Process for Closing Encumbrances (Purchase Orders)

A variety of situations can occur that can cause an encumbrance (purchase order) balance to remain open.

Examples:

· Vendor Invoice not received

· Invoice paid as a direct payment instead of purchase order

· Remaining balance on PO after invoices are paid in full

· Invoice paid on the incorrect purchase order or line number

· Multiple line item purchase orders with balances

· Department establish multiple purchase orders for vendor in error

· Order canceled by the department but the purchase order remains open

The objective for department account managers is to develop a method to identify and request liquidation of encumbrances that are no longer required. 

Process for Liquidating Encumbrances 
· The department account manger must review their open encumbrances in Banner establishing procedures with appropriate staff to monitor encumbrances on a consistent basis. 

· Identify potential problems and investigate with Accounts Payable, Procurement and or the Vendor to determine if open encumbrance is incorrect. 

· If invoices are not paid and you have received the goods and services complete, contact supplier for an invoice to be sent to Accounts Payable for payment.  

· Once you have identified that you no longer need the encumbrances take corrective action based on the situation to close the encumbrance by completing the Close Encumbrance (Purchase Order) request form.

· Verify liquidation of the encumbrance in Banner

