


[WAREHOUSE OPERATIONS ]

= MAIL ROOM

o First class Letters, Flats, and International
o USPS, FedEx, UPS, or DHL?

» SHIPPING & RECEIVING
o UPS
o Office Max



[OUR MAIL SYSTEM

-

Mail Room
400 W 1st Street

Your Department Office

s I

Mail Room




[FIVE + FOUR ]

= Qur five digit zip = Your four digit zip
code is 95929 code is specific to
your department

{ 95929 - 0010 }

L CSU Chico } L Personnel }




[ADDRESSING YOUR MAIL ]

m From

o  Your Name

Department

California State University Chico
Chico, CA 95929-0123

O

Name

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

_Iooo

O O O O O



[ON CAMPUS MAIL

<

Your
Department

Warehouse Operations

Destination
Department



[WHO PAYS FOR MY MAIL ]

= Department + 4 digit Zip = Bagcode

£ PERS } [ 0010

|

[ PERS0010 ]




[SUB ACCOUNTS

[ PERS0010 }

4{ FD#####

4{ ASH#tH#H#




[MAIL ROOM INFORMATION ]

= Phone extension 5326

= http://www.csuchico.edu/wos/



[SHIPPING & RECEIVING

Warehouse Operations

th
1205 W 7™ Street Processed and Posted

s .

Your
Department Office




[SHIPPING METHODS ]

JPS

~edEXx

DHL

Golden State




[SHIPPING UPS

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



FedEx US AIRBILL

Enter the Date Fj_llj_ng Oout a Preprj_nted [SECTION 4a]
. . . Choose your package
[SECTION 1] Fed Domestic US Airbill service (up to 150 1bs.)
Enter th | *ORX
nter the |
Sender's Name - I E&wﬁs USAIRbIl - g= 323y 5678 901C Cho O[SseEc;rquorN félrh;]i ght
\ :' 1/01/2007 L 1065-8630-6 service (over 150 1lbs.)
O aul Zingg nel330] 898-5115
[SECTIDN 2] o CHICO STATE UHIVERSITY [SECTION 5]

Choose the type of
Enter the OS50,

[SECTION 6]
Choose a type of special
handling {if needed})

g b
! § packaging
Chico Mail Bag Code M _ e T B
z G PRESTIN) | e e e O
g :
§

o

@]
fedax.c

[SECTION 7]

Choose whom you want to
bill this item to
(However, you do not need
to fill out the weight)

[SECTION 3] T
Enter the Recipient's ”,/”’ e

|
|
information : @ Ship and track packages at fedex.com
'S Simplety your shipping. Manage yesr account. Access all tha teals you noad.
|

[SECTION 8]
If Regidential Address,
choose your signature
option




FedEx INTERNATIONAL AIRBILL

Enter the Date
[SECTION 1]

Enter the
Senderts Name

e

Filling out a Preprinted
FedEx nte: ' !
R FedEx. iniermational Air Waybil

1/01/ 200750

1065-8630-6

[BECTION 2]
Enter the
Recipient's
Information

[SECTION 3]
Provide a DETAILED
description of the
items to be shipped

[2T0eeeashfet [ 2T069295hERT | DTFh@ea9ShERT | 2TObRLYSHERY )
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[SECTION 4]
Choose your package
BEfwice (up td 150 Ibs.)

[SECTION 5]
Choose the type of
packaging

[SECTION 6]
Choose a type of special
handling (if needed)

[SECTION 7al]
Choose to whom you wish
the Transportation charges
will be billed to

[SECTION 7b]
Choose to whom you wish
the Duties & Taxes charge
will be billed to

[SECTION 8]
Enter the €50, Chico
Mailbag Code

[SECTION 9]
*¥STGNATURE REQUIRED®




[PROPERTY MANAGEMENT ]

= Sensitive ltems
= $500.00

= Capital Property



[ADDITIONAL INFORMATION ]

= Warehouse Operations ext. 4320
= Mail Room ext. 5326

= Shipping / Receiving ext. 5115

= http://www.csuchico.edu/wos/



