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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 FY 16 funds.

Other Important Dates

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

@ VirginiaTech

il s Farbune



Web Report Submission

Jreo_orl."suolt Q = a G ” m ES Report Submission ‘ |

@. @) nteps

Enterprise Systems
Navigation Map » 0 § P
[ Navgatontizp ] Report Submission
Encumbrance Aging Report ~
Parameters I
1 Enter CURRENT for aging as of current date or PRIOR for aging as of end of previous month E
PRIOR B
2 Enter specific Organization(s) for report
(Leave blank if entering funds in number 4 below) El
3 Enter Fund to view Organizations in Fund order or Encumbrance to view the Organizations in Encumbrance ID order Fund E
Encumbrance p
4 Enter specific Fund(s) for report
(Leave blank if entering organizations in number 2 above) El
5 |Indicate if specific accounts should be included or excluded. To include all accounts in the report, select the Neither option and leave the account Neither
blank in number 6 below. To Include or Exclude specific accounts. enter the accounts in number 6 below. |EnC|'|Jd;‘ Help
xclude
6 Leave blank to report on all accounts or enter specific Account(s) to be included or excluded from report
Help
7|Enter Y to produce data file or N for no data file Y
Help
Click here if vou would like to send comments concerning this report
Deferred Execution Distribution Save Parameters
Submit || Cancel
v

FIAY)
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Monthly Review of Open
Encumbrances Aging Report

8]

[ EnNooooe3 VT Internal Encumbrance
PZ240547

76 EBroad-Based Enowledge LLC
1str

pz4
P2482595 Ricoh USA Inc

FIN_ENC_AGING (W 1rginia ch - Warehouse PROD 31-MAR{Z2016 14:01:15
Eanner Finance S} tem: ncumbrance Aging
As of 21-MAR-Z201
All Accoun ts
rgn Encumb Vendor 0-30 days 31-60 days 61-180 days 181-350 days over 360 days
o.00 o.00 0.00 B,374 .88 o.00
a.00 Q.00 0.00 0.00 20,617.086
c 0.00 0.00 174.30
0.00 0.00 947.22
a.00 0.00 0.0 0.00
0.0t 0. 0f
0.0t o.0r

Rewew aII 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

NE

PR1&0001
PR160002
RO0£4060
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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.
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Encumbrance 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
gueried. The detall report provides individual
encumbrance transactions that occurred during the period
gueried.

@ VirginiaTech
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Web Report Submission

e

https://webap)| )ieswidu ‘webre port/su Jﬂ:'t }3 - ﬂ G ” m ES Report Submission | |

Enterprise Systc.’ms
Navigation Map

Report Submission

Encumbrance Report ~

1 Please select a Calendar Month and Year for this report. PRIOR v Help

2 Please select a time period/interval for this report. MTD (Month to Date) will report only transactions in the Calendar Month selected above. YTD M
(Year to Date) will report all transactions for the Fiscal Year through the Calendar Month selected above. Y

i

Help

3 Enter ALL to report on every Organization Code or enter one or more specific:
s Department Code(s)
or
s Organization Code(s)

3

Help

4 Leave blank to report on all funds or enter specific fund codes(s) for report.

Help
'5 [Indicate if specific accounts should be included or excluded. To include all accounts in the report, select the Neither option and leave the account Neither
blank in number 6 below. To Include or Exclude specific accounts, enter the accounts in number 6 below. IEnC"\Jdde Help
xclude

6 Leave blank to report on all accounts or enter specific Account(s) to be included or excluded from report

i

Help

7 Select Type of Report(s): Detail

Detail Summa
Summary Both :lHelp
Both

8 Check here to produce data file.

Help |

Click here if vou would like to send comments conicerniing this report.

| Deferred Execution Distribution S
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Monthly Review of Open
Encumbrances — Detail Report

FIN _ENC QOMBC (V&) inia Tech - Warshouse PROD 31-MAR-2016 14:08:3

er ance System: Encumbrance D il

016 for the periocd 01-FEB-2016 thru 29-FEB-2016
All Acc te

-l

Encumb RAoct Tran Traneaction Eule Document Refersnce Commitment Ending User Actv
1D Code Date Degcripticon Vendor Name Code ID 1D Amcount Balance 1D Date
P2831910 Zhu, ¥izheng
Total P2E31910 0.00 B4 .06
BZEEITIZ VT The Inn at wi 20.98
Total P2862732 20.98 0.00 20.98
P2931&06 VT The Inn at 210.60
P2931&606 12B50 022416 IVTSCC-ISE-Direc mnjfa JEI JOE3ITEEZ  PIIILE0G6 (210.60) CROWLIN 022416
Total P2931606 (210.60) 0.00
P2931&07 VT The Inn at Vi
P2931607 12850 DZ2416 IVTSCC-ISE-Direc njfa JET JOE3ITES2  PRIILE0T (105.30) CHOWLIN 022416
Total P2931607 105.30 (105.30) 0.00
P2941231 VT The Inn at vi 43.13
Total P2941231 43.13 0.00 43.13
P2929028 Barrows Inc 1,523.00
Total P2929028 1,523.00 D.oO 1,523.00
P2943457 253.25
PZ943457 13730 020116 GovConnection Im IKEI I2SEBGE18 L -258) LIPRICE 022
Total P2943457 253 .35 [253.25) D.00
P2953109 32.91
PZ953109 15240 020816 Ricoch USA Inc Ricoh USR Inc INEI I2575742 (32.91) CARRGC 02081
Total P2353109 32.91 (3z.91) 0.o00

» List all open POs with the activity for the period selected.
i Virgini
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Monthly Review of Open
Encumbrances — Summary Report

FIN_ENC_0OMEOD

(VE)

Virginia Tech - Warehouse PROD
Banner Finance System:
Encumbrance Balances at 29-FEB-2016

&ll Accounte

Encumbrance Summary

31-MAR-2016 1«

116511 Inst
st
st

ruction
ruction
ruction

116511 struction
116511
116511
116511 struction
116511 struction
116511 Instruction

116735 ECE
116735 ECE
116735 ECE
116735 ECE
116735 ECE
116735 ECE
116735 ECE
Tota

Research
Research
Research
Research
Research
Research
Research

- 115851 Faculty Recruiting

Labe
Labs
Labs
Labs
Labe
Labe
Labs
Labs
Labs
Total - 116511 Instruction Labe

1 - 116735 ECE Research

Encumb Commitment
ID Descripticn Amount
P2B31310 zhu
P2B62T32 VT The Tech & Skel
P2941231 VT The Tech & Skel
P2941232 VT The Tech & Sk
P2956371 VT The Tech & Sk
P2958208 Heaslip
P29G60&79 Baumann
P29G61644 wWang
P2954484 VT The Inn at Virginia Tech & Skelton
P2964632 Tokekar
P2964633 Patterson
P296TE2L Eaman
P2968691 Lester
P2971592 VT The Inn at Virginia Tech
P2971595 Holiday Inn Exprees Hotel &
P2971604 VT The Inn at Virg a Tech

PR1G60001

22415
22415
22410
11231
11241
11352
118GRA

TELECOMMUNICATIONS
TELECOMMUNTCATIORE

TELECOMMUNICATIORE
TELECOMMUNICATIORE
Telecommunications

Close PO P212E3E5

Salaries
Salaries
Salaries
Salaries

0101
0zol
0701
0BO1
0901
1001
1101
1201

e 0707

Eebuilders & Welding Service

=

4

1,476.67

{364 .50)
{364 .50}
{340.B3)
{461.B3)
{374.50)
{374.50)
{374 .50}
{374 .50}
4,08%.96
1,080.30

9,250.00
1,556.25

@Virgind
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Encumbrance 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.

e Order cancellations trigger encumbrances to
be released.

@ VirginiaTech
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How to Release Encumbrances

 |n order to have encumbrances released in Banner, a
cancellation receipt must be completed by a person with the
receiver role in HokieMatrt.

Receipt No Receipt Date Packing Slip No. Supplier Name Received by
To Be Assigned 4/4/2016 :] Regina Alls Atkins Regina Atkins
mm/dd/yyyy
RECEIPT ADDRESS DELIVERY

Location Carrier Other hd

Contact Name Ursula Halferty

Phone +1 (540) 231-3988 Tracking No.
Email halfertu@vt.edu
Flexible Text Field
Procurement
North End Center Ste 2100 Flexible Text Field 2
300 Turner St NW .
Flexible Drop Down v
Blacksburg, VA 24061 P
United States Attachments Attach/Link
Notes
(1,000 Chars. Max)
Receipt Lines ?
Line Details
E
Show Receipt Details For Selected Lines: | Remove Selected Items Vv m
PO No. Rotes Product Name Catalog Qty/UOM Prew.ous Quantity e Line Status Actions
No. No. ordered Receipts. Inventory
P2839451 1 Tuition Reimbursement for class taken through New River DP 1 1 Cancelled 4 | Remove Line | O
=] Community College. ]
| Receive & Return |

[ociere ] aca o [ sve Upctes | compiete

@ VirginiaTech
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How to Release Encumbrances

e 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.

@ VirginiaTech
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How 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.

e Procurement releases encumbrances
manually in Banner.

@ VirginiaTech
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Purchase Order Changes

e 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

REQUEST FOR PURCHASE ORDER CHANGE
FOR INTERNAL USE ONLY
Virginia Polytechnic Institute and State University - Procurement Department (0333)

Please retain a copy of this form for your files

Date Department Mail Code

Purchase Purchase

Order # Order Date Vendor

Signature of person authorized to sign requisitions Org/Fund/Account
Name Title

ORDER NOW READS:

SAME

Original Total §

@ VirginiaTech
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Purchase 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.

@ VirginiaTech
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Encumbrance Release Follow Up

e There can be system issues that will prevent an
encumbrance from being liquidated properly.

|t 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.

@ VirginiaTech
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Encumbrances 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.

@ VirginiaTech
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ISR Encumbrances

 |SR 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.

@ VirginiaTech
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Internal Vendor Aging Report

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.

@ VirginiaTech
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Internal Vendor Aging Report

Process: FZRIVPO [T|\nterna\ Vendor Purchase Order Parameter Set: F

Printer Control

Printer: webdist B Special Print: Lines:

Submit Time:

Parameter Values

Number Parameters Values

5 ]

|Imema| Vendor Code(s) ||

[pata File (¥ or N) v

|Charl of Accounts |U

T TTTEFE

| |
| |
| |
| |
LENGTH: 11 TYPE: Character O/R: Optional M/S: Multiple

Enter One or More Internal Vendor Codes to Report

Submission

[ Save Parameter Set as Name: Description: “'Hold

® Submit

e Submitted through Banner Job Submission

21
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Internal Vendor Aging Report

FERIVED (V1) Virginia Tech - Production

nce System: Open Purchase Order Aging

31-MAR-2016 14:57:13
Banner Fi

Vendor 905470465
As of 11-MAR-201&

ED Raguestor 0-30 daye 31-60 daye 61-180 dave 181-360 days Over 3&0 Total
P290&052 nklin, Bonnie 0.00 0.00 ap.oo D.oD 30.00
P2908307 Lauren 0.00 0.00 10B.45 D.oD 1i08.45
P2915984 Warren O.00 0.00 1.35 0.00 1.35
P291&8327 Kathy 0.00 0.00 24.11 D.oD 24.11
P2913001 Steven O.00 0.00 5.00 0.00 5.00
P2922760 O.00 0.00 25.00 0.00 25.00
P2927712 O.00 0.00 32.00 0.00 32.00
P2928627 0.00 0.00 21.14 D.oD 91.14
0.00 0.00 &B.80 D.oD €8.80
O.00 0.00 200.00 0.00 200.00
P2931921 0.00 0.00 17.70 D.oD 17.70
P29323200 0.00 0.00 10.00 D.oD 10.00
P2932328 0.00 0.00 24.11 D.oD 24.11
P2933423 O.00 0.00 &00 .00 0.00 600.00
P2934067 .00 0.00 100.00 0.00 100.00
P2941439 O.00 0.00 35.40 0.00 35.40
828 O.00 0.00 36.00 0.00 36.00
Madley, Eimberly o.00 0.00 16.73 o.oo 16.73
P2946329 Myles, EKevin 0.00 0.00 T7.86 D.oD 77.86
P2946478 Marand, Herwve 0.00 0.00 300.00 D.oD 30o.o00
P23988079 Dalton, Michelle 29.98 0.00 0.00 0.00 29.3B
P2388350 Deck, Paul 300.00 0.00 D.00 0.00 300.0
P29@8152 Joean, Jatinder 1,500.00 0.00 0.00 0.00 1,500.0
P2988169 Parks, Charlotte 2.70 0.00 0.00 0.00 2.70
P29883167 vallejo, ESara 77.786 0.00 0.00 0.00 77.76
P29883169 vallejo, EBara 48.22 0.00 0.00 0.00 48.22
P2388764 Santos, Webster 1,000.00 0.00 0.00 0.00 1, )
P2988765 Santos, Webster 1,000.00 0.00 0.00 0.00 1,
P2388347 Mateon, John 704.00 0.00 0.00 0.00
P2988357 Tanko, James 200.00 0.00 0.00 0.00
P2988391 Ritter, Alfred 77.786 0.00 0.00 0.00
Totals | 20,651.71 12,843.78 3,354.18 0.00 D.00 36,749,867
[ J

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.
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Procurement News

e 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

@ VirginiaTech
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Procurement News

e 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.

@ VirginiaTech
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Procurement 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.htmil

@ VirginiaTech
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