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Limit Purchase Orders can be used to procure services or goods with a very low dollar value in order to 
avoid creating multiple Purchase Orders (PO). 

Limit Purchase Orders are mostly used for small unplanned services that happen over a period of time 
and where the details of the service are not available at the time of the Purchase Order creation. For 
example: maintenance purchase orders for vehicles or machinery where the amount of time required for 
the service is not know at the time of PO creation. 

A Limit Purchase Order can be used as required over the PO period.  

Listed below are some helpful “Tips” in creating/processing a Limit Purchase Order: 
 

• The same Limit Purchase Order can be used to pay multiple invoices.  
• You only need to enter the Product Category and Value Limit in the Purchase Order Item 

details. 
• No detailed items or services are required to be entered in the Purchase Order (e.g. Product 

Details,  Quantity, Unit Price or Unit of Measure). 
• The Required Dates, in the Purchase Order, should be a range and the dates should be 

considered the validity dates for the Purchase Order.  Please note that these dates are not 
verified during the goods receipt or invoicing process. 

• You cannot refer to a Contract in the Purchase Order. 
• The Confirmation is optional and must be entered using Service Entry Sheets (transaction code  

ML81N).  The Product Details, Unit Price, Quantity, and Unit of Measure are entered during the 
Confirmation process. 

• Multiple Confirmations can created for the Limit Purchase Order. 
• The Expected Value is the amount that will be encumbered. 
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Value Limit is the amount the PO cannot exceed. 

Expected Value is the amount you want to encumber.  

The contracts fields are disabled in Purchase Order. 
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Confirmation- Service Entry Sheet  

 

Item Description, Quantity,  Unit of Measure and Price are entered during the Confirmation 
process. 
 


