
VZ Labs employee wishes to
purchase capital equipment or

tools

East

Completed checklist
attached to invoice which is
sent to EA by Capital Mgr

Reviewed and approved by
Capital Manager in

PeopleSoft

Process Owner:
Darwin Straker

      White Plains, NY
    914-644-2064

Capital Purchasing
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This document describes the process for purchasing capital tools and equipment
for VZ Labs.

Reallocate if funds not
available for that project

Completed Vendor
Assessment Form received

by Capital Manager; entered
into Vendor Assessment DB

End

Supplier bill entered by EA to
PeopleSoft for payment

2For East or West? West

Capital Manager (fNYC or fBA) is
contacted and verifies that it is

capital and not expense

Determine if budget for project is on
predetermined capital allocation list -
and item is within remaining budget

Capital Allocation
Excel Spreadsheet

approved by
Program Mgt

PeopleSoft

Capital Manager verifies
availability of funding  in

PeopleSoft

w Before submitting capital request,
originator obtains Director approval

w

Vendor invoice received;
Vendor Assessment Form
sent to originator by Cap

Mgr

Purchase Order Issuance
Process

Lotus Notes
Capital &
Expense

Tracking DB

VTO Capital
Expenditure

Justification Sheet

Approved Capital
Allocation Checklist

w Asset Mgr contacted for tag;
Access DB updated w/ tag #

wTool tag sent to custodian
via registered CO mail;

affixed to equipment by user

Capital Allocation
Checklist

w

� Completeness & accuracy
� Correct project ID
� Business purpose
� Director ID
� $ Amounts

w

Reviewed and approved by
Director or above

VZ &VTO
Approval Authority

Policy

Vendor Selection
Process

wRequirements (itemization,
vendor info, tool tag info. price
quote, VZ discount, approved
supplier, etc.)

w

Go to Page 2

Equipment specifications
entered into Access DB by

Cap Mgr

Access DB

Equitrack

If calibration involved,
enter specs to

Equitrack by Cap Mgr
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capital_justification_form.doc
capital_checklist.doc
capital_checklist.doc
http://technology.verizon.com/html/bt_formslibrary/capital_justification_sheet.doc
capital_allocation_checklist.doc
capital_allocation_checklist.doc
http://technology.verizon.com/html/ec_polprocedures/docs/signingapprovalpolicy1.1.doc
http://technology.verizon.com/sit/pdf/qm04-30-2003-001v2.pdf
http://technology.verizon.com/sit/pdf/qm04-30-2003-001v2.pdf
capital_managers.doc
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Capital Expenditure
Requisition Package

assembled by originator
and approved by D+ and

forwarded to Finance Mgr

Finance Manager Reviews
verified avail. of funding and

assigns required finance
reference numbers

Capital Manager reviews Capital
Expenditure Requisition Package

- Selects/contacts vendor if
appropriate

Print PO & send to vendor if
appropriate

End

Process Owner:
Doug Cate

Waltham, MA
781-466-2383

Capital Expenditure
Requisition Packagew

� CER Form
� Material Requisition
� Capital Expenditure

Justification Sheet
� Vendor Quotes

w

VZ &VTO
Approval

Authority Policy

w

Reviewed for:
� Approvals
� Verify qualifies as nonregulated capital
� Budget $ availability
� Assign SAP Acctg. Codes to establish

"asset shell" and SAP number
� Account Class
� Tax treatment determination

w

Request for SAP Asset Number
form completed by Finance Mgr &

sent electronically to Property
Operations, San Angelo, TX

Excel Request
for SAP Asset

Number

SAP Asset # assigned & asset shell established
in San Angelo; recorded on Excel Request;

returned electronically to Finance

Asset # entered on Material Req Form;
sent to Capital Manager by Finance Mgr

Capital
Expenditure
Requisition
Package

Purchase order entered into SAP and
PO info into Lotus Notes DB by Cap

Mgr; obtain PO #; copy of PO
forwarded to Finance Manager

Review pending POs to
determine if delivered & paid

Order received by Shipping &
Receiving; receipt entered into

SAP by Shipping & Receiving

Accts Payable, San Angelo TX,
receives vendor invoice, matches
with receipt & PO; posts invoice to

SAP and pays vendor

If no invoice or delivery,
contact vendor

Equipment tagged by Capital
Manager; info entered into VZ
Labs Equip DB and ACET DB
and fwded serial # to Finance

Mgr

ACTERNA
ACET DB 

Finance Mgr emails serial # and
other required info to Property

Operation to complete asset shell
data

Excel
Spreadsheet

Continued from
Page 1
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Capital Purchasing

w

If calibration
involved, info
entered in ACET.

w

Capital Allocation
Excel Spreadsheet

Lotus Notes Capital &
Expense Tracking DB

SAP

Notes Cap
Mgt DB

http://technology.verizon.com/html/ec_polprocedures/docs/signingapprovalpolicy1.1.doc
http://edirectory.verizon.com/ldap/CorpDirServlet?sn=desorg*&givenname=e*
http://edirectory.verizon.com/ldap/CorpDirServlet?sn=cate&givenname=doug*
capital_expenditure_req_pkg.shtml
capital_expenditure_req_pkg.shtml



