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Request to Close all outstanding amounts on Purchase Order
This process is used for outstanding amounts and/or quantities on a PO.

Please forward to Systems Section - Financial Services
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Version 1


	Finance Use Only
	

	PO reconciled by:
	Date Processed:


Please finalise the following Purchase Order/s which have outstanding amounts on them. 
	PO ID
	Vendor No
	Outstanding Amount

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Department Name       








Tel      
There are no further shipments, receivers or payments outstanding for the above purchase order/s.

Signature …………………………………………………….


               Date   /  /    
Name:            



NOTE:
This process will close any outstanding amounts on a Purchase Order.  If you require only one line on a multi-lined PO to be finalized before the PO is used in full, then you will need to Receive the balance of that line and forward a completed Request for Close Receipt form.
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