
Posting Invoices

Once you have emailed the invoices following the instructions on VM3COP20.061 you may 
have some left that you are unable to email; these will need posting.  

In the top left corner you will see the Invoice address, if you have more than one invoice going
to the same address these can be posted in the same envelope.

As you can see in the picture below, you need to fold on the vertical and both horizontal lines 
to make sure that the invoice fits in a DL window envelope.

Once you have done all of the invoices these need to be taken to Goods Out and placed into 
the 2nd Class brown ducket to be franked as per VM3COP20.48.

Note: We do not send invoices to Export customers unless it has a credit/debit card receipt 
attached, this would be folded in the same way as the UK invoices.

These should be taken to the warehouse and placed in the Airmail brown ducket for franking.
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