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1.0 Purpose

To explain the procedure for processing Foundation encumbered purchases.
2.0 Scope

Covers all requisitions forwarded to Purchasing with Foundation budget encumbrance.
3.0 Departments Affected

ALL
4.0 Definitions

N/A
5.0 Procedure

5.1 Purchases that require funding from Foundation budget accounts must be signed by Foundation staff.

5.2 Foundation staff will indicate the amount that has been encumbered for the purchase on the requisition.

5.3 If the total amount of the purchase (including tax, shipping, handling, etc.) exceeds the amount encumbered by Foundation, the requisition will be returned to requestor for resolution (see attachment 6.1).
6.0 Attachments

6.1 Return slip

7.0 Revisions

