
DISTRIBUTION SERVICES



WAREHOUSE OPERATIONS

� MAIL ROOM
� First class Letters, Flats, and International 
� USPS, FedEx, UPS, or DHL?

� SHIPPING & RECEIVING
� UPS
� Office Max



OUR MAIL SYSTEM

Your Department Office

Back to 
Mail Room

Mail Room
400 W 1st Street



FIVE + FOUR

� Our five digit zip 
code is 95929

� Your four digit zip 
code is specific to 
your department

95929 - 0010

CSU Chico Personnel



ADDRESSING YOUR MAIL

� From
� Your Name
� Department
� California State University Chico
� Chico, CA 95929-0123

� To
� Name
� Company Name
� Unit or Apartment
� Street Address
� City, State Zip code 



ON CAMPUS MAIL

Warehouse Operations

Destination
Department

Your
Department



WHO PAYS FOR MY MAIL

� Department + 4 digit Zip = Bagcode

PERS0010

PERS 0010



SUB ACCOUNTS

PERS0010

FD#####

AS#####



MAIL ROOM INFORMATION

� Phone extension 5326

� http://www.csuchico.edu/wos/



SHIPPING & RECEIVING

Processed and Posted

Your 
Department Office

Warehouse Operations
1205 W 7th Street



SHIPPING METHODS

� UPS
� FedEx
� DHL
� Golden State



SHIPPING UPS

� Website
� Fill out and print shipping request
� Call for pickup



FedEx US AIRBILL



FedEx INTERNATIONAL AIRBILL



PROPERTY MANAGEMENT

� Sensitive Items

� $500.00

� Capital Property



ADDITIONAL INFORMATION

� Warehouse Operations ext. 4320
� Mail Room ext. 5326
� Shipping / Receiving ext. 5115
� http://www.csuchico.edu/wos/


