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PURPOSE   
Provide procedures on how to obtain CDPH/WIC Division approval of a subcontract and 
guidelines for developing a written agreement with a subcontractor.   
 
POLICY  
The WIC local agency contract, Exhibit A, Scope of Work, Provision 6.A.16) requires 
that WIC local agencies request written authorization and receive CDPH/WIC Division 
approval prior to executing a subcontract exceeding $2,500.  Refer to the WIC local 
agency contract Exhibit D(F), Provision 5 requirements and the required procedures 
below. 
 
REQUIRED PROCEDURE 
I.  General Subcontract Requirements 

 
A. No work shall be performed by the subcontractor prior to receiving approval from 

the CDPH/WIC Division.  If work starts prior to receiving CDPH/WIC Division 
approval, then a WIC local agency is responsible for paying all subcontractor 
expenses from non-WIC funds if the subcontract is not approved.  

 
B. If a subcontract total is $50,000 or more, the subcontractor must complete a 

budget worksheet for all five (5) Line Items and include budget detail for Line 
Items 1 through 4. The entire subcontract must be submitted to the CDPH/WIC 
Division with the request for approval. 
 

C. When services are provided under a subcontract, the individual providing those 
services cannot be an employee of the WIC local agency because the 
subcontractor’s relationship must be at “arms-length” to avoid a conflict of 
interest. Also, to ensure compliance with State and Federal statutes governing 
the collection of payroll taxes, a WIC local agency must differentiate between 
employees of the WIC local agency and subcontractors. 

 
II. Local Agency Requirements  
 

The local agency is responsible for ensuring: 
A. All performance requirements of the subcontract are met; 
 
B. The subcontractor’s scope of work includes clear deliverables and is consistent 

with the WIC local agency Agreement, 
 
C. Payments are made to the subcontractor in a timely manner; 
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D. Copies of the following documents are kept on file at the WIC local agency for 
approval, inspection, and/or audit upon the CDPH/WIC Division’s request: 
 

1) subcontract approval documents from the CDPH/WIC Division,  
2) an original signed copy of each subcontract, and 
3) an explanation of the award process for each subcontract including 

bidding documentation. 
 
III. Elements of the subcontract 
 

A written draft of the subcontract (unsigned) between the local agency and the 
proposed subcontractor must be submitted to the CDPH/WIC Division for approval 
before it has been signed by either party and before services are rendered.  The 
subcontract must include the following information: 

A. The legal names of both parties (WIC local agency and subcontractor); 
 

B. Full address of both parties; 
 

C. Subcontractor’s Federal Taxpayer I.D. #; 
 

D. Subcontract term, including the beginning and ending dates.  The 
Subcontract terms may not begin prior to, or extend beyond the term limits of 
the WIC local agency Agreement; 

 
E. Maximum amount payable (subcontract amount), if the subcontract is for 

more than one (1) Federal Fiscal Year (FFY), the amount to be paid in each 
FFY; 

 
F. Record retention clause:  

“(Subcontractor Name) agrees to maintain and preserve, until three (3) years 
after termination of (WIC local agency Contract Number) and final payment 
from the CDPH/WIC Division to the Contractor, to permit the CDPH/WIC 
Division or any duly authorized representative, to have access to, examine or 
audit any pertinent books, documents, papers, and records related to this 
subcontract and to allow interviews of any employees who might reasonably 
have information related to such records.”; 

 
G. Reimbursement provisions (method, rate, frequency, etc.); 

 
H. Termination clause; 
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I. Scope of Work to be performed or provided, and any product to be produced, 
by the subcontractor; and 

 
J. Statement: “(Subcontractor Name) shall comply with all applicable federal, 

state and local laws, regulations, ordinances, and codes, and provisions of 
the WIC local agency Agreement.” 

 
IV. Approval Process 
 

The following documents must be submitted to the CDPH/WIC Division when 
requesting approval to enter into a subcontract or amend a subcontract.  The 
Authorization to Subcontract package must include: a cover letter, justification for the 
need to subcontract, a completed Request for Authorization to Subcontract Form, 
bid documentation, and an unsigned copy of the subcontract. 

 
A. Cover Letter 

A request must be submitted to the Contract Manager, in writing, on local agency 
letterhead.  The letter must include an original signature in blue ink of the WIC 
Director. 

 
B. Justification for the Need to Subcontract 

The cover letter must include the justification for the need to subcontract.  The 
justification must include all details for evaluating the necessity or desirability of 
incurring such a cost, including the following: 

 
1. The reason the WIC local agency is unable to perform the services to be 

subcontracted; 
2. An analysis and cost benefit of entering into a subcontract.  If subcontracting 

appears not to be cost effective, then the justification must include the 
rationale for the expense (i.e. efficiency, customer service, practicality, other 
benefits, etc.); 

3. The basis for determining the reasonableness of cost (rate of pay, recruitment 
barriers, etc.); and 

4. A detailed scope of work to be performed by the subcontractor. 
 

C. Request for Authorization to Subcontract Form 
The Request for Authorization to Subcontract Form shall be completed when 
requesting authorization to enter into a new subcontract agreement, or when 
amending an existing subcontract agreement exceeding $2,500.  This form must 
be completed and approved by the CDPH/WIC Division before 
execution/signature and prior to services being rendered by the subcontractor.   
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D. Bid Documentation 
Include three (3) bids from different sources for subcontract services, or a 
justification for the non-competitive bid award.  Refer to Bidding Process and 
Vendor Selection and Non-Competitive Bid Approval Requirements in the PPM 
1000-07 Procurement Requirements. 

 
E. Unsigned Copy of Subcontract 

A final draft of the written agreement between the WIC local agency and the 
subcontractor must be submitted to the CDPH/WIC Division for review and 
approval before execution/signature and prior to services being rendered by the 
subcontractor. 

 
Where to Submit 
The WIC local agency must submit one (1) original package to: 

California Department of Public Health 
WIC Division 
Attention: (Contract Manager) 
Local Operations Section 
3901 Lennane Drive 
Sacramento, CA  95834 

 
F. Review of Documents 

The CDPH/WIC Division will review the subcontract request and will notify the 
WIC local agency of approval or disapproval via returned copy of the Request for 
Authorization to Subcontract form.  If the Request for Authorization to 
Subcontract is not approved, the WIC local agency must make the changes 
requested and resubmit for approval, or withdraw the request. 

 
G. Action Upon CDPH/WIC Division Approval 

Upon receipt of approval of the subcontract or subcontract amendment, the WIC 
local agency may then execute the subcontract or subcontract amendment.   

 
H. Reimbursement for Subcontract Costs 

After a WIC local agency has received an approved Request for Authorization to 
Subcontract form from the CDPH/WIC Division, the WIC local agency may then 
claim reimbursement for subsequent subcontract expenses.  For subcontracts of 
$50,000 or more, the subcontractor must submit an invoice to the WIC local 
agency for approval.  The WIC local agency must include the amount on the 
invoice submitted to the CDPH/WIC Division.   
 
A WIC local agency must obtain prior approval from the CDPH/WIC Division, on 
behalf of the subcontractor, for procurement requests exceeding $2,500, (e.g., 
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equipment, supplies, services, etc.).  The WIC local agency is responsible for 
ensuring that the subcontractor’s procurements are approved per the 
requirements in PPM 1000-07 Procurement Requirements. 

 
 

AUTHORITY 
State Contracting Manual Volume 1, Chapter 3 
WIC local agency Agreement, Exhibit A, Scope of Work, Provision 6.A.16) 
WIC local agency Agreement, Exhibit E, Provision 5 
 
 
CROSS-REFERENCE 
PPM 1000-07 Procurement Requirements  
PPM 1000-08-A1 Request for Authorization to Subcontract Form 
 


