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2022 YEAR-END TRAINING

2022 Year End Training – Chapter 6

SCHEDULES K AND K-1 -
ENCUMBRANCES

What is an Encumbrance?

 An encumbrance is a special type of accounting transaction that 

anticipates a future expenditure from commitments related to 

contracts not yet performed, and purchase orders not yet filled.  

 Funds are encumbered, or set aside, in a particular appropriation 

budgetary account for a specific future purpose. 

 Encumbrances are used to control expenditure commitments for the 

year and to enhance cash management.

 An encumbrance is the first part of a three-part process for purchasing 

and paying for goods or services.  (The other two parts are the 

Accounts Payable process and the Cash Disbursements process).  
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2022 Year End Training – Chapter 6

SCHEDULES K AND K-1   
REQUEST FOR ENCUMBRANCES

Schedules K 
Purchase Orders Only

Schedules K-1 
Other Commitments such as Contracts, 

Form 11s, MOUs, Form 5s, H-11s.

We use two schedules to document 
and record an Encumbrance
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2022 Year End Training – Chapter 6

SCHEDULES K AND K-1   
REQUEST FOR ENCUMBRANCES
What are the advantages of using an 

Encumbrance System?

 An encumbrance requires that proper authorization must be 

obtained before a purchase takes place and before a financial 

commitment occurs. 

 An encumbrance system is proactive rather than reactive since 

the Executive Office and the Board of Supervisors can approve, 

question, or if necessary, pre-empt a potential commitment of 

funds from taking place before a legal liability is incurred.  
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2022 Year End Training – Chapter 6

SCHEDULES K AND K-1   
REQUEST FOR ENCUMBRANCES

What are the advantages of using an Encumbrance System?

 An encumbrance approval system recognizes budgetary 
constraints.  By ensuring that the available balance in a 
budgetary account is sufficient to allow the purchase 
commitment, the organization is prevented from over-
spending before the commitment takes place. If a 
budgetary account lacks sufficient funds to place the 
encumbrance, management can take steps to adjust or 
revise its budgets if it wishes to move forward with the 
purchase.  
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Approved Net County Cost

Budgeted Appropriations

Less: Est. Dept. Revenues

= Budgeted Net County Cost

Actual Net County Cost

Actual Expenditures

Less: Actual Dept. Revenue

=     Actual Net County Cost

Cannot Exceed

Only commitments with currently available budgeted 
appropriations can be encumbered.  Requests for 
Encumbrances cannot exceed approved Net County Cost.

Schedules K and K-1   
Request For Encumbrances
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Schedules K and K-1   
Request For Encumbrances

Events Not Qualifying For Request For Encumbrances:

 Goods or services received prior to or on June 30 

• These become liabilities

• Pay through PeopleSoft by August 12, 2022 or

• Accrue on Schedule A, G, or I

 Undelivered goods or services as of June 30 that are less 
than $5,000

 Requisitions are requests and Estimates are just an 
estimate and neither qualify as a commitments or 
obligations.  
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Schedules K and K-1   
Request For Encumbrances

PO Rollover

 Please let Helga Schweitzer (hschweitzer@rivco.org) 
know ASAP if your department for whatever reason 
wants to be excluded from the PO Rollover Process. 
Please note that this is regarding the regular PO 
Rollover process that will take place on June 25th, 
NOT the Blanket PO Rollover.
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Schedules K and K-1   
Request For Encumbrances

PO Rollover

 The PO Types that are included in the PO Rollover are:

 The PO must have a Status of Dispatched or Pending 
Approval 
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S upply Re g ula r-G 
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Schedules K and K-1 - Encumbrances
On July 6th, Encumbrances reports will be posted on the 

Auditor Controller website under “Reports”
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Schedules K and K-1 - Encumbrances
Scroll down to the Year-End Publications folder and select the 

Encumbrances (Schedule K ) Listing
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Schedules K and K-1   
Request For Encumbrances

A listing of Schedule K reports will be displayed.  Each listing is a   
link to Excel files that can be either saved to your own computer or  
printed.
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Department  Reports
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 Save your Business Unit to your Computer

 There will be a tab for each of the reports:  

• RVPOA621D ~ Sorted by Business Unit, Dept ID 
and Account (Summary)

• RVPOA621B ~ Sorted by Business Unit, PO, and 
PO Description (Detail)

Schedules K and K-1
Request For Encumbrances 
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This is an example of what your Summary Schedule K report will look like
Schedules K and K-1 - Encumbrances
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This is what your Detailed Schedule K Report will look like.  You Must include 
support  for new or partial POs that did not rollover to the new year.  

Schedules K and K-1 -Encumbrances
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How to complete Schedule K
 Review Schedule K Reports

 Determine appropriate encumbrance amount

 Complete Schedule K 

 You do not need to submit multiple copies for each Fund and Dept ID

 Do Not include Schedule K-1 items on Schedule K

 Do Not change the amount in the Total column

 Do Not add columns to Schedule K

 Do Not include personally identifiable information to PO’s that will be 
visible on Schedule K

 Send Excel Workbook and all NEW PO’s (related to old year) and 
scanned copies of supporting documentation to 
ACOyearend@rivco.org

Schedules K – Request For Encumbrances
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SCHEDULES K & K-1 - REQUEST FOR 
ENCUMBRANCES
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Pre-encumbrance and Encumbrance Schedules 

 Pre-encumbrances and encumbrances should 
be cleaned up as much as possible.  Once the 
clean up is complete proceed with the 
following steps as a supplement to Schedule K 
and K-1: 

• Create a spreadsheet of all the remaining REQs 
and POs that are valid. 

• Print the spreadsheet and attach it to the 
RVPOA551 and RVPOA591. 
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Pre-encumbrance and Encumbrance Schedules 

2022 Year End Training – Chapter 6

Ensure that you 
have the PO 

Inquiry Roll to view 
these reports
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PRE-ENCUMBRANCE AND ENCUMBRANCE 
SCHEDULES 

SUPPORTING DOCUMENT – RVPOA551
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PRE-ENCUMBRANCE AND ENCUMBRANCE 
SCHEDULES 

SUPPORTING DOCUMENT – RVPOA591
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Schedules K & K-1 
Request for Encumbrances

 Completed Schedules K, K-1,                       
Pre-Encumbrance & Encumbrance Reports 
along with all supporting documentation 
which is certified by department head by 
signing and dating the schedule. 

 Submit the complete package to your 
management analyst at the County Executive 
Office by Friday, July 22, 2022. 
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Approved Schedules K and K-1 are to be 
provided from the EO to the ACO by 8/11/22 
for consolidation and calculation of:

• FYE Encumbrance amounts

• New year departmental increase in 
appropriations amounts

Schedules K and K-1   
Request For Encumbrances
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 ACO to provide summary data for FYE 
Encumbrance and new year 
departmental increase in 
appropriations to EO by 8/24/22

 EO to prepare and submit Form 11 for 
Board approval on 9/13/22

Schedules K and K-1 
Request For Encumbrance 
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FREQUENT 
ERRORS

25 2022 YEAR-END TRAINING

Frequent Schedule K and K-1 Errors
 No supporting documentation – Please not Form 11 & Form V 

numbers on the face of Schedule K-1
 Did not attached Form 11, Form 5, PO’s that were not on 

Schedule K, etc.
 If the PO is already included on Schedule K, you DO NOT 

have to provide another copy
 Do NOT change Total amount or added additional columns on 

Schedule K
 Do NOT include an item on both schedules
 Make sure amount on detail schedule ties to summary schedule
 If your intent is to encumber a PO, You must have that amount 

in the Dept Approved Amount Column on Schedule K – If you 
do not need to encumber any funds  you do not need to submit 
it to EO and ACO

 You will ONLY submit these schedules if you are requesting to 
encumber funds
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Frequent Errors 
Request For Encumbrances

2022 Year End Training – Chapter 6

Do Not Change Schedule K Report Totals, Only 
make changes in the Department Approved Amount 

Column
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Frequent Errors 
Request For Encumbrances
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Frequent Errors 
Request For Encumbrances
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Frequent Errors 
Request For Encumbrances
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Frequent Encumbrance Errors
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Frequent Errors 
Request For Encumbrances
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Frequent Errors 
Request For 

Encumbrances
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Frequent Errors 
Request For Encumbrances

2022 Year End Training – Chapter 6

Total for PO 
8016 is 
$13,736.  
Cannot have on 
Schedule K & 
Schedule K-1
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Frequent Errors 
Request For Encumbrances
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Frequent Errors 
Request For Encumbrances
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Frequent Errors 
Request For Encumbrances
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FREQUENT ERRORS 
REQUEST FOR ENCUMBRANCES
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FREQUENT 
ERRORS 

REQUEST FOR 
ENCUMBRANCES
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FREQUENT ERRORS 
REQUEST FOR ENCUMBRANCES

402022 Year End Training – Chapter 6 2022 YEAR-END TRAINING40

39

40



21

FREQUENT ERRORS 
REQUEST FOR ENCUMBRANCES
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FREQUENT ERRORS 
REQUEST FOR ENCUMBRANCES
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FREQUENT ERRORS 
REQUEST FOR ENCUMBRANCES

43
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FREQUENT ERRORS 
REQUEST FOR ENCUMBRANCES
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Scenario

The Probation wants to redesign their lobby and 
reception area for safety and ergonomic 
purposes.  They have an approved Form 5 for the 
project total of $281,228 which was not 
completed as of yearend.  There was no purchase 
order created for the project.  The department 
would like the remaining budget of $54,596 to 
be rolled over to the following fiscal year.
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SCHEDULE K-1 - ENCUMBRANCES
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Properly completed Schedule K
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Properly completed Schedule K
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Properly completed Schedule K-1
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Properly completed Schedule K-1
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Question for Schedule K & K1
The Emergency Management Department has 

requisitioned over $400K in ventilators 
through RIVCO Pro? 

Does this qualify for Encumbrance?

Which Schedule do you use and why?
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Schedules K and K-1   
Request For Encumbrances
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Submit Schedule and Supporting 
Documents electronically to 

acoyearend@rivco.org 

Questions?
Submit them by email to

acoyearend@rivco.org
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QUESTIONS ?
 If you have any general questions you can type them in the Chat box. Any department 

specific questions please email them to acoyearend@RIVCO.ORG
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