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Encumbrance Year-End Process 3 
 
Create or Reestablish 2012 Purchase Orders  
 
The agency must create/reestablish the requisition and/or purchase order(s) for all fiscal year 2012 
encumbrances and multi-year appropriations originating in fiscal year 2012.   
 
Multi-year appropriations established in fiscal year 2010 or 2011 that are still valid for fiscal year 2012 will not 
have to be reestablished. The encumbrance (purchase order) will be valid until the end of the appropriation 
period.   
 
Note:  If the appropriation is reauthorized, it may be necessary to close the purchase order then enter a new 
purchase order using the appropriate budget reference and class codes.  
 

Encumbrance Year-End Process 2A 
Preparing Purchase Orders without Attached Vouchers for  

Closing with the Reconciliation Workbench 
 

Agencies can cancel a Purchase Order(s) if the following conditions apply: 

 The PO status is not on hold. 

 The PO is not dispatched (If dispatched, all lines can be cancelled without cancelling the entire PO. PO 

status will be pending cancel). 

 None of the PO schedules are matched. 

 The PO does not have a receipt recorded against it. 

 The PO does not have a voucher recorded against it. 

 The user is authorized to cancel PO’s. 

The user should follow the check list when creating a change order/closing a Purchase Order: 

 Change the PO Accounting Date to Current Date but no later than 06/30/20XX. 

 Review  the PO Accounting Entries.  The accounting entries equal to the total amount of the PO.  

 Review the PO Activity Summary – Lines Details and Invoice tabs.  Invoice tab - Vouchers must be the 

same as in the PO Accounting Entries. 

 Go back to the Main Purchase Order and change the price to 0(zero), click refresh, and budget check the 

PO. 

 Review PO accounting Entries.  The accounting entries must equal to 0 (zero). 

 Proceed with closing of the purchase order through the PO reconciliation workbench to prevent misuse 

of the zeroed out document. 
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