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QF 6002.02: Capital Request Shortform (Approved Budgeted CAPEX)
Capital Purchases exceeding $1,000 ex GST in accordance with Procedure QF6002
All unbudgeted capital expenditure must be approved by the applicable General Manager
	

	Capital Addition Details
		CAPEX Number
	
	Capex Amount ex GST 

	Description
	


	Location 
	Address

	Number

	Business Unit
	Name

	Number

	
	
	

		☐	Land and Building
	☐	Plant and Equip
	☐	Software
	☐	Motor Vehicle







	
		
	

	☐Replacement of Asset Number 
	

	☐New Asset
	




	

	
	Funding Source
	
	☐	Grant Funded

	
	
	
	
	

	Procurement Strategy
			
	
	Asset management
	All other purchases

	☐	>$5,000
	One quote FM contractor written or verbal quote from a FM Contractor
	One written or verbal quote 

	☐	$5,001-$50,000
	Two quotes written quotes or one quote as per contract rates from a FM Contractor
	Three written quotes

	☐	>$50,001
	Three written quotes or from FM Contractor or other supplier if applicable
	Expression of Interest or Tender required







	
		
	
	
	
	

	Quote Number
	Received From 
	Quote Amt(ex GST)
	Trade in Value
	Change Over Amt

	
	
	$
	$
	$

	
	
	$
	$
	$

	
	
	$
	$
	$




	
	

	Finance Confirmation
	Completed by Finance 
	Confirmed CAPEX
	☐	
	

	
	
	
	

	Name 
	

	Position

	Signature
	

	Date




	
	

	
	

	Requested By
	Completed by Requestor
	Name 
	

	Position

	Signature
	

	Date




	
	

	CAPEX Approval
	Completed by Financial Delegate (refer DOA)
	Name 
	

	Position

	Signature
	

	Date




	
	

	
		Purchase Order Number
	

	
	Service notified of approval to proceed on
	Date

	
	
	
	
	

	MEX Work order 
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