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TO: Deans, Department Heads and Administrators





DATE: April 2, 2008
FROM: Suzanne Samuelson, Assistant Controller
SUBJECT: Review of Open Encumbrances/Purchase Orders
With the end of the fiscal year approaching, now is the time to review Open Encumbrances.  All open encumbrances and the encumbrance activity for a given fund/org may be reviewed using the FGIOENC (Organizational Encumbrance List) screen in Banner.  Encumbrance liquidations may free up funds for regular operations for the remainder of the year as well as reducing the possibility of encumbrances rolling into fiscal 08/09.  Your review of Open Encumbrances should focus on two primary areas:

First, review for one-time purchases in which the purchase order price and the actual price differed.  If the purchase order was not closed at the time of payment, there will be a difference to be liquidated to close the purchase order.

Second, you may have open or standing purchase orders that were established earlier in the year.  In these cases, you should determine what cost is still to be incurred for the remainder of the fiscal year for goods or services that will be received by June 30, 2008, and adjust the purchase order accordingly.  Do not ELIQ or close purchase orders that are going to be used yet this year.  This increases your work and the work of A/P if the purchase order has to be reopened or DPR's have to be used.

Changes to purchase orders are accomplished as follows:

1. If the adjustment to the purchase order is less than $1,500, and involves GCF or UDF funds only, complete the Change Order Form found at: http://www2.creighton.edu/fileadmin/user/AdminFinance/Purchasing/docs/ChgOrdFORM.doc and forward it directly to the Purchasing department for processing.

2. If the adjustment to the purchase order is greater than $1,500, or involves funds other than GCF or UDF, complete the same Change Order Form at: http://www2.creighton.edu/fileadmin/user/AdminFinance/Purchasing/docs/ChgOrdFORM.doc but forward it to the Controller’s Office for processing.

Remember that invoices that exceed the remaining balance of a purchase order are not paid until the purchase order is increased to accommodate the additional expense.

If you have questions during your review, please contact Purchasing or the appropriate accountant in our office to assist you.
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