Open Commitment Transfer Request

The Open Commitment Transfer (OCT) is similar to a budget code change request. By performing a OCT, the Procurement Department can change a project and/or task on a requisition or purchase order without having to return the requisition to the preparer. 

· The OCT process is an option for making a project and/or task changes, the requisition can be returned to the preparer for update if preferred. 

· Once the OCT process is complete a note is automatically posted in the Action History, describing the action taken.

· A signature from the Field Financial Officer (FFO) is required before Procurement can initiate an OCT change. 

FFO’s can send an email to Joanne Hall (jhall@fnal.gov) or Pamela Noyes (noyes@fnal.gov) with the information below. At a minimum the following information is needed in order for Procurement to perform an Open Commitment Transfer.

Requisition Number:________________________________

Line #:_______Shipment #: ______Distributions #: ________

From Project and Task:________________________________


To Project and Task:__________________________________


Dollar amount:_______________________________________

OR

PO Number:________________________________________
Line #:_______Shipment #: ______Distributions #: _________

From Project and Task:_________________________________


To Project and Task:___________________________________


Dollar amount:________________________________________

Notes:_____________________________________________________________________

__________________________________________________________________________

Field Financial Office Signature: ________________________________




  Date: ______________________________________

