Luskin
School of Public Affairs Financial Services Office

LUSKIN SCHOOL OF PUBLIC AFFAIRS — FedEx Account — How to ship via FedEx

SHIPPING OPTION A: Have shipping label created for you

STEP 1: Fill out an order form to request a FedEx Label and provide the following information, use the
second page of the order form if needed:

a.) The ship from and ship to address

b.) Package & Shipping Details, include weight, service type, and package type

c.) Indicate if you are requesting a pickup from the Public Affairs building or if you are dropping off
your package at a FedEx location

STEP 2: Once FedEx label is sent to you, place it on package and arrange for FedEx to pick it up, or take to
a FedEx store/drop off. FedEx no longer comes daily to Public Affairs.

SHIPPING OPTION B: Take package directly to FedEx- fill out shipping label there

STEP 1: Fill out an order form and send to orders@Iluskin.ucla.edu BEFORE going to FedEx store (This
step must be taken first to ensure the appropriate fund source is charged) Provide the Ship from and
Ship to address on the form.

STEP 2: Go to any FedEx location, fill out a label, and enter account number 203313499 on the label.
STEP 3: Request the receipt from the FedEx location.

STEP 4: Send the receipt to: orders@Iluskin.ucla.edu.

Below is a screenshot of the FedEx Label and the information that is required:
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**This process is subject to change as new information is received and procedures are updated**
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