Postage, Printing and White Paper 

Costs and Procedures for Tracking

Effective 1 July 2009

POSTAGE: 

- unit/categorical funded where possible


- postal codes assigned to all postings, except routine mailing done at the division level. 


- track this expenditure to the user to understand this annual expense (~$175K)


- review/modify mass mailing plans where practical


- Postal request forms on line at Inside SCC>>Administrative Services>>Forms

WHITE PAPER: 

- Annual expenditures have risen from $50K annually to >$80K annually


- Allocate CDF dollars to divisions based on per-capita assignments


- $59K will be allocated to your base CDF budget


- ALL white paper requisitions will be unit funded


- White paper requisition sheets available on line at Inside SCC>> Administrative Services>> Forms

PRINTING / COPIER COSTS: 


- Annual printing costs at $93K


- Will NOT be allocating these funds to units for expenditure; however, will be monitoring copier use and doing metric analysis monthly


- Continue analysis through 09-10 in preparation for allocating printing/copy funding to the units for expenditure


- Similar to white paper allocation: base budget established, unit pays for copier costs


- Units are encouraged to send duplicating jobs to Reprographics using on line ordering forms (available at INSIDE SCC>>Administrative Services>>Forms)


-- cheaper cost per page



-- two sided enforced to save paper

