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UHM Campus Mail Services mails out official, university-related materials 
for departments only. Mailings must list a UHM building address in the 
return address area and have a department’s mailing barcode attached to 
the exterior to utilize our services. Personal mail is not permitted.

5TIPS FOR SAVING
MONEY ON POSTAGELooking for new ways to reduce 

the department’s mailing 
expenses? Check out the 
following tips: 1

2

1 Is the mailing address on your 
envelope or package current? Has 
it been transcribed accurately? We 
know it sounds basic, but taking the 
time to confirm these two details can 
save the department some cash and 
maybe headaches, too.

1 Click on the USPS Services tab.

2 Click on the Look Up Zip Code link.

2 When mailing packages, we encourage departments to format the recipient’s address according 
to USPS regulations. By doing so, packages can qualify for a discounted commercial price, as 
opposed to the pricier retail option.

Name/Company ALOHA COMPANY
Attention: (if applicable) ATTN: MR. KALANI ALOHA
Delivery Address 1234 MAHALO STREET
Delivery Address Second Line SUITE 321
City, State, ZIP Code HONOLULU, HI 96822



3 All envelopes and packages 
going to O‘ahu community 
colleges or West O‘ahu may 
be delivered free of charge via 
Campus Mail.

4 Envelopes being sent to any 
city or state department on the 
island of Oahu can be delivered 
free of charge through the State 
Messenger Mail program; sending 
packages will require postage.

5 The USPS Flat Rate mailing slogan “One rate, any weight” sounds like a good deal, right? It definitely 
can be; especially if you’re mailing something weighing around a pound or more to the Continental U.S. 
However, if the adressee is within the State of Hawai‘i, mailing Flate Rate may not be your best option. In 
fact, it may be more cost effective to use a standard #10 or manila envelope.

Getting the best mailing price is dependent on many factors, such as weight, size, destination, and even 
the item’s packaging. If  you’re unsure of which service would be ideal, feel free to contact Campus Mail 
Services. We’ll help you find the best way to send out your envelope or package.
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Kalani Al
oha

1234 Maha
lo St.

Honolulu,
 HI 96822If you’re sending an 

envelope or package to the 
Continental U.S., it may be 
better to send it Priority Mail 
Flat Rate.

If you’re mailing within 
the state of Hawai‘i, it may 
be best to send it out in a 
regular manila envelope.

If you don’t have a postage scale in your office, common workplace items can help you to estimate the 
weight of your envelope or package. You may also bring your package to our office for weighing.

cell phone with 
6” display
(8-10 oz.)

metal stapler
(15 oz.)

empty 2” 
3-ring binder

(19 oz.)

empty coffee 
mug

(15 oz.)

plastic tape 
dispenser

(14 oz.)

FOR MORE INFORMATION OR IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT US:

(808) 956-8598 Monday - Friday
8:00am - 4:25pm

www.hawaii.edu/mailroom


