
  Financial Services Handbook 
  Departmental Invoicing- Accounts Receivable 

 

Departmental Invoicing Procedures: 

READ Carefully before processing departmental invoices.  

 

Steps to complete forms for departmental invoices.  

1. Complete Extension of Credit Request Form (System Policy 21.01.04) 

NOTE: If your department only creates internal (within campus) invoices then 

skip to step 2. Step 1 is only for external invoicing (including the Bookstore and 

Aramark) 

a. Send a copy of the form to Financial Services (reporting@tamuk.edu or 

ARinvoice@tamuk.edu) 

 

2. Complete Invoice Form 

a. Establish Invoice number for each form. Numbering is unique to each 

department. Example: 2024-FISC0001 (Fiscal Year-Department code 

Numbering starting with 0001). Be sure to keep invoices in sequential 

order.  

b. Populate the areas involving: 

i. Address  

ii. Quantity, Description and Price 

iii. Contact information 

iv. Account number and sub code 

 

3.  Update Accounts Receivable Log 

a. Track each invoice created. 

b. Monitor receivables and send Past Due notices. 

c. UPDATED & EFFECTIVE 3/1/2021  - Report all outstanding invoices to 

Financial Accounting & Reporting: 

i.  Send A/R invoice log by the 15th day of the following month if an 

active Extension of Credit is on file to ARinvoice@tamuk.edu. 
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