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MEMORANDUM

DATE: March 1, 2016

TO: Deans, Directors, and Department Heads

FROM: Mary W. Helmick 
Director of Procurement

RE: End-of-Fiscal-Year Procurements

Please distribute this memo to all employees in your department who have responsibility for supply and fiscal
activities.

We are approaching the final quarter of our business year and it is time to plan for purchases that need to be
accomplished with current fiscal year funds. In order to allow for sufficient time to complete the
procurement, receipt and payment cycle, requisitions should be received in Procurement and IT
Acquisitions by the following dates:

April 15th: All purchases valued over $50,000 except contract computer hardware. All purchases of furniture
and vehicles of any value.

May 13th: All purchases valued under $50,000 and all computer hardware of any value. Last day for P- card
purchases to be applied to FY16 funds.

Procurement and IT Acquisitions will continue to accept and act upon requisitions received after these dates.
However, no assurance can be offered that the business cycle will be completed before the end of the fiscal year.

HokieMart: Purchase orders to outside suppliers may continue to be processed in HokieMart using Punch- out
catalogs, hosted catalogs for contract suppliers, contract suppliers, and non-catalog suppliers where the value is
under $2,000. The above cut-off dates do not apply if the goods/services can be received and invoiced prior to
the final date for processing invoices. If goods/services cannot be received and invoiced by the final date, users
must apply the accounting date of 7/1/16 to avoid an encumbrance against FY16 funds.

Other Important Dates

June 17th: Anticipated final date for processing of invoices against FY16 funds.



Encumbrance ReportsEncumbrance Reports

• Encumbrance Aging Report
• The report lists all open encumbrances and groups the 

encumbrances into 0-60, 61-180, 181-360, and over 360 
days aging categories. This report will help departments 
more efficiently identify and manage open commitments.

• Two options of the report are available. When the 
ENCUMBRANCE option is selected, the report is sorted 
by organization and then the encumbrance ID (i.e. PO, 
EN number). When the FUND option is selected, the 
report is sorted by organization and then by fund number.  
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Web Report SubmissionWeb Report Submission
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Monthly Review of Open 
Encumbrances – Aging Report
Monthly Review of Open 
Encumbrances – Aging Report
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• Review all encumbrances in the 181 – 360 day and over 360 
day categories on a monthly basis.

• EN encumbrance are for internal charges such as 
telecommunication charges or auxiliary admin charges.  They 
are loaded at the beginning of each fiscal year and age as the 
fiscal year progresses.  Usually, EN encumbrance balances 
decrease from month to month.  All EN encumbrance balances 
are zeroed out before the end of the fiscal year.  These 
encumbrances do not roll forward.
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Monthly Review of Open 
Encumbrances – Aging Report
Monthly Review of Open 
Encumbrances – Aging Report
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• PR (Payroll Encumbrances) are also cleared after Salary 11 
post and before fiscal year end.

• All types of encumbrances are included in the report – POs, 
Requisitions, and TAs.



Encumbrance ReportsEncumbrance Reports

• Encumbrance Report
• Provides a summary and detail report of encumbrances 

(commitments).   The report can be run for a fiscal month 
or year by department/ organization or by individual 
fund(s).  The summary report provides a listing of 
outstanding encumbrance balances for the last month 
queried.  The detail report provides individual 
encumbrance transactions that occurred during the period 
queried.
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Web Report SubmissionWeb Report Submission
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Monthly Review of Open 
Encumbrances – Detail Report
Monthly Review of Open 
Encumbrances – Detail Report
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• List all open POs with the activity for the period selected.



Monthly Review of Open 
Encumbrances – Summary Report
Monthly Review of Open 
Encumbrances – Summary Report
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Encumbrance LiquidationEncumbrance Liquidation
• If an aging encumbrance is not liquidated it 

will continue to roll forward from one fiscal 
year to the next holding funds that could be 
used for other purchases.

• Encumbrances are liquidated in Banner and 
the money is returned to the department fund.

• Order cancellations trigger encumbrances to 
be released. 
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How to Release Encumbrances How to Release Encumbrances 
• In order to have encumbrances released in Banner, a 

cancellation receipt must be completed by a person with the 
receiver role in HokieMart. 
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How to Release EncumbrancesHow to Release Encumbrances

• A cancellation receipt does not automatically 
cancel the purchase order with the vendor.

• After completing the cancellation receipt in 
HokieMart, the department will need to 
contact the vendor to cancel the purchase 
order when applicable.
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How to Release EncumbrancesHow to Release Encumbrances

• Completion of the HokieMart cancellation 
receipt forwards a notification to 
Procurement alerting them of the 
cancellation and the needed release – the 
release is not automatic. 

• Procurement releases encumbrances 
manually in Banner.
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Purchase Order Changes Purchase Order Changes 
• Purchase orders initiated by Procurement require a 

Request for Purchase Order Change form to be filled 
out by the department and forwarded to Procurement 
to initiate a change.  The form is available at:   

http://www.procurement.vt.edu/Department/Forms/co.pdf
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Purchase Order ChangesPurchase Order Changes
• REMINDER:  Purchase Orders initiated by the 

Procurement can ONLY be changed by 
Procurement.

• If an entire purchase order, or specific line items from 
a purchase order need to be cancelled and/or 
changed, Procurement will use the Request for 
Purchase Order Change form to initiate a formal 
change with the vendor.
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Encumbrance Release Follow UpEncumbrance Release Follow Up
• There can be system issues that will prevent an 

encumbrance from being liquidated properly. 

• It is important that each department check their 
monthly reports to make sure that everything 
cancelled has the encumbrance liquidated. 

• If there is a question about an aging 
encumbrance that did not get released, please 
email hokiemart@vt.edu.
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Encumbrances at Year EndEncumbrances at Year End

• If departments have not resolved 
encumbrances on outstanding purchase 
orders by mid June, Procurement will close 
out all purchase orders that are $100.00 or 
less from FY15 and older before the year end 
roll process begins.

18



ISR EncumbrancesISR Encumbrances
• ISR encumbrance releases should be done 

by the Internal Vendor.

• If the purchase order is no longer valid, the 
ISR vendor should release the encumbered 
funds remaining on the order.

• ISR vendors should be checking proper 
encumbrance reports to ensure this is done.
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Internal Vendor Aging ReportInternal Vendor Aging Report
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• The Internal Vendor Purchase Order Report (FZRIVPO) is 
available to internal vendors listed on the HokieMart ISR form.  
The report provides the internal vendor a list of unbilled 
purchase orders by aging category.  The report is submitted 
from Banner job submission.  Individuals who have access to 
process ISR’s on FZAISRP automatically have access to submit 
the new report.



Internal Vendor Aging ReportInternal Vendor Aging Report
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• Submitted through Banner Job Submission



Internal Vendor Aging ReportInternal Vendor Aging Report
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• If the PO is no longer valid the internal vendor 
should process a 0.00 charge with a total 
liquidation on FZAISRP to close the PO.



Procurement NewsProcurement News
• New Punchout

• Lowe’s
• Upcoming Punchouts

• Newegg
• MWI Veterinary Supply Company
• Praxair Distribution Mid Atlantic
• USA Scientific Inc
• Genesee Scientific Corporation
• Bioline USA Inc
• DOT Scientific
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Procurement NewsProcurement News

• 2016 SWaM Vendor Fair, September 7, 2016 
featuring 85 vendors.

• Contract Administrator Classes are offered on 
a quarterly basis. This class will give you an 
overview of what is expected as a contract 
administrator or contract user.
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Procurement NewsProcurement News
• The Cart is the Procurement Department 

newsletter that is distributed bi-monthly.  We 
appreciate input, if you have a topic you 
would like discussed email it to 
hokiemart@vt.edu with the subject line: The 
Cart Suggestions.

• The Surplus Property Report Form is now 
automated. On May 1, 2016 it will also be 
paperless. This form can be located at 
http://www.procurement.vt.edu/Surplus/surplus.html
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