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Subject: Capital Equipment Purchases

Policy: A Capital Equipment purchase is defined as any equipment purchased costing at least
$5000.00 per individual item with a life greater than two years. All Capital Equipment purchases
must be approved by respective Chief Officers, Administrators, or Division Heads (see
Administrative Policies # LD-1 Expenditure Authorization" and #EC-17 "Equipment Leasing").
Other authorizations such as Biomedical Engineering, Information Management, and Real Estate
Services must also be obtained if applicable. The Finance Department and Purchasing
Department will not process any request lacking appropriate approvals.

Purpose:

To assure that Capital Purchases are reasonable and justified and meet hospital guidelines
and/or standards.

Procedures:

1. Requestor

A Secures a Capital Expenditure Request Form (see attached form available from
Purchasing Department).

B. Fills out the form and supplies all necessary information.

C. Obtains approvals (see Section VIII, Routing and signature portion of the form) from
1-7 (if all are applicable).

NOTE: All electrical equipment must be approved by Biomedical Engineering.
All computer/network related equipment must be approved by the
Information Management Department.

All Real Estate/Facilities/Renovation and furniture purchases must be
approved by the Real Estate and Facility Services Department.

Submits approved request form to the finance Department, Box #26, for funding
approval.

Finance will then forward the original request to the Purchasing Department.
The Purchasing Department has a 5 day lead time to create a Purchase Order.
Purchasing will create purchase order and initiate contact with the vendor unless
prior arrangements have been as with items over $50,000.
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Il. Purchasing Department

Receives, date stamps and reviews the Capital request for completeness. Requisitions for
equipment reviewed by MD Buyline (two to three week process upon request) will be
submitted for price analysis. Orders will be processed in the approved manner. Please
note that a Purchase Order will not be created for any purchases without an approved
Capital Expenditure Requisition Form prior to invoices or delivery of the equipment.
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