Mail Center Guidelines

Location: 1"'#§0%0&' () #*+#,8'-8( . /&+#O08*5+""#3( . 1#,5(#H2#(5 . 35+ " #5458, 6-8) #*+#, 181 "#I%8&' () #*+#,§'-§
-+&33#08% . *0&8H™, . 9:";,'0&883, . <§=>?28&1<T+ . SD>APIST<IHNG . 95" &2#5&5<<&'(C . DESB . 98&., #&C(#$
&/ [H--5+" 808> B <#{+" 845t #845&, 6-§) #F+#,§-§9* (. /6#0T8

Who gets a mailbox? F*8_*#§('2'*:§. *§/&<59-§'*§'*O#SH#*0#*+§"" . 9-"*:T5; ,&+#,*'+85<&'(§'-$
O#('2#,#080" , #/+(85+ . §+""#83, &+#,*'+85"" . O-#IC8H+" HIGASH . -+& (544, 2' [HIB* OHSH* OH* +Hi<#*$& , #
&--"2*#0§<&'(C.DH#-§"*§,8*0 . <<§_,0#,751 . 981 "(($:#+88 . 9,§<&'(C.DS*9<C#,88*08/ . <C'*&+'.*§
#<<&'(#O5+.$8. L& *058 . 981" ((S64##5H+ " #5-&<#$<<&'(C.D§+",.9:" . 9+88. 9,5+ <#§&+5.J&CE&-""TS

How to have mail sent to you:

B*O#5#* 0#*+34+90#*+-§ 1 &, *'+854+904#*+-§
1.9,5*8&<#§ 1.9,5*8<#§

%&'(C . D§*9<C#,$ 7, &4, *'+85&00, #--3
A?KS I #-+5 T &C&-""SF 24> OHS$ ),&13.,0-2'((#EBLS@MNAAS

),&13.,0-2'((HBLIGMNAAS

For Courier Services like UPS, Fed Ex, DHL, etc.: ) .9,'#,§-#,2'/#-50 . §* .45, #/ . :*'0#5A?KS I #-+§
JECE-""SF21* 058 -$85-"+#53 . ,SOH#('2#, "H-TR*OHSH*O#*+§<#*§1" §. ,0#,86*8+"""* - §+"" &+ 1" ((SCH#S
-"""55#08C8IGHAES ; #O0SPDESQRSES . 5. +'#,S0#('2#,85-#,2' /#- must use this address>

§

1.9,5L&<#

@?TSU>*"-  *§4+ ##4

),&13.,0-2'((#ESBLSAMNAAS

$

How to pick up your mail: S#+#,-§1"((SC#S5(8/#0§'*$8 . 9,5<<&'(C. D138 . OF, #/#' 24385586/ & - #E5 1 #§
1°($,#/ . ,08'+-8&, ,"28(86*05-#*058 . &> <&'(S&(#,+'* 298 . 9L ""#*$8 . 93& , #S&C(#5+ . $5'/6§'+§955"*§+""#§
%&'(§)#*+#,T8ust because your tracking information says the package has been delivered does
not mean that you have a package in the mail room — you must wait for the email we will
send you.S4+Q0#*+-§1."" [§(" 245" * 83, &+#, *'+88"" . O-#-0 1" (5" 8245+ #' , §<<&'(SO#(" 2#,#050" , #/+(85+ . §+"'#3

" LO-HISH0 L5 A L <#S, L9 THTHI<®(S, . . <TS

$

How to send mail: 8388 . 981 "-""§t . §-#*08. O+ "> 1§<<&'(83, . <<b+""#/ _ ((# - #ESH > 2#( . BH#-8&*08-+&<<5-§
&, #5628 (&C(#5+ . §59, /" &-H#i&5+ " HIW . . 6-+ . HTSFS-"* - (#5-+&<<BF'-§#* . Q="'+ .8/ . 24 ,86*86.2# , & - #§-"0#0§
HR2H(OHS: RSB S HIG 004+ &+#-T8D L Q8L ((S*F#A0&00 . *& (55 . -+& I #83. 9(&, 1 #,9. 8
"HE2'H S 24 (. 5H-38*08&(($58/68 1 #-T58388 . 981"+ _ §-#* 086558/ 6& - #E58 . 9§<<O-+5C, "> 1§45+ . §+" 'S

W. .6-+. ,#5,#808% . SCHI<&'(HOTSI " &rf<#&*-$+"" 8438 . 9,$58/6& : #§<9-+SCHS*$&SC . DES+&5#0S95E8* 0§
&00,#--#0T8I#0 . §* .55, . 2'0#C . D#-8&* O5+&5H#TEX*/#58 . 9,§<<&'(§'-$, #&08S+ . SCHS-#*+5 . O+£58 . 98/&™$
0, - 588" 5" #5_ O+ "> 1§C . DS O+-"0#5 . 3t " #8%&' () #*+#,8'3' 158, #8085 &-§5 . -+& 1 # . *§'+784368 . OF*##0§
5. 18 HES(H&-#I8-0683 . SYH(-"HE*5"HW . . 6-+. , #8&*05-""#/8*8&--"-+§8 . 971 . 981" ((SCHS&C(#65+ . $5&88
3.,98.9,85 —+&:#S*H"HW. .6-+. #T§

§



Sending packages through UPS: 8318 . 951'-""§+ . §-#*0§- . <#+""'*:§_ 9+§GH4EB . 95<<&880 .5- . &+, .9: "
PR () TG . 08 R2HI&I5, #58 O RCH(ES . 95 *(BF-##H0% .$-#R(18. 9,4C. DS §#*2#( . SHIE*08
-H#/9, (888" 5" H(QCH(S . *5+""H83, . *+TEX*[#5+" 88" &-SCHH™0 . *#E$8 . 938, #3, #&08%+. S0, . 5§.3368.9,$
58&/68 1 #5 . 338&+5+" #IW . . 6-+. ,#788388 . 951 . 9(09(' 645+ . $5&883 . ,§GH4S-"""55"* - £§8 . 9$<<&8C,"*:§8.9,§
CHAHOSC . DS, <28 5SS+ HIN . _ 6=+ HR0SLHY&*Y/ , HEHEBSECHE . 18 T8N . 95T (SCHIBC(H#+ .S
58853.,$8. O, H(BCHEH"#W . .6-+. #1

Please direct any further questions to purchasing@wabash.edu

$



