
 

PROCUREMENT CONTRACTS 
 

Letter of Balance 

 

Please use the following steps when a PO has been closed incorrectly and funds 

were not disencumbered.  

    

1. Provide a screen shot of the closed Purchase Order and the Activity Summary 

(see below) to CRB 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

2. Go to Contract Module, enter contract ID 

 
 

3. Change Contract Status to Open

 
 

 

 



 

 

4. Change Maximum Amount to the amount of Total Release Amount 

 
 

 

 

When amount matches click on SAVE   
 

 



 

 

5. Change Status to Closed and Save 

 

 

6. Create a new contract module using the same contract ID and LB  

 

 

 

7. Enter all the required information; for Maximum Amount enter the  

Correct amount (which should include the remaining balance from the 

contract module and the encumbered amount for the PO that was closed 

incorrectly).   

 

 



8.  Add copies of old POs to LB contract module to show a record of prior 

expense 

 

 

 

 

9. Save and change status to Approved  

 
 

 

 



10. Create a new PO and attach the new contract module  

 

 


