OUSTANDING PURCHASE ORDER REPORT

It is required that the outstanding balances on all outstanding (unpaid) purchase
orders be known at any given time during the fiscal year. The data processing
department shall generate an outstanding purchase order report monthly, and
upon request, indicating all encumbered purchase orders yet unpaid.

This report shall be utilized for “follow-up” on unfilled orders and allow the district
to determine the dollar value of all outstanding encumbrances.
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