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I.  
BACKGROUND

The postage meter is located in the mailroom, which is located and under the supervision of the commanding officer of the Technical Services Section.  It will handle all mail and packages coming into and leaving the Public Safety Building.

II. POLICY

A. The postage meter will always have enough postage available to process mail on a regular basis.  The Technical Services Section secretary will maintain access to the postage meter keys and account number so postage can be added to the machine as needed.

III. PROCEDURES

A. Adding Money to the Postage Meter

1. Contact the Budget Unit at least two weeks before postage is needed for the postage machine.  Request $7,000 check. The Budget Unit will do the necessary paperwork to issue a check.  When the check is ready, the secretary of TSS will pickup the check from the Budget Unit.

2. Fill out the “Pitney Bowes Postage by Phone Computerized Meter Resetting System” form.  Make a copy of both that form and the check for your records.

3. Send both the form and the check by express mail to:

CMRS PB

Po Box 7247-0166
Philadelphia, PA 19170-0166
NOTE: This needs to be HAND DELIVERED to the post office and a                   

             receipt is needed.

4. Within a week, the postage should be processed and ready to be added to the meter.

· Check PB account via PB.com
· Enter user name and password

· Follow voice prompts and tap in the 8-digit POSTAGE BY PHONE account number followed by the # sign (27141407#)

· Turn the key in the meter one notch in the clockwise direction, to the “enter amount” position.  Your “current access code” will be displayed.

· Over the displayed access code, tap in the dollar amount you have requested, followed by a decimal point only.  (The check is usually written for the amount of $7,000.00.  You will add $5,000.00 at first, leaving $2,000.00 in reserve.  After you add the last $2,000.00, you will again contact Budget so another check can be processed before the last $2,000.00 is depleted).

· Turn the key one more position in the clockwise direction to the “enter combo” position.
5. Adding funds to Pitney Bowes mail machine.

· Enter code to unlock machine.

· Press funds button

· Enter quick refill; which is automatically set to $1,000.

· The machine will dial up and connect to pitney bowes.

· It will automatically process and refill to account.

· It will show funds available.

· Press enter when done.

· Print tape receipt.

6. Maintenance for mail machine.

· Replace and order ink when needed.
· Replace and order tape needed.

· Place orders via budget office.


