Telephone Encumbrance and Invoicing
Encumbrance
· The yearly Telecom encumbrance is based on last years total telephone expenditures plus a 5% increase.
· Technology Services sends the form “Telecommunications Equipment Records” to every department. Please review for accuracy and include the account number you wish to have your telecom charges billed to. 
· Telecom charges include: 
1. Dial Tone
2. Long distance charges

3. Adjustments (any bill-backs)
4. T1’s
· 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 telecom invoice is paid. A new encumbrance for the current fiscal year will be created at this time.

Invoicing
· Jalan Mayes generates the invoices using the charges discussed above. Totals are determined by account numbers, NOT by departments. Be certain that Jalan Mayes is charging the correct account!

· Technology Services provides Accounts Payable with telecom charges once a month.
· A copy of the monthly invoice will be sent to each department for your records. Do not send this copy through for payment! 

Jalan Mayes - 5608               Jalan_Mayes@TAMU-Commerce.edu
Beverly Graves – 5213         Beverly_Graves@TAMU-Commerce.edu
