Mail and Copy Center Allocation Procedure
· Receive mailroom charges from Mailroom Director (See Below)


· [bookmark: _GoBack]Apply the charges on the attached to the departments listed, with a credit to department 307201 (Mailroom)
See Below for completed entry.
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Sheet1

						PRINTING

		DEPARTMENT NAME		FUND		PROGRAM		ACCOUNT #		PRINTING

		LANGUAGES		1		10		21-0104		$31.50

		VISUAL AND PERFORMING ARTS		1		10		21-0105		$560.20

		MASS COMMUNICATIONS		1		10		21-0108		$42.00

		MATH		1		10		22-0205		$5,488.00

		ALUMNI RELATIONS		1		15		30-7103		$21.00

		INSTITUTIONAL ADVANCEMENT		1		15		30-7105		$10.50

		STUDENT SUCCESS		1		13		40-4001		$13.60

		ADMISSIONS		1		13		40-4002		$500.00

		STUDENT LIFE AND DEVELOPMENT		1		13		40-4005		$21.00

		TOTAL								$6,687.80



						POSTAGE

		DEPARTMENT NAME		FUND		PROGRAM		ACCOUNT #		POSTAGE

		BOARD OF TRUSTEES		1		15		.10-6001		0.47

		PRESIDENT'S OFFICE		1		15		.10-6002		$22.50

		LIBRARY		1		12		20-3001		$0.94

		REGISTRAR		1		12		20-4003		$214.94

		ACADEMIC AFFAIRS		1		12		20-6004		$0.47

		LANGUAGES		1		10		21-0104		$246.59

		BIOLOGY		1		10		22-0201		6.7

		HISTORY/POLI SCIENCE		1		10		23-0303		$0.50

		ALUMNI RELATIONS		1		15		30-7103		$2.05

		INSTITUTIONAL ADVANCEMENT		1		15		30-7105		$96.52

		STUDENT SUCCESS		1		13		40-4001		$7.88

		ADMISSIONS		1		13		40-4002		$706.13

		FINANCIAL AID		1		13		40-4006		$97.27

		INTERNATIONAL SERVICES		1		13		40-4007		$2.35

		BUSINESS OFFICE		1		15		50-6005		$861.76

		HUMAN RESOURCES		1		15		50-7251		$3.76

		UPWARD BOUND		2		11		92-1591		$29.32

		TOTAL								$2,300.15



						SUPPLIES

		DEPARTMENT		FUND		PROGRAM		ACCOUNT #		SUPPLIES

		LANGUAGES		1		10		21-0104		$191.94

		VISUAL AND PERFORMING ARTS		1		10		21-0105		$95.97

		BIOLOGY		1		10		22-0201		$95.97

		CHEMISTRY		1		10		22-0202		$159.95

		COMPUTER SCIENCE		1		10		22-0204		$179.95

		HEALTH SCIENCES		1		10		23-0304		$95.97

		ALUMNI RELATIONS		1		15		30-7103		$63.98

		INSTITUTIONAL ADVANCEMENT		1		15		30-7105		$31.99

		STUDENT SUCCESS		1		13		40-4001		$127.96

		INTERNATIONAL SERVICES		1		13		40-4007		$31.99

		WOMEN'S CENTER		1		13		40-4009		$31.99

		RESIDENCE LIFFE		1		13		40-4051		$31.99

		PRESIDENT'S OFFICE		1		17		40-5302		$31.99

		PUBLIC SAFETY		1		17		40-5302		$31.99

		COMPUTER LABS		1		15		50-3003		$1,279.60

		BUSINESS OFFICE		1		15		50-6005		$127.96

		Totals								$2,611.19
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JE

				Lincoln University Journal Entry Form

								Todays Date:		2/5/19

				Journal Entry Type:		General



				Transaction Post Date:		1/31/19

				Transaction Reversal Date		N/A



				General Ledger Number		Account Description		Debit		Credit



				01-10-210101-77500		Art : Printing and Publication

				01-10-210104-77500		Languages and Linguistics : Printing and Publication		31.50

				01-10-210105-77500		Visual and Performing Arts : Printing and Publication		560.20

				01-10-210108-77500		Mass Communications : Printing and Publication		42.00

				01-10-220202-77500		Chemistry : Printing and Publication

				01-10-220204-77500		Computer Science : Printing and Publication

				01-10-220205-77500		Mathematics : Printing and Publication		5,488.00

				01-10-220206-77500		Physics : Printing and Publication - USE CHEMISTRY

				01-10-220208-77500		Nursing Program : Printing and Publication

				01-10-230301-77500		Economics and Business : Printing and Publication

				01-10-230303-77500		History : Printing and Publication

				01-10-230304-77500		Physical and Health Education : Printing and Publication

				01_10_240699_77500		MSA Dept. : Printing and Publication

				01-10-500404-77500		Information Technology : Printing and Publication

				01-11-307252-77500		Institutional Research : Printing and Publication

				01-12-203001-77500		Library : Printing and Publication

				01-12-204003-77500		Registrar : Printing and Publication

				01-12-206004-77500		Academic Affairs Support : Printing and Publication

				01-12-206018-77500		Institutional Equity : Printing and Publication

				01-13-404001-77500		VP Office of Student Success : Printing and Publication		13.60

				01-13-404002-77500		Office of Admissions : Printing and Publication		500.00

				01-13-404003-77500		Admissions Graduate : Printing and Publication

				01-13-404005-77500		Director of Student Act : Printing and Publication		21.00

				01-13-404006-77500		Financial Aid : Printing and Publication

				01-13-404009-77500		Women's Center : Printing and Publication

				01-13-404011-77500		Academic Student Support : Printing and Publication																``````

				01-13-404016-77500		Assemblies and Chapel : Printing and Publication

				01-13-404030-77500		VA Relations : Printing and Publication

				01-13-404051-77500		Resid. Life & Student Conduct : Printing and Publication

				01-13-404053-77500		Band : Printing and Publication

				01-13-432090-77500		Athletics-General Expense : Printing and Publication

				01-14-506008-77500		Campus Store : Printing and Publication

				01-15-307101-77500		Public Information : Printing and Publication

				01-15-307102-77500		Printing & Publications : Printing and Publication

				01-15-307103-77500		Alumni Relations : Printing and Publication		21.00

				01-15-506003-77500		VP of Finance & Admin : Printing and Publication

				02-11-931414-77500		Amerisource Bergen Opioid Gran : Printing and Publication						Moved from Postage

				02-11-921583-77500		NSF-LEAPS-T : Printing and Publication

				02-11-923001-77500		Title III HBCU-17 Activity I : Printing and Publication

				02-11-923003-77500		Title III HBCU-17 Activity III : Printing and Publication

				01-15-106001-77500		Bd Of Trustees : Printing and Publication

				01-15-106002-77500		Off. of the President : Printing and Publication

				01-15-207223-77500		Faculty Development : Printing and Publication

				01-15-307105-77500		VP of Advancement : Printing and Publication		10.50

				01-17-405302-77500		Public Safety and Security : Printing and Publication

				01-15-307201-77500		GI-Mail & Dupl, Off Supp : Printing and Publication				6,687.80



				01-10-210010-77400		Dean' Office - Humanities : Postage

				01-10-210101-77400		Art : Postage

				01-10-210102-77400		English : Postage

				01-10-210104-77400		Languages and Linguistics : Postage		246.59

				01-10-210106-77400		Philosophy : Postage

				01-10-220201-77400		Biology : Postage		6.70

				01-10-220202-77400		Chemistry : Postage

				01-10-220206-77400		Physics : Postage

				01-10-220208-77400		Nursing Program : Postage

				01-10-230001-77400		Dean's Office  Social Sciences : Postage

				01-10-230301-77400		Economics and Business : Postage

				01-10-230303-77400		History : Postage		0.50

				01-10-230304-77400		Physical and Health Education : Postage

				01-10-240699-77400		MSA Dept. : Postage

				01-12-203001-77400		Library : Postage		0.94

				01-12-204003-77400		Office of Registrar : Postage		214.94

				01-12-206004-77400		VP Office of Acad Affrs : Postage		0.47

				01-13-404001-77400		Ofc of VP- Student Affairs : Postage		7.88

				01-13-404002-77400		Office of Admissions : Postage		706.13

				01-13-404003-77400		Admissions Graduate : Postage

				01-13-404004-77400		Student Support Service : Postage

				01-13-404005-77400		Student Life : Postage

				01-13-404006-77400		Financial Aid : Postage		97.27

				01-13-404007-77400		Internat'l Stu Aff : Postage		2.35

				01-13-404009-77400		Women's Center : Postage

				01-13-404016-77400		Assemblies and Chapel : Postage

				01-13-404017-77400		Health and Medical : Postage

				01-13-432090-77400		Athletics-General Expense : Postage

				01-14-506008-77400		Campus Store : Postage

				01-15-106001-77400		Bd Of Trustees : Postage		0.47

				01-15-106002-77400		Off. of the President : Postage		22.50

				01-15-307101-77400		Public Information : Postage

				01-15-307103-77400		Alumni Relations : Postage		2.05

				01-15-307105-77400		Ofc of VP Advancement : Postage		96.52

				01-15-506003-77400		Office of VP for Fiscal Affrs : Postage

				01-15-506005-77400		Business Office : Postage		861.76

				01-15-507251-77400		Human Resources : Postage		3.76

				01-17-405302-77400		Public Safety and Security : Postage

				02-11-921568-77400		Title III SAFRA 15-Activity II : Postage

				02-11-921569-77400		Title III SAFRA 15-Acti III : Postage

				02-11-921591-77400		DOE-UB-Continuing Program : Postage		29.32

				01-15-307201-77400		GI-Mail & Dupl, Off Supp : Postage				2,300.15



				01-10-210010-73010		Dean' Office - Humanities : Office Supplies and Expense

				01-10-210102-73010		English : Office Supplies and Expense

				01-10-210104-73010		Languages and Linguistics : Office Supplies and Expense		191.94

				01-10-210105-73010		Visual and Performing Arts : Office Supplies and Expense		95.97

				01-10-210108-73010		Mass Communications : Office Supplies and Expense

				01-10-220201-73010		Biology : Office Supplies and Expense		95.97

				01-10-220202-73010		Chemistry : Office Supplies and Expense		159.95

				01-10-220204-73010		Computer Science : Office Supplies and Expense		179.95

				01-10-220205-73010		Mathematics : Office Supplies and Expense

				01-10-220208-73010		Nursing Program : Office Supplies and Expense

				01-10-230001-73010		Dean's Office  Social Sciences : Office Supplies and Expense

				01-10-230301-73010		Economics and Business : Office Supplies and Expense

				01-10-230303-73010		History : Office Supplies and Expense

				01-10-230304-73010		Physical and Health Education : Office Supplies and Expense		95.97

				01-10-230307-73010		Sociology : Office Supplies and Expense

				01-10-500404-73010		Information Technology : Office Supplies and Expense

				01-10-500404-79050		Information Technology : Computer Labs		1,279.60

				01-12-203001-73010		Library : Office Supplies and Expense

				01-12-204003-73010		Office of Registrar : Office Supplies and Expense

				01-12-206001-73010		CASA Ctr F Acad Success : Office Supplies and Expense

				01-12-206004-73010		Academic Affairs Support : Office Supplies and Expense

				01-12-503003-73010		Computer Labs : Office Supplies and Expense  (use Info Tech Object 79050)

				01-13-214015-73010		Concert Choir : Office Supplies and Expense

				01-13-404001-73010		Ofc of VP- Student Affairs : Office Supplies and Expense		127.96

				01-13-404002-73010		Office of Admissions : Office Supplies and Expense

				01-13-404005-73010		Student Life : Office Supplies and Expense

				01-13-404006-73010		Financial Aid : Office Supplies and Expense

				01-13-404007-73010		Internat'l Stu Aff : Office Supplies and Expense		31.99

				01-13-404009-73010		Women's Center : Office Supplies and Expense		31.99

				01-13-404016-73010		Assemblies and Chapel : Office Supplies and Expense

				01-13-404017-73010		Health and Medical : Office Supplies and Expense

				01-13-404051-73010		Resid. Life & Student Conduct : Office Supplies and Expense		31.99

				01-13-404053-73010		Band : Office Supplies and Expense

				01-13-432090-73010		Athletics-General Expense : Office Supplies and Expense

				01-15-106002-73010		Off. of the President : Office Supplies and Expense		31.99

				01-15-207223-73010		Faculty Development : Office Supplies and Expense

				01-15-307101-73010		Public Information : Office Supplies and Expense

				01-15-307103-73010		Alumni Relations : Office Supplies and Expense		63.98

				01-15-307105-73010		Ofc of VP Advancement : Office Supplies and Expense		31.99

				01-15-307109-73010		Career Services : Office Supplies and Expense

				01-15-506003-73010		Office of VP for Fiscal Affrs : Office Supplies and Expense

				01-15-506005-73010		Business Office : Office Supplies and Expense		127.96

				01-15-507251-73010		Human Resources : Office Supplies and Expense

				01-17-405302-73010		Public Safety and Security : Office Supplies and Expense		31.99

				02-11-921569-73010		Title III SAFRA 15-Acti III : Office Supplies and Expense

				02-11-921582-73010		Title III SAFRA 15-Carryforwar : Office Supplies and Expense

				02-11-921583-73010		NSF-LEAPS-T : Office Supplies and Expense

				02-11-921591-73010		DOE-UB-Continuing Program : Office Supplies and Expense

				02-11-921592-73010		DOE-UB-Pre-College Program : Office Supplies and Expense

				02-11-923003-73010		Title III HBCU-17 Activity III : Office Supplies and Expense

				01-15-307201-73010		GI-Mail & Dupl, Off Supp : Office Supplies and Expense				2,611.19



						MailRoom IU Alloc 1-19



								11,599.14		11,599.14

				Approved by:				Date Approved



				Entered by:				Date Posted

				Journal Entry No.

				Comments:





Spreadsheet from Kelly Griffith

						PRINTING

		DEPARTMENT NAME		FUND		PROGRAM		ACCOUNT #		PRINTING

		REGISTRAR		1		12		20-4003		$43.68

		LANGUAGES		1		10		21-0104		$21.00

		VISUAL AND PERFORMING ARTS		1		10		21-0105		$42.00

		MASS COMMUNICATIONS		1		10		21-0108		$84.00

		CHEMISTRY		1		10		22-0202		$21.00

		COMPUTER SCIENCE		1		10		22-0204		$21.00

		MATH		1		10		22-0205		$92.40

		NURSING		1		10		22-0208		$21.00

		BUSINESS AND ENT. STUDIES		1		10		23-0301		$21.00

		HISTORY/POLI SCI		1		10		23-0303		$21.00

		HEALTH SCIENCE		1		10		23-0304		$21.00

		INSTITUTIONAL ADVANCEMENT		1		15		30-7105		$21.00

		INSTITUTIONAL RESEARCH		1		11		30-7252		$10.50

		PUBLIC SAFETY		1		17		40-5302		$10.50

		TOTAL								$451.08



						POSTAGE

		DEPARTMENT NAME		FUND		PROGRAM		ACCOUNT #		POSTAGE

		PRESIDENT'S OFFICE		1		15		.10-6002		$5.85

		LIBRARY		1		12		20-3001		$0.47

		REGISTRAR		1		12		20-4003		$49.03

		HUMANITIES		1		10		21-0010		$0.47

		SOCIAL SCIENCE		1		10		23-0001		$5.17

		BUSINESS AND ENT. STUDIES		1		10		23-0301		$4.70

		ALUMNI RELATIONS		1		15		30-7103		$30.20

		INSTITUTIONAL ADVANCEMENT		1		15		30-7105		$31.95

		STUDENT SUCCESS		1		13		40-4001		$64.80

		ADMISSIONS		1		13		40-4002		$387.49

		GRADUATE SERVICES		1		13		40-4003		$13.95

		FINANCIAL AID		1		13		40-4006		$159.87

		HEALTH SERVICES		1		13		40-4017		$1.21

		PUBLIC SAFETY		1		17		40-5302		$6.67

		FISCAL AFFAIRS		1		15		50-6003		$67.14

		BUSINESS OFFICE		1		15		50-6005		$218.28

		BOOKSTORE		1		15		50-6008		$10.15

		HUMAN RESOURCES		1		15		50-7251		$129.51

		UPWARD BOUND		2		11		92-1591		$0.94

		OPIOD GRANT		2		11		93-1414		$1.41

		TOTAL								$1,189.26





						SUPPLIES

		DEPARTMENT		FUND		PROGRAM		ACCOUNT #		SUPPLIES

		PRESIDENT'S OFFICE		1		15		.10-6002		$31.99

		REGISTRAR		1		12		20-4003		$0.60

		ACADEMIC AFFAIRS		1		12		20-6004		$31.99

		LANGUAGES		1		10		21-0104		$225.00

		HISTORY		1		10		23-0303		$159.95

		FISCAL AFFAIRS		1		15		50-6003		$31.99

		BUSINESS OFFICE		1		15		50-6005		$159.95

		Totals								$641.47
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