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Date: 8/31/2015 

Target Audience: All Requesters and Buyers 

Purpose: The purpose of this Supplemental Job Aid is to provide all Buyers and Requesters with information on when to use the Encumbrance Only acquisition type when creating a Purchase Order (PO). 


Encumbrance Only Acquisition Type (PO): An Encumbrance Only Purchase Order is one where the Acquisition Type of “Encumbrance Only” is selected. An Encumbrance Only PO should be used only for POs that encumber funds for non-procurement expenses, such as rent, utilities, and grant advances. 

Any PO created by a department that is utilizing delegated purchasing authority for the purpose of acquiring goods or services should not use Encumbrance Only as the Acquisition Type. POs identified as Encumbrance Only are not reportable in the State Contracting and Procurement Registration System (SCPRS), and are not subject to Department of General Services (DGS) billing. Incorrectly identifying a PO as Encumbrance Only will impact the department’s delegated purchasing authority and DGS billing process. 

Department Requesters should not use the “Encumbrance Only” acquisition type. The Encumbrance Only acquisition type is designed for the use of department accounting staff that have buyer roles, or other departmental staff with buyer roles who need to encumber non-procurement related funds.

For further explanation on how to create an Encumbrance Only PO, reference Job Aid 263.
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