
Staff obtain Branch Manager (BM) 
Approval via Email Purchase 

Request Template

Section Director Approval

If Approved

SSO/Admin enters requisition in 
CAPPS and verifies budget is 
sufficient (If not, SSO/Admin 

contacts Section Resource 
Coordination Team for budget 

assistance)

Staff Identifies need for 
goods/service, etc.

If BM approves, 
Send template to 
Section Director

BM or designee approves 
Requisition in CAPPS

Budget QA Approval
(Resource Coordination Team 

approves as Budget QA in CAPPS)

Section Director or HCCEG 
Manager (Back-Up) Approves 

Requisition in CAPPS  ($25,000 
and under)

If Requisition 
Over $25,000

Requisition Routes in CAPPS to 
Associate Commissioner)

Requisition Routes in CAPPS to 
Level 1 Chartfield Approval/Level 

2 Approval (Budget Office)

Requisition Routes in 
CAPPS to PCS

*Staff must not purchase or receive 
goods or services without a PO or 
prior to the PO being issued. 

If BM denied, 
BM sends template 
back to requester

If denied, Section Director 
sends back to BM

*Requisition Sourced to PO
Goods and/or Services are 

Procured

PCS Buyer sends copy of PO to Requisition Enterer; 
Requisition Enterer sends copy of PO to Requestor (if 

assistance needed, contact Section Resource 
Coordination Team)

TB/HIV/STD Section Requisition/PO Process as of 3/25/19

BM informs staff 
requester


