
Pacific University | University Mail Services 
 

FORWARDING MAIL GUIDELINES 
 
Forwarding Address Forms are available at the 
Mail Services Customer Service Counter. 
 
OVERSEAS AND SUMMER (TEMPORARY FORWARDING): 
The temporary mail forwarding service is provided for you during summer break and when 
studying overseas upon request.  Mail Services will forward your mail until you return to campus.  
Please sign in at the Customer Service Counter when you return to campus to cancel your 
forwarding address. 
 
GRADUATE AND WITHDRAWL (PERMANENT FORWARDING): 
The permanent mail forwarding service is provided for you once you graduate, or permanently 
leave the University.  Mail Services will forward your mail for 4 months.  During this time it is your 
responsibility to notify senders of your new address – make sure to notify your last employer of 
your new address for W-2 tax forms.  At the end of the 4 month period, any mail sent to the 
University will be returned to sender.  Remember to return your key to Mail Services! 
 
HOLIDAY BREAKS: 
Mail is not forwarded during any holiday break.  Mail Services continues to sort mail into UC 
boxes for you to receive upon your return.  If you are gone for BOTH the winter holiday break 
and the Winter II term Mail Services can put a temporary forward on your mail upon request. 
 
FORWARDING PACKAGES: 

• Mail Services will forward packages received through the United States Postal Service 
(USPS) to you while your forwarding address is active.  It is your responsibility to notify 
senders of your new address.  Any packages received after your forwarding address 
expires will be returned to sender (permanent forwards). 

• Mail Services cannot forward Federal Express (FedEx) or United Parcel Service (UPS) 
packages.  If packages arrive from these carriers they will be returned to sender. 

• Mail Services cannot forward any packages to international destinations. 
 
UC BOX KEYS: 
If you are permanently leaving the University, you are required to turn in your UC box key.  
There is a $25 replacement fee charged to your student account for keys that are not returned. 
 
SPECIAL NOTE: 
Mail Services cannot guarantee the speed of delivery for forwarded mail.  If you are expecting 
a time sensitive item, contact the sender with your new address and notify Mail Services to make 
sure your item is forwarded to you as soon as possible. 


