Postage Encumbrance and Invoicing
For the last two years Postage encumbrance and invoicing has been handled very similar to the Telecom Service. We are still working on some problem areas in hope that we can make the process more efficient. Below is a brief description on how the Postage process occurs. We want to make sure we are committing the money from the correct account and for the proper amount. Please notify us by e-mail if you need to make any changes!

Encumbrance
· The yearly Postage encumbrance is based on last years total postage expenditures plus a 5% increase.
· The totals are taken from every account that a postage charge was made.
· Postage charges include: 
1. Metered Mail

2. Bulk Mail (unless very large and maybe invoiced separately)

3. Express Mail (receipts received from the Post office)

4. Business Reply Mail

· At the end of every fiscal year (August 31st) leftover encumbrance rolls to the next year along with an equal amount of budget.

· If there is any encumbrance left from the prior year it will be released in the new year after the August postage is paid. A new encumbrance for the current fiscal year will be created at this time.

Invoicing
· Mail Services provides Jackie Elder with postage charges once a month.
· Jackie Elder creates a spreadsheet from this information generating a monthly total for every account that was charged. Totals are determined by account numbers, NOT by departments. Be certain that Charlene is charging the correct account!
· The spreadsheet is forwarded to Beverly Graves in Accounts Payable where the information is loaded into a database producing a monthly invoice. 
· A copy of the monthly invoice will be sent to each department for your records. Do not send this copy through for payment! 

Charlene Crosby – 5704      Charlene_Crosby@TAMU-Commerce.edu
Jackie Elder – 3273              Jackie_Elder@TAMU-Commerce.edu
Beverly Graves – 5213         Beverly_Graves@TAMU-Commerce.edu
