SAF C-07, UNREQUIRED CONTRACT ENCUMBRANCE ADVICE
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Purpose:   This form is used:

· To authorize the release of a contract encumbrance, or a portion of a contract encumbrance, because the related obligation has been fully paid, cancelled, or otherwise disposed of.

· To document the release of the contract encumbrance.
· To record either single or multiple contract encumbrance releases.

Distribution:

· Original form – DAGS Accounting Division

· Copy – retained with voucher

Instructions:

1. Dept. Name:
DEPT OF HUMAN SERVICES

2. Contract No.:
5-digit contract number
3. Contractor:
Name of contractor as it appears in the vendor file

4. Item #1:
Enter the unrequired encumbrance amount or number “0”
5. Item #2:
Enter the total amount paid to the contractor, including the amount just vouchered
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6. Item #3:
Enter “X” in the appropriate box.

· Final Payment (for listed SFX only) = final payment on the listed suffix only and all other suffixes (not listed) should be left active.
· Final Payment (contract completed) = final payment on the contract (contract is ended) and all listed suffixes should be closed.

7. Name of individual who is completing the form.

8. Head of Department:
Signature of department head or authorized representative.

9. SFX:
Contract encumbrance suffix (01, 02, 03 . . . etc)

10. Project Number:
5-digit encumbered contract number

11. Type of Fund:
Type of fund used for that suffix (G, S, or T)

12. Appropriation:
Enter the appropriation codes applicable to the suffix line (i.e., G-07-022)
13. Contract Amount:
Enter the total amount encumbered for the applicable suffix

14. Total Amount Paid:
Enter the total amount paid (including current payment) for the designated suffix.

15. Unrequired Encumbrances/Total:
Enter the total amount of the encumbrance that is to be released (not used); if zero, enter number “0”

16. Unrequired Encumbrances/Federal Funds:
Enter the amount of the encumbrance that is to be released for this suffix if the funds are federal funds; if zero, enter number “0”

17. Unrequired Encumbrances/State Funds:

Enter the amount of the encumbrance that is to be released for this suffix if the funds are state funds; if zero, enter number “0”

See State Accounting Manual Volume II, Part 300-500, pages 476.01 – 473.03, for further information.
