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A MESSAGE TO THE  

USC COMMUNITY 

CHRISTOPHER J. TOOMEY, PE 

Vice President and Executive Director 

USC Facilities Planning and Management 

As stewards of the University’s Infrastructure who embrace our unifying 

values, FPM is dedicated to providing a safe and healthy environment for 

the USC community while building and maintaining facilities that are cost-

efficient, resilient, and sustainable. This guide is intended to assist YOU in 

understanding our broad scope of services and providing you with the 

best possible experience as we work in partnership. Please take a moment 

to review it. We look forward to working with you and welcome any com-

ments.  
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FPM PILLARS 

Facilities Planning and Management  is responsible for planning, developing, and maintaining the breadth of 

the facilities at USC, and is also dedicated to creating a safe environment for our onsite USC community. 

Woven into every service we do, your safety is of upmost importance. As FPM, this group of professionals 

will continue to be an integral part of the success of USC and dedicated stewards of our core values. 

FPM is comprised of 6 Pillars 

THE CUSTOMER EXPERIENCE INITIATIVE 

The Customer Experience Program is dedicated to enhancing the overall customer experience by actively 

engaging key customers across various work facets. In our commitment to excellence, we have empowered 

more than 50 of our FPM employees to serve as advocates for schools and academic units on both 

campuses. 

Our Champion Strategy operates on a structured framework: 

• Champions convene 6 to 12 times annually. 

• Champions then arrange meetings with customers, extending invitations to shop managers and 

directors to collectively discuss projects taking place in their buildings. 

For those who have not been assigned a champion, we encourage reaching out to the Customer Relations 

Center (CRC) at 06833 for personalized assistance and support. 

UNIVERSITY ARCHITECT 

CAPITAL CONSTRUCTION 

DEVELOPMENT 

FACILITIES MANAGEMENT 

SERVICES 

REAL ESTATE AND ASSET 

MANAGEMENT 

MAILING AND MATERIAL 

MANAGEMENT SERVICES 

CONTROLS, FINANCE & 

ADMINISTRATION 
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ADMINISTRATION 
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CFA 

OVERVIEW 

Controls Finance and Administration (CFA) is Facilities Planning and Management’s (FPM’s) resource for project, 

contractual and fiscal controls, systems and administrative support. CFA manages the risks behind FPM activities 

such as budget, cost, procurement, payroll, scheduling, safety, quality, estimating and information technology. CFA 

documents, communicates and supports the work through systems, contracts, people, and reporting.  

Safety is of utmost importance to FPM. CFA is a driving force in this area as it relates to job site safety, office safety, 

construction job site compliance, and quality control. CFA also maintains operations for the FPM Business Continuity 

Plan, Disaster Recovery plan, and University’s Disaster Financial Recovery. 

PEOPLE 

TOOLS + SYSTEMS 

RISK MITIGATION 

CONTROLS, FINANCE, AND ADMINISTRATION 

CFA administratively supports all the other pillars within FPM in an expansive range of activities 

which include everything from safety training and payroll to project management controls and 

financial reporting and projections.  Liaisons with various University departments including 

Office of Budget and Planning, Comptrollers Office and Business Services  

AssetWorks: work order system to request projects, maintenance and/or operational services.  

Trimble: Project Management Information System.  

Workday: USC’s ERP system for HRIS employee recordkeeping, and departmental financials 

Fusion Salesforce: University’s platform for housing BCP documents. 

Trojan Learn: Employee record keeping for training assignments, certificates, compliance, 

reporting and professional development.  

Risk mitigation is addressed by providing the proper contract documents, control systems, 
processes and procedures, insurance requirements, and safety protocols and inspections.  

LIFE OF A PROJECT 

CFA provides services throughout the Life of a Project in these areas: 
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CAPITAL CONSTRUCTION 
DEVELOPMENT 
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CCD 

CAPITAL CONSTRUCTION DEVELOPMENT 
OVERVIEW 

Capital Construction Development (CCD) oversees the development, design, and construction for all tenant 

improvements, building renovations and major capital construction projects at the University of Southern 

California.  Reporting to Christopher Toomey, Vice President and Executive Director, Facilities Planning and 

Management (FPM), the CCD team is comprised of project management professionals with backgrounds in 

architecture, engineering, construction, and management of projects from concept through design, 

permitting, construction, and occupancy. 

CCD collaborates synergistically with other FPM departments as well as the University at large.  In-house 

resources are strategically leveraged to maximum effect and minimize expense. 

STRATEGIC GOALS 

It is our goal to work in partnership with our customers to ensure that we provide outstanding new and 

renovated facilities that fulfill the current and future needs of the Trojan Family.   

Inherent to all our projects, we strive to: 

• Maintain regulatory compliance  -  Most people 

are surprised at the depth and breadth of code 

and permitting requirements and restrictions that 

are applicable to even the seemingly most simple 

new construction or renovation projects.  Our 

seasoned professionals are well versed in 

identifying applicable strictures and prosecuting 

the desired work  

• Ensure quality  -  In addition to local, state, and 

federal regulations, the University of Southern 

California has delineated standards and 

preferences to promote consistency, 

compatibility, and durability throughout its 

facilities. 

• Optimize project delivery  -  We are continually 

looking for ways to provide the desired result with 

better quality, less expense, and greater speed. 

• Collaborate  -  Teamwork allows us to leverage 

the best information, insights, and talent and 

apply them to the execution of the project.  All 

stakeholders are valuable project team 

members.  

• Innovate  -  Ask – is there a better way? 

• Promote sustainability  -  Let’s make this 

University the role model to which others aspire 

to emulate. 

• Protect the safety and health of all who may be 

impacted by our work. 
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CCD 

ROLES AND RESPONIBILITIES 

We begin to identify and establish project stakeholders at the onset of every project and works to ensure 
that the appropriate parties are engaged, involved, and informed throughout the project lifecycle.  The 
Project Manager is responsible for identifying and advancing the planning and execution of the tasks 
necessary to accomplish your project goals.  Our Project Managers facilitate communications and work with 
the stakeholders to clearly define roles and responsibilities, including timing for decisions and deliverables 
needed to support successful timely project completion. 

The Project Manager has support from a cadre of professional personnel who provide services such as 
estimating, design review, contract administration, document control, purchasing, and accounting.  This is the 
team that helps to ensure that:  

• Activities comply with University policies and procedures.  

• Best practices are implemented that are directly related to the construction industry which is subject to 
special rules and regulations (even in regard such standard business practices as invoice payment). 

Our team is comprised of 40+ professional staff and includes architects and engineers, construction 
managers, LEED professionals, an access specialist and a certified interior designer. 

“While change can be unsettling, it also creates 

opportunities—to sharpen our focus, challenge 

assumptions, and recommit to what matters most: the 

impact we have on our students, patients, and society.” - 

Interim President Beong-Soo Kim, in his July 1, 2025 

Message to Faculty and Staff 

“Plan your work and work your plan.”  

- Napoleon Hill 

KEY WORDS 

Collaborate: “Work jointly on an activity, especially to 
produce or create something.” 

Innovate: “Make changes in something established, 
especially by introducing new methods, ideas, or 
products.” 

Stakeholder: “A person with an interest or concern is 
something, especially a business.” 

Sustainability: “Avoidance of the depletion of natural 
resources in order to maintain an ecological balance.” 

KEYPHRASE 

Best Practice: “A procedure that 

has been shown by research and 

experience to produce optimal 

results and that is established or 

proposed as a standard suitable for 

widespread adoption.” 
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CCD 

CONTROLLING/GOVERNING INFLUENCES 

The framework within which construction and renovations projects on University of Southern California 
campuses must navigate is variable and at times complex.  Each project is assessed, and the path forward is 
determined based upon project-specific factors (e.g., impacts to structural or other building systems).  In 
addition to those applicable directly to design and construction there are further rules governing the 
procurement of equipment, supplies and materials as well as those governing contracting for professional, 
construction, and general services.  A “complete” listing or matrix to address even the most typical of project 
scenarios is impracticable due to the evolving nature of the rules and regulations and the changes within the 
governing agencies themselves.   

1. Before any project may advance beyond initial conversations, the appropriate approval(s) and funding 
need to be in place.  The approvals needed are dependent upon the school or department requesting the 
project, the location of the project, the type of work entailed, and the cost of the project. 

2. Various Federal, state, and local regulations and regulatory agencies have governance over construction 
and renovation projects.  The exact entities and hierarchy of applicable rules are dependent upon the 
location and nature of the intended scope of work.  CCD project managers begin each project with 
regulatory compliance in mind and work diligently with the project team from concept through 
construction to optimize the project schedule in view of regulatory framework applicable to the project. 

3. University of Southern California Policy, including but not limited to: 

• Facility Design Guidelines 
• Health and Safety 
• Expenditures and Procurement 
• Facilities and Equipment 

HOW TO REQUEST SERVICES 

A completed Project Request Form is required for all CCD-managed project requests. A Senior Business 

officer (SBO) signature is required on all Project Request Forms (+ Senior Vice President (SVP) signature for 

projects anticipated ≥$250,000 and for studies of any value). Use the Find Your Senior Business Officer – 

USC Business Services page to identify the SBO for your organization. Please refer to the How to Request a 

Project  document and the Services Matrix for guidance. We look forward to working with you! 

A CCD Project Manager will be assigned as soon as is practicable. We will work with you to define your in-
tended scope of work, provide estimates as necessary at various stages of scope and design development, 
facilitate stakeholder identification and collaboration, and identify and incorporate appropriate application 
of standards, guidelines, and preferences throughout the project lifecycle.  Your CCD project manager will 
guide your project from inception to completion.  Further, CCD project managers, in conjunction with archi-
tect/engineering personnel review work in place for quality and conformance with the design and specifi-
cations.   

WHAT TO EXPECT 

https://facilities.usc.edu/uploads/documents/basisofdesign/USC%20Facility%20Design%20Guidelines.pdf
https://policy.usc.edu/health-and-safety/
https://policy.usc.edu/expenditures-and-procurement/
https://policy.usc.edu/facilities-and-equipment/
https://fpm.usc.edu/wp-content/uploads/2025/01/FPM-Project-Request-Form-2025-01-28.docx
https://sites.usc.edu/procurement/find-your-senior-business-officer/
https://sites.usc.edu/procurement/find-your-senior-business-officer/
https://fpm.usc.edu/wp-content/uploads/2025/09/2025-09-30-FPM-CCD-AssetWorks-Project-Request-QRG.pdf
https://fpm.usc.edu/wp-content/uploads/2025/09/2025-09-30-FPM-CCD-AssetWorks-Project-Request-QRG.pdf
https://fpm.usc.edu/wp-content/uploads/2023/08/2023-08-16-FPM-CCD-Services-Matrix-002.pdf
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CCD 

THE CUSTOMER EXPERIENCE INITIATIVE 

CCD always welcomes your feedback.  As part of Facilities Planning and Management, we actively 
participate in customer outreach events and work collaboratively with other FPM departments to 
continuously improve the services we provide.  We encourage you to let us know about your experiences – 
whether about something that is working well or something that could be improved; your input is valued.  
Please take advantage of the feedback feature provided on the FPM website or reach out to our Project 
Managers, Directors, and Customer Champions to let us know how we are doing.   
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FACILITIES MANAGEMENT  
SERVICES  
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• • •

CUSTOMER RESOURCE CENTER 

CUSTODIAL 
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CUSTOMER RESOURCE CENTER 

SHUTDOWNS 

URGENT/EMERGENCY SERVICES 

• 

• 

• 

• 

• 

• 

• 

• 

•

https://fpm.usc.edu/customer-guide-to-services/
tel:2137406833
tel:3234428005
https://usc.assetworks.cloud/ready/
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• 

• 

• 

• 

• 

EVENTS PLANNING 

PLAN AN EVENT 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

•

• 

https://dps.usc.edu/services/usc-events-permit-application/)
https://fpm.usc.edu/wp-content/uploads/2025/09/FPM-Events-Checklist-Updates-Sept-2025.docx
https:/trojanevents.usc.edu/departmental-event-approvals/
https://fpm.usc.edu/wp-content/uploads/2023/07/Basic-Zones-Cost-Breakdown-for-Events.pdf)
https://fpm.usc.edu/wp-content/uploads/2023/07/Heavy-Equipment-Cost-Breakdown-for-Events.pdf)
https://fpm.usc.edu/wp-content/uploads/2023/07/Basic-Electrical-Cost-Breakdown-for-Events-Modified.pdf)
https://fpm.usc.edu/wp-content/uploads/2023/07/IR-ATH-Cost-Breakdown-for-Events.pdf)
https://fpm.usc.edu/wp-content/uploads/2023/07/SPS-Events-delivery-charges.pdf)
https://fpm.usc.edu/facilities-management-services/events-planning/
https://fpm.usc.edu/facilities-management-services/events-planning/
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FILMING REQUESTS 

mailto:facilities.filming@usc.edu
mailto:facilities.filming@usc.edu
http://campusfilming.usc.edu/
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ZONES 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

•

• 

https://facilities.usc.edu/maps/
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• 

• 

• 

• 

CONSTRUCTION PROJECT SERVICES 

https://facilities.usc.edu/leftsidebar.asp?ItemID=603
https://facilities.usc.edu/leftsidebar.asp?ItemID=603
https://facilities.usc.edu/leftsidebar.asp?ItemID=603
https://facilities.usc.edu/leftsidebar.asp?ItemID=603
mailto:fms-misd@usc.edu
https://usc.assetworks.cloud/ready/
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• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

MOVING /SPECIAL SERVICES 
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LANDSCAPE AND GROUNDS 
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https://www.arborday.org/programs/tree-campus-higher-education/
https://fpm.usc.edu/wp-content/uploads/2023/08/USC-Native-and-Climate-Adapted-Plan_Public_081823.pdf
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LANDSCAPE AND GROUNDS—ROUTINE/STANDARD GROUNDS SERVICES (7-DAY OPERATION) 
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• 

• 

• 

• 

• 
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• 

• 
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• 

• 

• 

•
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• 

• 

• 

• 

•



27 

• 

• 

• 

• 

• 

• 

• 
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• 

• • 

• 

◦ 

◦ 

◦ 

• 

◦ 
◦ 
◦ 

◦ 

LOCKSHOP 
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LOCKSHOP FAQ’S 
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MAINTENANCE 
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• 

• 

• 

• 

• 

• 

•

• 
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• 

• 

• 

• 

• 

• 

ENGINEERING SERVICES 
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ASSET RENEWAL  

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 
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• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

ENERGY CONTROL CENTER 
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ENERGY CONTROL CENTER 

• 

• 

• 
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ENERGY CONTROL CENTER 

• 

• 

• 

https://fpm.usc.edu/wp-content/uploads/2025/10/Critical-Area-Alarm-Notification-Form-2025.pdf
https://fpm.usc.edu/wp-content/uploads/2025/10/Critical-Area-Alarm-Notification-Form-2025.pdf
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CAD SERVICES 

 

• 

• 

• 

 

• 

• 

• 

 

• 

• 

• 

 

• 

• 

• 

• 

• 

• 

 

• 

• 

• 
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• 

• 

• 

• 

•

• 

https://sustainability.usc.edu/assignment-earth/
https://www.epa.gov/greenpower
https://buildingos.com/s/usc/portfolio/?chapterID=40473
https://fpm.usc.edu/services/sustainability/
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MAILING AND MATERIAL 
MANAGEMENT SERVICES 
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MAILING & MATERIAL MANAGEMENT SERVICES 

OVERVIEW 

Mailing and Material Management Services is responsible for the administration and operation of incoming/

outgoing mail and all shipping and receiving of items for the university. Primary duties include the pickup or 

receipt, sorting, and delivery of all university incoming, outgoing, and interdepartmental mail, gas cylinder 

distribution, material management, storage of university items, surplus sales and the Mail Stop satellite 

retail center.

MAILING & MATERIAL MANAGEMENT SERVICES

Mailing Services is the hub for distribution of all USC incoming mail from the United States Postal Service 
(USPS). Incoming mail is picked up daily from three USPS locations. Mail that is picked up in the morning and 
does not require research to determine location is delivered the same afternoon. USPS mail is sorted and 
delivered based on class and delivery address. 

Use of USC’s mail system is designated for official university business only and is not for delivery of 

personal items. Personal shipments should be directed to your home address. 

Mailing Services is responsible for all incoming and outgoing mail services for the following locations: 

• University Park Campus (UPC)

• Health Sciences Campus (HSC)

• Alhambra campus (HSA)

• USC Building One (SCO formerly AT&T)

• CitiGroup Center (CGC)

• Mani Figueroa Tower (MFT)

Other responsibilities include coordinating the delivery of urgent materials through an overnight express 

service as well as controlling all permit and bulk mailings that are mailed through our permits.  

MAILING SERVICES 
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MAILING & MATERIAL MANAGEMENT SERVICES 

It is recommended that you send any valuables, money (although not recommended, but realize people still 

do), gift cards via certified or registered mail provided by the USPS. This will lower the chances of the mail 

being lost and will provide you with a tracking number to view the mail piece/package location leading to its 

destination.  Please visit the following website for information on how to protect your mail. 

INCOMING MAIL | Learn More

USC INTERNAL PACKAGE TRACKING 

Mail or any items received with a tracking number can be tracked to show the status of the mail piece once 

it is received by Mailing Services.  Our internal package tracking can be accessed at any time.    

INTERDEPARTMENTAL MAIL 

Interdepartmental mail refers to any paper delivery between departments or offices that pertains to official 

university business. Interdepartmental mail is sorted and delivered to campus locations daily.  All mail 

retrieved by Mailing Services on the last delivery/pick-up is delivered on the first delivery the following 

business day. To send interdepartmental mail to all mail codes as a campus distribution, use the Campus 

Mail Distribution Form  

To ensure timely delivery of interdepartmental mail, it is highly recommended that individuals address 

campus mail pieces with complete name, 3 letter building code, suite #, mail code, and Return Address. 

Mailing Services recommends using manila “Campus Mail” envelopes for interdepartmental mail.  Failure to 

use this envelope can result in campus mail ending up in the USPS mail system. All other types of envelopes 

must clearly state “Campus Mail”. For a list of current mail codes, refer to the USC Mail Codes.  

MAIL CODES 

Designed to accurately direct mail to university departments, a four-digit mail code is assigned to most 

departments and offices within USC. When used properly, this system improves service by reducing sorting 

time and errors. 

Mailing Services keeps campus address data up-to-date based on information provided by departments. If 

your department has a name or location change, it is important to inform Mailing Services so that address 

data remains current. Many times, a change in location requires the assignment of a new mail code. Please 

do not create or assign your own mail codes! 

For a list of current mail codes, refer to the USC Mail Codes.   

If an individual or department is relocating, please fill out the Departmental Relocation Notice two (2) weeks 

https://www.uspis.gov/
https://fpm.usc.edu/mailing/usps-services/
https://fpm.usc.edu/usc-internal-package-tracking/
https://fpm.usc.edu/mailing/interdepartmental-mail/
https://fpm.usc.edu/mailing/interdepartmental-mail/
https://fpm.usc.edu/mailing/interdepartmental-mail/
https://fpm.usc.edu/mailing/interdepartmental-mail/
https://fpm.usc.edu/departmental-relocation-notice/
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prior to your move in order to prevent mail delays.  

 

Mailing Services also provides delivery and pick-up service to student dorms on the University Park Campus 

and the Village.  See list of dorms that Mailing Services delivers to Monday through Saturday.  

 

OUTGOING MAIL 

For most of your mailings, the content of the mail piece, weight, delivery time and postage cost will deter-

mine the class of mail you select. For a comparison of the different classes of mail, refer to the Classes of 

Mail Quick Reference Guide (Located at the bottom of the page).  To view rates for the various USPS mail 

classifications, visit USPS.com. 

 

OUTGOING MAIL REQUISITION  

Mail that requires metering is accepted from departments with an Outgoing Mail Requisition. We also ac-

cept FedEx, UPS or any stamped mail. This mail is processed at the main office location. 

• Mailing Services Outgoing Mail Requisition online form.  

 

POSTAL/MAILING SERVICE FORMS 

Departments may contact Mailing Services at mail7777@usc.edu to request 6x9 interdepartmental enve-

lopes and USPS supplies (priority, express, certified, return receipts).  

 

USPS TRACKING BARCODE REQUIREMENTS 

USPS requires that a USPS Tracking barcode and number appear on all mail pieces sent using the following 

services: 

• First Class Mail Package Service 

• All Priority Mail Services 

• All Parcel Select Services 

MAILING & MATERIAL MANAGEMENT SERVICES 

https://fpm.usc.edu/usc-dorm-address-information/
https://fpm.usc.edu/mailing/usps-services/
https://fpm.usc.edu/mailing/usps-services/
https://pe.usps.com/text/dmm300/Notice123.htm
https://fpm.usc.edu/outgoing-mail-requisition-mailing/
mailto:mail7777@usc.edu
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Option 1 is to use a prepaid label using your own Shipping Software 

Option 2 is to affix a USPS Tracking label #400 to each piece 

 

 

Please email USC Mailing Services at mail7777@usc.edu to request USPS Tracking label #400.  Packs of 50 

are available. 

 

CAMPUS ADDRESSES 

There is a standard format for all campus addresses. Wherever and whenever campus addresses are used 

(letterhead, envelopes, business cards, forms, individual correspondence, web sites, etc.) they should be for-

matted according to this standard. If correspondents use these addresses to write to the campus, USPS and 

Mailing Services will be able to process this mail in an efficient and timely manner. 

 

Addressing tips 

There are ways to help USPS process and transport items more efficiently. Whether it is mail for holidays or 

special occasions, or regular letters and packages, these tips may come in handy. 

• Type or neatly write the complete address of the recipient. 

• Use a complete return address. 

MAILING & MATERIAL MANAGEMENT SERVICES 

mailto:mail7777@usc.edu
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MAILING & MATERIAL MANAGEMENT SERVICES 

• Place entire return address within the appropriate distance from the top of mail piece to prevent 

“loop mail”. 

• Provide complete address information. Always use the apartment or suite number and correct 

directions such as N, W, SW and AVE, BLVD and ST. 

• Write the city, state, and zip code on the same line.  

• Check to make sure you are always using the correct zip code. 

• Do not write phone or fax numbers as part of the delivery address. 

For international mail, use the following postal code lookup sites: 

• Canada Post Postal Codes lookup  

 

For more information, refer to the Envelope Addressing Quick Reference Guide (Located at the bottom of the 

page).  

 

PICK-UP AND DELIVERY 

Mailing Services does pick-up and delivery, Mon/Wed/Fri or Tue/Thu  or daily depending on your depart-

ment’s assigned schedule. 

 

If you have a need for a pick-up of outgoing mail or large packages that exceed your department’s typical dai-

ly volume, please contact Mailing Services  at mail7777@usc.edu to arrange for the pick-up. 

 

Drop-off deadlines (Monday through Friday, excluding university holidays) for all outgoing items handled by 

Mailing Services are: 

• UPS Ground: 12:00 pm. 

• USPS Express Mail: 12:30 pm. 

• 12:30pm deadline for Next Day Delivery for many major markets. Average number of days 

based on origin, destination, and delivery zone. 

• 2:30pm deadline for 2-Day Delivery. 

• Due to the deadlines, we must pick up your Express during the morning pickup/delivery. 

• Verify Service Commitments here 

• Service Commitments tool can be used for Express Mail or any other Class of Mail and 

Shipment options. 

• USPS stamped/metered mail: 4:00 pm. 

• FedEx prepaid: 4:00 pm. 

• Certified mail: 4:00 pm. 

• Insured mail: 4:00 pm. 

 

https://tools.usps.com/go/ZipLookupAction!input.action
https://www.canadapost.ca/web/en/home.page
https://www.canadapost.ca/cpo/mc/personal/postalcode/fpc.jsf
https://fpm.usc.edu/mailing/usps-services/
mailto:mail7777@usc.edu
https://postcalc.usps.com/servicecommitments


49  

MAILING & MATERIAL MANAGEMENT SERVICES 
 
BULK MAIL 

Mailing Services provides bulk mail addressing, inserting, tabbing and folding for all university departments. 

International bulk mail services are also available. Contact Mailing Services to learn more about the pro-

cessing services available and to discuss your upcoming bulk mail project. 

 

ADDRESS CLEANSING SERVICE 

Mailing Services can check for valid delivery points, change of address (COA) verification with NCOALink and 

standardize your mailing lists to meet all USPS regulations and minimize return mail at no cost to your de-

partment (see Address Cleansing Quick Reference Guide.)   

 

USC COLLECTION BOXES  

USC collection boxes can be easily identified by their cardinal and gold color and are exclusively 

for interdepartmental mail and outgoing mail accompanied by an Outgoing Mail Requisition (see below). 

Outgoing mail accompanied by an Outgoing Mail Requisition will be processed and delivered to the United 

States Postal Service (USPS) that same evening. Interdepartmental mail is delivered the following business 

day. 

FedEx drop-off boxes are also located throughout the campus. Please refer to the map below for general lo-

cations of both USC collection boxes and FedEx drop-off boxes. 

 

Do not deposit express delivery items (USPS, FedEx, UPS) into USC cardinal collection boxes.  

Doing so will delay processing of your express items as this mail is collected after all overnight deadlines. 

 

There are five collection boxes located at UPC, two collection boxes located at HSC and one located at HSA-

A10. 

 

UPC collection box locations (4:00pm Drop-off deadline) 

1. Downey Way Parking Structure (PSA) – 3667 McClintock Avenue 

2. McCarthy Way Parking Structure (PSX) – 620 West McCarthy Way 

3. Royal Street Parking Structure (PSD) – 649 West 34th Street 

4. Bovard Administration – (ADM) - 3551 Trousdale Parkway 

5. Grand Avenue Parking Structure (UPX) – 3434 South Hope Street 

HSC collection box location (3:30pm Drop-off deadline) 

1. On the quad in front of Seaver Student Residence Hall (SRH). 

2. In front of the Center for Health Professions Building (CHP). 

HSA collection box location (2:30pm Drop-off deadline) 

1. Inside the mailroom at Alhambra building A10. 

https://fpm.usc.edu/mailing/bulk-mail/
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FEDEX SERVICES 

FedEx is the preferred express mail and small package carrier of USC. FedEx offers the university preferred 

discounted pricing. Please utilize FedEx as your first choice when shipping items. 

 

FedEx is available for overnight and ground services throughout all 50 states, with additional fees for Satur-

day and rural areas. Services offered include: 

• Priority 

• Standard 

• 2-Day 

• Express Saver 

• First Overnight 

Mailing Services picks up outgoing domestic or international FedEx items during regular departmental mail 

pick-ups. The items must have either a FedEx account number or an Outgoing Mail Requisition. Packaging 

materials and supplies are available at the Mail Stop, Mailing Services or by contacting FedEx at 800 463-

3339 if you have a FedEx account number. 

 

Additional information can be found on FedEx Logistics page.  

The preferred method of payment is the university Procurement Card (P-Card). It is the responsibility of each 

department to review and pay all FedEx invoices in a timely manner, ideally within 15 days of the invoice 

date. Departments should immediately dispute erroneous invoice charges with FedEx. 

 

Want to find the zone you are shipping to? Click here to view the FedEx Zone Locator (Located at the 

bottom of the page). 

 

Terms of service for USC FedEx National Account 

The discounted rates for the USC FedEx National Account are based on all invoices being paid within the 

terms of the contract. The payment term for the USC FedEx National Account is 15 days. 

 

FedEx does not offer discounted rates for FedEx Same Day or FedEx First Overnight; however, both options 

are available through the USC FedEx National Account. Please contact FedEx at 800-399-5999 for rates and 

times regarding local and out of area delivery. 

Additional information can be found on the FedEx Rates page. 

 

Outgoing Mail Requisition option 

In lieu of creating a FedEx account or using a P-Card, departments can prepare a FedEx airbill and use 

an Outgoing Mail Requisition for payment. 

https://fpm.usc.edu/fedex-logistics/
https://fpm.usc.edu/mailing/fedex-services/
https://fpm.usc.edu/fedex-rates-information/
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Additional information can be found on the FedEx Logistics page. 

FedEx contacts 

• FedEx Ship Manager: 877-339-2774 (website technical support) 

• FedEx Revenue Services: 800-622-1147 

• Account/billing questions 

• Credit card updates (option 3) 
UPS SERVICES 

UPS Ground 

• UPS Ground is an economical choice for your shipments. Packages typically arrive in five days, de-

pending on the destination. The service area for UPS Ground is all 50 states and Puerto Rico. 

• Please visit www.ups.com more information on delivery locations, transit times, package tracking 

and extra service fees. 

• UPS Ground Pickup Form 

 

MAIL STOP 

The Mail Stop is a satellite center for Mailing Services located in McCarthy Way Structure (formerly Parking 

Structure X – PSX) on the University Park Campus. Our convenient location provides an array of shipping op-

tions, postal solutions and Post Office (P.O.) boxes for students, faculty, staff and departments. 

 

Our commitment is to provide the highest level of customer service with tools and resources that will meet 

all your mailing needs. Contact us at mailstop@usc.edu with any questions. 

https://fpm.usc.edu/fedex-logistics/
https://www.ups.com/ca/en/home
https://fpm.usc.edu/mailing/ups-services/
mailto:mailstop@usc.edu
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 MAIL STOP GOODS AND SERVICES ONLY 

Departments can also purchase stamps or other mailing supplies with a Mail Stop Requisition.  All purchases 

must be made in person, and the requisition requires an authorized signature. (Do not use the link for Mail-

ing Services Outgoing Mail Requisition for Mail Stop services. Your outgoing mail may be delayed).   

• USC Mail Stop Requisition online form.   

 

POSTAL SERVICES 

All mail (except accountable mail) is delivered to the USPS the same day at 5:00 pm.  

All USPS® accountable mail (Certified, Insured, Track and Confirm) is not delivered to the Post Office until the 

next business day. 

• Express Mail next day deadline is 12:30 pm daily. 

• 12:30pm deadline for Next Day Delivery for many major markets. Average number of days 

based on origin, destination and delivery zone. 

• Due to the deadlines, we must pick up your Express during the morning pickup/delivery. 

• Regular Mail deadline is 4pm daily. 

The Mail Stop staff weighs, measures and meters items for delivery to the United States Postal Service (USPS) 

for the following domestic services: 

• First Class 

• Priority Mail 

• Express Mail 

• Parcel Post 

• Media Mail 

 

STAMPS 

Stamp denominations ranging from Forever stamps (remain valid even when the rate increases) to USPS Ex-

press Mail are available at the Mail Stop. All stamps are sold singly unless they are indicated as book, coil or 

sheet. 

 

SHIPPING SUPPLIES 

Supplies such as boxes, envelopes and labels for USPS Express Mail, Priority Mail and FedEx shipments are 

available free of charge. 

Supplies for purchase include: 

• Padded jiffy bags 

• Shipping boxes 

• Mailing tape 

• Business envelopes 

https://fpm.usc.edu/mail-stop-requisition/
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• 9” x 12” manila envelopes

POST OFFICE BOXES 

• The Mail Stop offers rental of small and large Post Office Boxes to students, faculty and staff. Your

USC ID card must be presented when submitting an application and will be verified for active sta-

tus.

• Email notification is provided when box holders receive mail that has a tracking number, for per-

ishable items or when a substantial amount of mail has not been picked up. You can also call the

Mail Stop at 213 740-2467 to find out if you received mail.

MATERIAL MANAGEMENT 

Material Management Services provides gas cylinders, supplies, and other related materials to the university 

community on both the University Park, Health Sciences, Downtown and Alhambra campuses. Our mission is 

to provide reliable service while guaranteeing that goods are received and shipped to their final destination 

in a safe, cost-effective and expeditious manner.  

Material Management Services provides the following services: 

• Compressed gas cylinders

• Storage

Material Management Services provides gas cylinders to the university community on both the University 

Park and Health Sciences campuses. The gases listed below are available from Material Management Ser-

vices. Contact MMS at 213 821-1200 for special orders. 

https://fpm.usc.edu/mailing/mail-stop/post-office-boxes/
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We have limited oxidizers and flammables quantities on hand due to safety regulations. Contact Procurement 
Services to order liquid nitrogen or liquid carbon dioxide. 

For more information refer to the Compressed Gases page.  

STORAGE 

Material Management Services provides short-term storage of non-hazardous materials for a minimum of 

three months to university departments, depending on space availability. 

Fragile packages or packages that require special handling and/or care may be stored upon request. Material 

Management Services requires advance notice of such requests in order to visit the location and determine 

the feasibility of handling/storing such item(s).  

 

USC departments are required to label all their storage items and to keep and maintain their own inventory 

levels. 

 

CHARGES 

Monthly storage charges are calculated as follows: 

• Minimum monthly charge: $28.80 ($1.80 per square foot with a minimum of 16 square feet).  

Over 1500 square feet is $1.50 per square foot. 

• Standard pallet size: 4’ x 4’. 

• Maximum height per standard pallet: 4’. 

• Additional items exceeding the 4’ height limit will be placed on another pallet and billed accord-

ingly. 

OPENING A NEW STORAGE ACCOUNT 

Contact Material Management Services to request storage space by sending an email to check the availability 

of storage space.  Please indicate the amount of space required.  

Argon Hydrogen 
5% Carbon Dioxide 95% 

Oxygen 

Breathing Air Nitrogen 5% Hydrogen 95% Nitrogen 

Carbon Dioxide Nitrous Oxide 
5% Carbon Dioxide 10% 
Hydrogen 85% Nitrogen 

Compressed Air Oxygen   

https://fpm.usc.edu/material-management/compressed-gases/
mailto:mmsorder@usc.edu
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PLACING A STORAGE PICK-UP AND DELIVERY REQUEST 

Fill out and submit the online Storage Pick-up and Delivery Request form.  

Departments must contact Material Management Services at least two business days in advance to request 

pick-up, delivery or access to stored items. 

 

VISITING YOUR STORAGE LOCATION AT MMMS 

Fill out and submit the online Visit My USC Storage appointment scheduling form (Located at the bottom of 

the page).  

 

CLOSING A STORAGE ACCOUNT 

Fill out the Storage Termination & Disposal Form (Located at the bottom of the page).  

Email or fax the completed form to Material Management Services. 

 
TONER/INK CARTRIDGE RECYCLING 

USC has partnered with WeCare, Inc., to offer a convenient option for recycling used ink and toner cartridges. 

To recycle empty cartridges, download and print the preformatted address labels. Place small cartridges in an 

envelope; larger cartridges can be placed either in the new cartridge box or any sturdy envelope or box. Affix 

a label to the package and place in your department’s outgoing mail for pick-up by Mailing Services. WeCare 

picks up the cartridges for recycling from Mailing and Material Management Services. 

 

The labels fit the following Avery labels: 5164, 5264, 5524, 8164, 8254, 8464, 48464, 55164, 58164 

 

As an alternative, labels can be printed on plain paper, cut to size and taped to an envelope or box. Please 

note that Mailing Services cannot accept cartridges that are not in a box or envelope. 

 

Please Do Not Send the following items  

• Toner bottles, tubes and tanks 

• Printer ribbons or Dye cartridge 

• Liquid ink tubes, bottles or jugs 

Contact us with any questions regarding the cartridge recycling program. 
 

 

 

 

 

https://fpm.usc.edu/storage-pickup-and-delivery-request/
https://fpm.usc.edu/material-management/storage/
https://fpm.usc.edu/material-management/storage/
https://fpm.usc.edu/toner-ink-cartridge-recycling/
https://fpm.usc.edu/toner-ink-cartridge-recycling/
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SURPLUS SALES 

Surplus Sales will be re-opening in Fall 2025! 

USC community members can shop for gently used equipment, furniture and other goods at affordable pric-

es. You’ll score a bargain while keeping items out of the local landfill! 

Please check back here and follow Surplus Sales on Instagram for updates.  

Contact us via email with special requests or concerns at surplus.sales@usc.edu. 

Please visit the USC Surplus Store auction site starting October 27, 2025. You will be able to browse and bid 

on surplus items.  

Surplus Items Pickup 

We have resumed the pickup of surplus items! Please click on the link below and fill out the form to indicate 

the items you have available for pickup. You can also attach a picture of the items to this form. 

• Surplus Items Pickup Request

We will notify you by email to schedule a time to come to your location to view the items. 

https://www.instagram.com/uscsurplussales/
mailto:surplus.sales@usc.edu
https://www.publicsurplus.com/sms/usc,ca/browse/home
https://fpm.usc.edu/surplus-items-pickup-request/
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OVERVIEW 

Real Estate and Asset Management services the USC community by providing Leasing, Master Planning, 

Development and Entitlement support, administering the Faculty & Staff Housing programs, managing Real 

Property Tax exemptions and payments for the university, overseeing the Acquisition and Disposition of 

properties, and supporting the receipt and disposition of gifts of real property.  

LEASING FACULTY + STAFF 

HOUSING 

GIFTS + DONATIONS ACQUISITIONS + 

DISPOSITIONS 

PROPERTY TAXES 

REAL ESTATE AND ASSET MANAGEMENT 

LEASING 
The REAM Leasing Team supports USC academic and administrative units and the USC Health System 

secure off-campus leased space. REAM also manages University property leased to third party tenants 

including at USC Village, Distributed Antenna Systems and Minerals interests. 

USC ACADEMIC UNITS, ADMINISTRATIVE 

UNITS + USC HEALTH SYSTEM 

USC VILLAGE 

DISTRIBUTED ANTENNA SYSTEMS 
MINERALS 

USC ACADEMIC UNITS + USC HEALTH SYSTEM 

The REAM Leasing team is committed to providing the best possible service. Our team manages a diverse 

lease portfolio, negotiating best-in-market terms for leases, monitoring critical dates, and acting as liaison 

between landlords who have gained LEED Certification and who make sustainability central to their opera-

tions.  

For further assistance, please contact David Cook at d.cook@usc.edu or Aline Mora Diaz at 

aline.moradiaz@usc.edu 

https://facilities.usc.edu/real-estate/leasing/usc-academic-units-usc-health-system/
https://facilities.usc.edu/real-estate/leasing/usc-academic-units-usc-health-system/
https://facilities.usc.edu/real-estate/leasing/usc-village/
https://facilities.usc.edu/real-estate/leasing/distributed-antenna-systems/
https://facilities.usc.edu/real-estate/leasing/minerals/
mailto:d.cook@usc.edu
mailto:aline.moradiaz@usc.edu
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1. Submit Space Request Form—SRF 
2. CPC Approval 
3. Meet with Leasing Team 
4. Review Availability Survey + Tour Preferred 

Locations 

5. Select Space  + Negotiate Lease 
6. Coordinate with Project Management + Design 

Team 

LEASING PROCESS 

Supplier / Vendor Registration Process 

REAM 

DISTRIBUTED ANTENNA SYSTEMS 

The University of Southern California is committed to providing state of the art technology support for its 

faculty, staff, and students and the surrounding community. For DAS administration or leasing please con-

tact Aline Mora Diaz at aline.moradiaz@usc.edu. 

University Park Campus Map Health Sciences Campus Map 

MINERALS 

The university’s current mineral endowment spans across the nation. Most of these interests were donat-

ed to the university. Income from these properties goes directly toward program(s) or endowment(s) that 

the donor specified. In the case of outright gifts, the funds go directly to USC’s Endowment. Companies 

seeking to lease mineral interests on university-owned lands should contact Aline Mora Diaz at 

aline.moradiaz@usc.edu. 

Guidelines for Accepting Gifts in Kind Gift Acceptance Policy—Real Estate 

Guidelines for Accepting  Gifts of Real Property 

USC VILLAGE 

From delicious dining options to lifestyle shopping, fitness and other great services, USC Village offers a 

world of options in one place.  It’s the perfect lifestyle center for locals, visitors, and the USC community. 

Discover over 104,000 square feet to shop, dine, exercise, and unwind —all with convenient parking. 

Explore unique dining, experiences, shops, and services. For hours of operation and details, visit The Shops 

at USC Village at www.uscvillage.com. 

Interested in becoming part of the legacy that is USC Village? Anchored by Trader Joe’s, Target and a 30,000 

square foot Fitness Center, USC Village offers a unique opportunity for commerce beyond the ordinary.  

Contact Bridget McGarey at bridget@themcgareygroup.com to learn more about the center of gravity for 

the campus, University Park and the neighborhoods surrounding Downtown Los Angeles.  

For tenant support please contact Marlon Selga at mselga@athena-pm.com, USC Village Property Manager.  

SHOPS + HOURS 

LEASING + TENANT SUPPORT 

https://suppliers.usc.edu/for-suppliers/becoming-a-supplier/filling-out-supplier-registration/
mailto:aline.moradiaz@usc.edu
https://maps.usc.edu/?id=1928#!s/?ct/53723,53722,55414,55415,55418
https://maps.usc.edu/?id=1928#!s/?ct/53723,53722,55414,55415,55418
https://giving.usc.edu/how-to-give/
https://policy.usc.edu/gifts-and-hospitality-policy/
https://fpm.usc.edu/wp-content/uploads/2025/10/Guidelines-for-Gifts-of-Real-Property-updated-2025.pdf
http://www.uscvillage.com
mailto:bridget@themcgareygroup.com
mailto:mselga@athena-pm.com
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FACULTY + STAFF HOUSING
PROGRAMS DESCRIPTION 

Neighborhood Homeownership 

Program 

The USC Neighborhood Homeownership Program provides benefits-eligible employees 

with monthly payments totaling a maximum of $50,000 or 20% of the home’s purchase 

price (whichever is less) over a seven-year period.  Qualifying single-family homes need to 

be within the program areas around University Park Campus and Health Sciences Campus 

and must be the employee’s primary residence. 

Faculty + Staff Housing 

Program 

The USC Faculty & Staff Housing Program supports the recruitment of selected faculty & 

executive staff by assisting in the purchase or rental of a single-family residence for per-

sonal use in the Los Angeles area.  Assistance to eligible employees may come in different 

forms: one-time subsidy towards a down-payment or closing cost, monthly mortgage or 

rental subsidies, short term loans or shared appreciation loans. 

McCulloch Townhomes 

The Real Estate & Asset Management Department manages the McCulloch Townhomes, a 

comfortable, well-managed faculty and staff community very close to campus.  These 

units are offered on a first-come, first-served basis to employees new to the university or 

seeking to be part of USC’s a residential campus. 

Relocation Assistance Program 

The Real Estate & Asset Management Department provides relocation assistance to sup-

port the recruitment and retention of faculty & staff.  The Relocation Assistance Program 

works to ease the transition of moving to a new community by providing essential support 

to new faculty, staff, and their families.  The program assists with: 

• Assessing relocation needs and expectations

• Providing guided overviews of cities and neighborhoods

• Descriptions of nearby communities and housing options

• Referrals to local agents

Neighborhood Descriptions 

Employees seeking relocation assistance should contact Claudia Maciera at Clau-

dia.maciera@usc.edu or (213) 821-3070 

Faculty + Staff Housing Program Form List of Available Properties for Lease or Sale 

NEIGHBORHOOD HOMEOWNERSHIP PROGRAM 

REAM 

PROGRAM DESCRIPTION 

The USC Neighborhood Homeownership Program (NHP) provides eligible employees with monthly payments 
totaling $50,000 or 20% of the home’s purchase price (whichever is less) over a period of seven years. The 
stipend is disbursed in equal monthly installments of $595.  

To receive this benefit, an eligible employee must purchase and occupy a single-family residence within the 
defined University Park or Health Sciences communities. Qualifying properties may include single-family  

https://fpm.usc.edu/wp-content/uploads/2021/10/USC-Housing-Deck-2021-City-Descriptions.pdf
https://fpm.usc.edu/wp-content/uploads/2023/08/APPLICATION-FSH-Program-updated-August-19-2023.pdf
https://alinemd.wufoo.com/reports/all-submitted-properties/
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homes, townhomes, or condominiums that serve as the borrower’s sole and primary residence. Duplexes or 
any property containing more than one dwelling unit are not eligible for this program. 
 
The first payment will be issued following approval of the NHP application and receipt of the final escrow 
settlement statement. Payments will continue monthly, provided the recipient: 

• Remains an eligible USC employee 
• Continues to own and occupy the home 
• Remains in good standing with the primary lender 

 
Benefit payments are considered taxable income, and recipients are advised to consult a tax professional 
regarding their individual tax obligations. Each eligible employee may receive the NHP subsidy only once. 
The University of Southern California reserves the right to modify or discontinue the NHP at any time.  
 
ELIGIBILITY 

The USC Neighborhood Homeownership Program is available to all “benefits eligible” faculty & staff who 

meet the following criteria: 

• Faculty with an appointment of at least 50 percent time or more. 

• Staff who hold “benefits eligible” position of at least 50 percent or more 

 

PROCESS + APPLICATION 

Employees are advised to notify their realtor and lender of the availability of the USC NHP subsidy at the 
outset of the loan pre-approval process. As the subsidy may be considered “other income,” its inclusion 
could enhance the employee’s borrowing capacity or improve the terms of the loan, given that it is 
disbursed in equal monthly installments over seven years and does not require prepayment. 

1. Request a Neighborhood Homeownership Program Qualification Letter from the Real Estate & Asset 
Management Department. 

2. Provide the Program Qualification Letter to your realtor and lender so that the NHP subsidy is included 
as “other income” in your monthly gross income calculation. 

3. Submit a completed Neighborhood Homeownership Program Application and a certified copy of the final 
settlement statement (obtained from your escrow company) to the Real Estate & Asset Management 
Department after the close of escrow. 

4. Department personnel will send a Subsidy Agreement to the employee after the NHP Application has 
been approved. 

5. Employee signs the Subsidy Agreement and returns it to the Real Estate & Asset Management 
Department. 

6. Monthly subsidy payments will begin after the Department has received the signed Subsidy Agreement 

REAM 

FACULTY AND STAFF HOUSING PROGRAM 

WE ENCOURAGE YOU TO CONTACT US BEFORE YOU BEGIN THE PURCHASE PROCESS FOR THE MOST UP TO 
DATE INFORMATION. 

The USC Faculty & Staff Housing Program (FSH) was created to support the recruitment of selected faculty & 
executive staff by assisting in the purchase or rental of a single-family residence for personal use in the Los 
Angeles area.   

https://fpm.usc.edu/wp-content/uploads/2021/09/NHP-Qual-Letter-Template.pdf
https://fpm.usc.edu/wp-content/uploads/2021/09/Neighborhood-Homeownership-Program-Application-010219-Final.pdf
https://fpm.usc.edu/wp-content/uploads/2021/09/Sample-NHP-agreement-updated-August-1-2017.pdf
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Subsidies are available in the form of monthly mortgage or monthly rental subsidies, Non-Forgivable Loans. 
Public inquiries about the program should be directed to Bryan Eck at bryaneck@usc.edu or (213) 740-0613. 

Subsidies are applicable only to the purchase of a single-family home as the sole and primary residence of 
the borrower.  Qualifying properties may include single family houses, townhomes or condominiums. 
Duplexes or any property that has more than one dwelling unit cannot be purchased through this program. 

Eligibility for Faculty & Staff Housing Program Assistance is determined during the hiring process by an 
employee’s offer letter.  If included, an employee’s offer letter will state all eligibility for the Faculty & Staff 
Housing Program and the amounts of eligible funds. In general, the program is available only to tenure-track 
faculty and executive staff.   

Questions or concerns regarding available FSH assistance should be brought to the hiring authority, usually 
the Dean or Department Chair. 
 

PROGRAM ELIGIBILITY & GENERAL REQUIREMENTS: 

Title/Grade Requirements 
Eligibility is limited to full-time tenure-track or tenured faculty (including deans) and executive staff. 
Subsidies for faculty require approval from the dean and must be included as part of the initial offer letter. 

Available Options 
Schools may elect to offer only certain options, and all are subject to budget availability: 

• One-Time Subsidy (paid by the school) 

• Monthly Mortgage Subsidy (paid by the school) 

• Monthly Rental Subsidy (paid by the school) 

University Non-Forgivable Loan (with potential school-funded interest subsidies) 

Down Payment Requirement 

Employees utilizing the University Non-Forgivable Loan must contribute at least 10% of the home’s purchase 
price from personal resources 

Approvals 
Applications must be endorsed by the dean of the school (or by the President, Provost, or Senior Vice 
President for Administration for executive staff) before submission to the Real Estate & Asset Management 
office for final approval. 

Tax Considerations 
All subsidies are considered part of the employee’s compensation package and are therefore subject to 
income and employment tax withholding. 

• Monthly subsidy payments will be reported as supplemental salary for a fixed term. 

• Forgiven loan amounts will be treated as taxable income in accordance with the loan forgiveness 
schedule. 

• Payroll Services will report any mortgage interest subsidies provided below the IRS Applicable 
Federal Rate (AFR). 

Employees will receive a W-2 each calendar year reflecting all taxable income from the University, including 
subsidized mortgage interest below the AFR. 
For current IRS rates, refer to “Table 1” for the applicable month of loan funding on the IRS website. 

 

REAM 

mailto:bryaneck@usc.edu
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MCCULLOCH TOWNHOMES 

USC operates the McCulloch townhomes for the benefit of faculty & staff members who would like to reside 
close to campus.  The townhomes are just north of campus at the intersection of Hoover and 30th streets.  
Tenants at the townhomes enjoy a gated community with secured underground parking, private patios, a 
short walk to campus, and proximity to The Shops at USC Village. 

The advantages of living at McCulloch are many: belonging to a close-knit community of faculty and staff 
and their families; walking to work; being a member of the lively urban community that surrounds the 
university while living in a peaceful oasis; getting to the Music Center in ten minutes; using the Lyon Center 
before breakfast (with a faculty or staff membership); having easy access to the many cultural events on 
campus; and much more.  

LEASING 

The McCulloch Townhomes generally has  a waiting list, as only 2-3 units open up each year. Faculty & Staff 
interested in leasing a townhome should apply to the waiting list. Applicants desiring a tour should contact 
the Real Estate & Asset Management Department. Once an applicant is selected from the waiting list, a 
complete application must be submitted, and a credit check must be approved before moving in to the 
McCulloch Townhomes. 

For all leasing related questions please contact Dee Jackson our Leasing Manager at deejacks@usc.edu.  For 
maintenance and service requests please contact Jose Ramirez at jose.ramirez@usc.edu. 

Address for Mail Correspondence: 

Staff or Program Name (i.e. USC Neighborhood 

Homeownership Program) 

USC Real Estate & Asset Management MC 3163 

3434 South Grand Ave., CDF 

Los Angeles, CA 90089-3163 

(213) 821-1200  (Mailing Services Phone Number)

Address for Deliveries, couriers, FedEx and UPS packages: 

Staff or Program Name (i.e. USC Neighborhood Homeownership Program) 

USC Real Estate & Asset Management MC 3163 

3434 South Grand Ave., CDF 

Los Angeles, CA 90007 

(213) 821-1200 (Mailing Services Phone Number)

McCulloch Townhomes Application McCulloch Townhomes Rules + Regulations 
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https://www.uscvillage.com/
http://uscrealestate.wufoo.com/forms/mcculloch-townhomes-waiting-list/?KeepThis=true&TB_iframe=true&height=450&width=760
mailto:deejacks@usc.edu
mailto:jose.ramirez@usc.edu
mailto:jose.ramirez@usc.edu
https://fpm.usc.edu/wp-content/uploads/2021/09/mucculloch_application_042916.docx
https://fpm.usc.edu/wp-content/uploads/2021/09/Rules-and-Regulations-McCulloch-Townhomes-May-2021.pdf
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The Real Estate & Asset Management Department coordinates with University Advancement and the Office 
of Planned Giving for gifts of both real estate and personal property to the University of Southern California.  
The university can accommodate many types of real estate gifts including out-right gifts, partial interests and 
restricted gifts such as life estates.  Personal property gifts may include cars, boats, artwork, and other items 
of value. 

Gifts are generally made under two categories: gifts that will be used by a school or department; and gifts 
that are to be sold.  All gifts undergo proper due diligence prior to a decision to accept the gift and being 
processed via the university’s acceptance policy. 

Generally, donations to the university are fully tax-deductible.  The university is a non-profit, public-benefit 
organization and so gifts and donations to USC are considered charitable contributions.  The Real Estate & 
Asset Management Department tries to accommodate all gifts, but some donations cannot be accepted.  
Additionally, each donation has particular tax guidelines to follow.  Donors should contact their tax advisor 
or tax accountant when inquiring about their individual tax consequences. 

For more information regarding types of gifts, the gifting process and donor requirements, please contact 
Claudia Macieira at claudia.macieira@usc.edu or (213) 821-6312. 

For additional information about ways to give to the university and policies, please access the following links: 

University Advancement  |   Planned Giving   |   Gift Acceptance Policy 

Guidelines for Accepting Gifts in Kind Guidelines for Accepting Gifts of Real Property 

ACQUISITIONS AND DISPOSITIONS 

Real Estate & Asset Management Department is the point of contact for all acquisitions and dispositions of 
university real estate.  The Department manages all transaction negotiations and due diligence when making 
strategic acquisitions of property or selling surplus assets for the university. 

Inquiries regarding all acquisitions and dispositions of University properties should be directed to Claudia 
Macieira (claudia.macieira@usc.edu), (213) 821-6312. 

GIFTS + DONATIONS 

REAL PROPERTY TAXES 

Real Estate is responsible for providing university timely tax filings and payments to the County Assessor and 
Tax Collector.  Real Estate collaborates with the university Office of the Comptroller and Audit Office and all 
university academic and administrative units to collect information to maintain real estate property 
exemptions as appropriate. Specific services include: 

• Estimating property taxes for department and school budgeting purposes
• Timely payment of property tax bills
• Filing annual property tax applications and business property compliance filing requirements
• Obtaining property tax exemption on both owned and leased real and business property
• Filing preliminary change of ownership forms
• Reviewing and resolving erroneous unsecured business personal property tax bills
• Providing guidance and support for USC departments regarding all property tax matters
All inquiries regarding university property taxes should be directed to Dee Jackson (deejacks@usc.edu),
(213) 740-4895.

REAM 

mailto:claudia.macieira@usc.edu
https://giving.usc.edu/how-to-give/
https://usc.plannedgiving.org/index.php?r=1
https://policy.usc.edu/gifts/
https://fpm.usc.edu/wp-content/uploads/2021/09/Guidelines-for-Accepting-Gifts-in-Kind.pdf
https://fpm.usc.edu/wp-content/uploads/2025/09/Guidelines-for-Gifts-of-Real-Property-updated-2025.pdf
mailto:claudia.macieira@usc.edu
mailto:deejacks@usc.edu
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OVERVIEW 

The University Architect, Jon Soffa, AIA, actively collaborates with stakeholders to further the University’s 

goals for all campuses facilities and areas.  Campus and Historic Resource Planning, Project Space and 

Feasibility Design phase services to lead and guide the sustainable and enduring stewardship of existing 

buildings and open spaces and the creation of exceptional new campus environments to meet the diverse 

needs of USC today and provide a framework to accommodate opportunities of the future.  The office of the 

University Architect provides stewardship of the University’s planning and design guidelines for maintaining 

and enhancing the character, safety, sustainability, and function of our campus development.  Enabling 

possibilities, honoring the past, and engaging realities of today to provide the best-in-class facilities and 

environments in support of USC’s central role and mission  

CAMPUS PLANNING HISTORIC  RESOURCE 

PLANNING 

PROJECT PROGRAMMING 

& FEASIBILITY 

UNIVERSITY ARCHITECT 

Guiding campus land use, 

hardscape/landscape 

features, campus 

circulation, and site 

selection for new projects.  

Guide treatment of 

historical resources in 

accordance with 

regulator requirements 

and other related 

standards. 

Facilitating the 

translation of 

functional program 

needs into design 

concepts 

PROJECT DESIGN 

Establishing design 

standards for facility 

design, sustainability, 

signage and landscape 

and support project 

design professionals 

team selection. 
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