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Construction and Properties 
PURCHASE ORDER PROCESS 

Capital Assets Management 

1. Agencies submit all purchase orders (POs) via the PeopleSoft workbench. Provide a justification (i.e., reason for
the encumbrance of funds) in the Header section.

2. Provide a description of the work being performed in the Item/Description field.

3. Small/IDIQ/RAMP/Paving projects: Email the dispatched PO with a Project Request (CAP Form M701) and all
other corresponding documents. Large projects: Email the dispatched PO with the signed contract and all other
corresponding documents.

4. Incorrect or incomplete POs will be routed back to the agency for correction. Refer to the comment section for
the denial reason.

5. CAP will not dispatch POs or provide them to the agency. Agencies must dispatch their own POs.

6. CAP will continue to send the PO with the Notice to Proceed to the vendor. CAP recommends the agency not to
send the PO to the vendor.

7. All CAP PO amounts more than $10,000 are to be signed by the CAM administrator. Any PO not signed by the
CAM administrator will not be accepted.

8. Any changes to POs adding funds (e.g., Change Orders) are to be added as an additional line item with a
description easily identified by CAP.

9. Prior to submitting your PO, review the following for correctness:

a. Valid budget check.

b. Valid doc tolerance.

c. Item Description should be detailed to work being performed.

d. Line items should be identified. The preferred location is line item comments. (Example: Contract period
July 1, 2024 – June 30, 2025. The first of four options to renew.)

e. Verify the correct Category Code/Item ID is used. The below images include the appropriate category
codes for CAP. If you find it necessary to use a different code, please confer with CAP first.
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