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POSTAGE CHARGEBACKSPOSTAGE CHARGEBACKS

►►The Department of Chemistry maintains 4 The Department of Chemistry maintains 4 
Department Mail Cards (DMC), one for each Department Mail Cards (DMC), one for each 
of the following cost centers:of the following cost centers:

-- 1916819168
-- 3500035000
-- 1832418324
-- 1400214002



POSTAGE CHARGEBACKSPOSTAGE CHARGEBACKS

►► DEPARTMENTAL MAILING CARD (DMC)DEPARTMENTAL MAILING CARD (DMC)
►► Please note [0073035000] indicates cost center Please note [0073035000] indicates cost center 

3500035000



POSTAGE CHARGEBACKPOSTAGE CHARGEBACK

►► {DEPARTMENTAL MAIL {DEPARTMENTAL MAIL 
CARD_DAILY} is an EXCEL CARD_DAILY} is an EXCEL 
Workbook that has been Workbook that has been 
set up to maintain a tally set up to maintain a tally 
(by cost center) of the no. (by cost center) of the no. 
of mail pieces mailed each of mail pieces mailed each 
day.  The workbook is day.  The workbook is 
located in the CHEMADMIN located in the CHEMADMIN 
FRONTOFFICE folder.FRONTOFFICE folder.

►► Enter amount of pieces Enter amount of pieces 
mailed each day in the mailed each day in the 
correct cost centercorrect cost center’’s sheet.s sheet.



POSTAGE CHARGEBACKSPOSTAGE CHARGEBACKS

►► Use the universityUse the university’’s s 
Printing and Postal Printing and Postal 
Services web site Services web site 
charge backs portal to charge backs portal to 
view postal charge view postal charge 
backs for period backs for period 
(month). (month). 

►► http://http://www.uh.eduwww.uh.edu/pp/pp
//



POSTAGE CHARGEBACKSPOSTAGE CHARGEBACKS

►► Using the postal Using the postal 
services report, services report, 
determine postal determine postal 
charge backs for each charge backs for each 
cost center.  Tip:  use cost center.  Tip:  use 
the {EDIT} {FIND} the {EDIT} {FIND} 
command. command. 
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►► Copy each cost center data into the following spreadsheet Copy each cost center data into the following spreadsheet 
[FY 06 Postage[FY 06 Postage--Monthly].  Enter the total number of pieces Monthly].  Enter the total number of pieces 
mailed per the Dept Daily Tally.  The total number of mailed per the Dept Daily Tally.  The total number of 
pieces should have a similar total (per Dept vs. website). pieces should have a similar total (per Dept vs. website). 
Send the file to Elsie Myers.Send the file to Elsie Myers.



POSTAGE CHARGEBACKSPOSTAGE CHARGEBACKS

►► The chargeback's are The chargeback's are 
to be verified per the to be verified per the 
PS 1074 Verification PS 1074 Verification 
Report. The posted Report. The posted 
expense is a month expense is a month 
behind, (Oct posts in behind, (Oct posts in 
Nov). Nov). 


