De-commitment Form

Please attach form to existing modified Requisition along with supporting documentation.  
If no requisition exists, then email form to PSA_DECOMMIT_REQUEST.

	Date of Request
	
	Contract ID

	
	Requestor

	
	Contract Administrator:

	Ref. Requisition No.:


	
	
	
	
	Public Works Construction
	On-Call Services
	Other

				Type of Contract/Agreement………………………………………………………………………………
	
	
	



	
	
	
	Yes
	No

				Should the entire Purchase Order be closed?.......................................................
	
	

				Should the system Contract be closed?.................................................................
	
	

				Has a final invoice been paid for the Contract/Agreement/Work Scope?.............
	
	



[bookmark: _GoBack]Note:    Closing the Purchase Order will close out each line of the Purchase Order regardless of what Project is charged to the open lines.  If you are only closing out one Project and the Purchase Order identifies multiple Projects, your answer to the above question would be No.

	a
	b
	c
	d
	e
	f

	
	
	
	Merchandize  Amount
	Changed Amount
	

	Vendor Name
	Purchase Order No.
	Purchase Order Line # that is associated to the encumbrance you wish to return back to the budget
	Current Line Amount
	To de-commit the remaining balance you should enter the total amount of the Vouchers paid against the Purchase Order Line.  
	Capital - Project, Activity
or
Operating - 
Deptid, Account

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
Explanation for Request:  


	
	
	
	
	
	


Approval:  ________________________________		__________________________________
	    Signature						Print Name
