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MEMORANDUM 
 
DATE: March 17, 2010 
 
TO: All State Agency Appointing Authorities 
 All State Agency CPOs 
 
FROM:  John W. Morrison, AIA 
 State Construction Administrator 
 Department of Central Services, Construction and Properties Division 
 
RE: Construction and Properties (CAP) FY10 Closing Dates 

Contract Renewal Reminder 
“Doing Business with CAP” Spring Seminar 
Updated Information on CAP Web site 

 
  
FY10 Closing Dates 
We are again extending the closing dates to give agencies more time to prepare & send requisitions for state-
funded projects as follows: 
 

• May 3, 2010 - FY 2010 Requisitions for publicly bid construction projects over $50,000.00 estimated cost.  
Incomplete bid documents may delay the bid schedule and not allow contract award on time. 
 

• June 1, 2010 – FY2010 Requisitions for projects $50,000.00 and below for award on agency solicited 
quotes.  Please provide a complete package of required procurement documents as outlined in CAP 
Form M800 and inform the recommended bidder of the urgency of signing and returning contract 
documents.  Documents may need to be hand-carried by the Using Agency or vendor for signatures. 

 
Due to the number of contracts that we will handle from now until the end of the fiscal year, we request that your 
agency start processing requisitions for FY 2010 as soon as possible. If you have multiple projects, please 
stagger them out if you can. Now is the time to start work on those projects that need to be completed by our 
division before the end of June, 2010. 
 
Please make sure all drawings and specifications are complete.  Incomplete specifications or drawings, 
proprietary bids, sole source specifications or those prepared by vendors will delay the start of your project.  If you 
have questions, please give us a call at 521-2112. CAP will be happy to assist you in the preparation of these 
documents. 
 
If a consultant is required to prepare the drawings and specifications and has not been selected, please start the 
selection process immediately.  We have multiple consultants on IDIQ contracts to expedite this process. 
 
Requisitions for FY 2011 can also be received at this time.  Please mark the requisitions prominently with the 
number “2011” so that they can be readily separated from FY 2010. 
 
Please contact CAP if you have special needs unique to your agency. 
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Contract Renewal Reminder 
Now is the time to send your requisitions for annual renewal of Multi-Year Service Contracts.  Please remember 
to note the DCS project number and to include a DCS-CAP Form M701, which can be found on the CAP website, 
with a Purchase Order for the CAP Fee.  If you choose to cancel your contract, please notify CAP in writing no 
less than 40 days before the end of the current time period on the contract. 
 
PeopleSoft Term Codes for CAP 
 
A complete list of PeopleSoft Term Codes for use on requisitions for CAP projects can be found on our website. 
 
Doing Business with CAP Seminar 
 
Construction & Properties will host the spring “Doing Business with CAP” seminar on Wednesday morning, May 
12, 2010 from 9:30 to 11:30. Watch the CAP web site for more information, and sign up by emailing 
Maureen_Banta@dcs.state.ok.us . 
 
Update on CAP Web Site 
 
CAP now features a new Requisition Tracking function on our web site. This search engine allows agencies to 
find out the status of their requisition, from receipt by CAP through the contract award and provides other useful 
information. 
 
Additionally, please take a few moments to review the updated CAP home page and About CAP page. The home 
page now provides a summary of helpful information contained on CAP’s web site, and the “About” page provides 
a summary of services provided. 
 
 
Thank you for your time and attention. As always, please feel free to contact us with any questions or comments 
you may have. 
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