
Thank You for choosing MultiAd as your Mail Service Provider! 
In order to avoid additional list processing charges, please read over this information concerning how to format your mailing 
list electronic file and how to organize your data for optimum address validation and updating.  
 
The success of your mailing will be impacted greatly by quality of your data in your mailing list. An address that is 1) complete, 
2) can be identified as a valid USPS delivery address and 3) has been identified as the most current address will reach your 
intended audience quickly at lower postage prices. 
 
 
Preferred File Formats 

 Tab or comma-delimited text file (other delimiters are acceptable) 
 Microsoft Excel  
 CR/LF fixed length file 
 Mail Manager 2010 packaged list 
 Microsoft Word Label file 

 
Additional file formats available 
(Additional list processing charges will apply) 

 Borland/Paradox 
 dBase/Fox Pro 
 Label Images Disk File 
 Microsoft Access 
 Microsoft ADO 
 SQL Server 
 VideoJet JSII 

 



Organizing Your Data – DO’s 

 
 

 Recipient names can be either combined (see row 6) or split out (see 
rows 3-5).  

o If the mailing address is for more than one recipient 
(different last name), add a Recipient 2 column (see column 
D) and place the 2nd name there.  

o The recipient name in the primary name field(s) needs to 
relate to the primary mailing address. 

 Business/Organization Names column (column E). 
o Any dba (doing business as) company names should be 

placed in the job title/department/division column or 
alternate address column if the parent company name 
already occupies the business name column. 

o Any division or department information should be placed in 
the job title/department/division column or the alternate 
address column. (column F, rows 4 ,5 & 6) 
 

 Primary Mailing Address should contain the following elements to 
ensure successful and timely delivery 

o Primary address number; pre-directional (N, S, E, W), street 
name; street designator/suffix (St., Ave., Road, etc); post 
directional (N, S, E, W); secondary address unit and number 
(Suite 400, Room 2, Floor 4, Apt 201, Bldg 1) 

 Alternate Address/Internal Delivery Address contains delivery 
information a business’ mailing department would use to finalize 
delivery (row 3). If a street address and PO Box address is provided, 
they should be separated (row 4). 

 The USPS two-letter abbreviation is preferred, but state names can 
also be spelled out. 

o The city, state and zip can also be combined within one 
column as long as it is the consistent format throughout the 
entire mailing list.   

  



Organizing Your Data – DON’Ts 

 
 

 *These problems will require data correction and result in 
additional list processing costs. 
o *Remove any words or symbols used to indicate “Not 

applicable” (“NULL” in row 3, “-“ in row 4, “NA” in row 5) 
o *Avoid mixing abbreviated and spelled out state data (col. I) 
o *Delete any  “-0000” or “-9999”after a 5-digit zip code (row 3) 
o *Delete any incomplete 4 digit ZIP Code add-ons or entry errors 

(row 4, 5) 
o *Avoid inconsistencies in formatting recipient names within a 

list 
 Mixing order of first and last names  (row 5, 6) 
 Mixing combined and split out names 
 Avoid combining multiple recipient names. (row 3) 

o *Avoid mail list files with more than 2 address columns. Place 
business names, departments, according to the directions under 
point 2 on the previous page. Also, suite, room or apartment 
numbers should be combined with the primary address 

o *Avoid placing business names in an address column (row 5) 

 Other problems and inconsistencies listed below will not be 
corrected unless directed and may impact address validation and 
updating as well as duplicate detection. 
o Avoid placing name prefixes in with job title column (row 4) 
o Missing city names or ZIP codes create a nonmailable address 

(row 2, 6) 
o Avoid abbreviating business names (row 6) 
o Avoid combining internal delivery information with the primary 

address (row 6, column G) 
o Avoid combining a street address and PO box address (row 5)  
o Avoid placing job titles in recipient name column (row 7) 

 
 
 
 
 
 

  


