Capital Expenditure Requisition Process

Is Purchase above
$2,000?

NO

YES

Expense is OpEx: Expense is CapEx:
Vendor Quote Obtain Vendor
Follow Delegation of Authority Follow CapEx Available? Quote
Approval Matrix Approval Process

YES

Submit Vendor Info
to Accounts
Payable

Vendor
New or Existing?

EXISTING

Completed CapEx requisitions
will be marked pending Complete CapEx
Request Formon R
CapEx form sentto VP Finance The Pulse
& CEO for review and approval

Place order with
vendor.

Notify
Director of Finance

CapEx Requisition
Approved?

{4 Forward invoice to Asset Delivered?
Accounts Payable
with ETA on
Delivery Date

Wait for Approval
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