
               

     

SDSU Customer Service Center Services Work Order Please email to: 
Date Department Box Number Account Number Number of Pieces 

Name of Mailing for your Reference Department Contact Person Phone 

SDSU Facilities Services Mail Center 

sdsu.facilitiesservicesmailcenter@sdstate.edu 

Any questions? Please call Customer Service Center at 688‐6422. 

Information Below to be Completed by Customer Service Center Only: 

Date of Service Completed 
by Customer Service Center 

Completed By 
Standard Permit 4 

Nonprofit or Regular or 
First Class 

Standard Permit 4 
Nonprofit or Regular or 

First Class 
Periodicals Other Labor 

Labor Hours Pieces Service Unit Price Total Class Code Customer Service Center Notes 

Mailing Postage Charge 

Labor Charge 

Labeling Job 

Labels Only 

Inkjet Addressing QPS Invoice # 

Pick Up Fee 

Delivery Fee 

Forms 

Other Services 
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