staff, volunteers, and board members who are involved in purchasing goods, services, or providing direct assistance to clients with grant or organizational funds.
Policy Statement
[Organization Name] will maintain purchasing practices that:
· Safeguard against misuse of funds.
· Ensure compliance with all OCJP and federal grant requirements.
· Establish clear limits and approval processes for client assistance.
· Provide transparency and documentation for all expenditures.
· Prevent conflicts of interest in purchasing decisions.
Procedures
1. Client Assistance
· Assistance amounts will be limited to [$] per individual or [$] per household annually. Exceptions may be made on a case-by-case basis with written approval from the Program Director (or designee).
· Assistance frequency is limited to [once per quarter / once per month / as determined by program participation guidelines].
· Staff must document attempts to access community resources prior to the use of grant funds.
2. General Purchasing Standards
· Purchases must be necessary and directly related to program activities.
· Competitive quotes or bids are required for purchases above [$___].
· All purchases must be documented with receipts, purchase orders, or assistance forms.
3. Approval Authority
· Program staff may authorize purchases up to [$___].
· The Program Director may authorize purchases up to [$___].
· Purchases exceeding [$___] must be approved by the Executive Director.
· Purchases exceeding [$___] require Board approval.
4. Large Purchases and Special Items
· Any purchase exceeding $5,000, or considered a large or unusual purchase (such as a vehicle), requires prior approval from OCJP and the Board of Directors.
· Legal counsel must be consulted on purchases with potential liability concerns.
5. Conflict of Interest
 No staff member, board member, or relative of such persons shall personally benefit from organizational purchasing decisions. All potential conflicts must be disclosed and managed according to the organization’s Conflict of Interest Policy.
6. Documentation
 All purchases must be supported with appropriate documentation, including receipts, purchase orders, bids, and approval forms, and maintained in organizational records for audit purposes.
*Please note that this is just a sample procedure, and the specific steps you take will need to be tailored to your organization's unique circumstances. You should consult with an attorney or other qualified professional to ensure that you are complying with all applicable laws and regulations.

