ENPOINTE Capital Authorization Request
	Project #:
	

	Date:
	

	Requested By:
	
	Date:
	

	Cost Center:
	


Description of Request:      
Description of Benefits*:      
	Cost:
	     

	Installation:
	     

	Freight:
	     

	Tax:
	     

	Trade-in:
	     

	TOTAL:
	     


	Delivery Date:
	

	Terms:
	

	Preferred Vendor:
	

	Area Executive Team Member:
Less than $5,000
	
	Date:
	

	CTO Approval:

All Technology
	
	Date:
	

	CFO Approval:

$5,000 and greater
	
	Date:
	

	CEO Approval:

$5,000 and greater
	
	Date:
	


(Attach written vendor quotation)
*Attach additional documentation if necessary
CAPITAL AUTHORIZATION REQUEST FORM (ADMIN001) INSTRUCTIONS
Single/stand-alone expenditures less than $2,500 will be expensed as incurred (CAR form 
not required).

CAR form required for all Capital Expenditures greater than $2,500. Like assets, purchased at one time, can be pooled to reach the $2,500 threshold.

CAR form must be completed and approved prior to making a vendor commitment.

Capital Expenditure Approval Levels:

· <$5,000: require signature of requestor and approval by the Area’s Executive Team member.

· >$5,000: require approval of Chief Financial Officer and Chief Executive Officer

· Additionally, all Capital Technology expenditures must be approved by the Chief Technology Officer

Completed and properly approved CAR forms must be given to Accounting (Controller’s group) to assign project numbers and record in the Company’s books and records.
ADM001 0321

