
Mailing Lists 
 

 The USPS requires processing of all mailing lists by special software to be eligible for discount 

rates.  Our software uses a two-step process to ensure that the mail we send is addressed correctly and 

to the intended recipient.  Please read the following for a more complete description of the process and 

steps customers may take to realize the benefits. 

 

File Types 

 

 Our software works best with mailing lists created with Microsoft Excel.  We can process lists 

created in Microsoft Access and some less commonly used database systems.   

 

Formatting Your Mailing List 

 

 All mailing lists should have columns identified with an appropriate header for all components 

of an address.  Our software distinguishes headers and automatically pulls the appropriate information.  

Appropriate headings include: 

 

First 

Name 

Last Name Business Address 1 Address 2 City State  ZIP 

 

 Please note that a valid street address or PO Box is necessary for the software to process an 

address.  Popular names of buildings, even well-known buildings, and campuses cannot be processed.  

Many such entities process mail at one location and, from that point, distribute pieces to individual 

departments and personnel.  A local example is Grand Valley State University, which receives mail at 1 

Campus Drive for all departments and personnel on the Allendale Campus; the USPS does not 

recognize individual departments or buildings.   

 

135 Lake Michigan Hall is invalid; 1 Campus Drive is the correct address for all GVSU Allendale 

buildings 

Bridgewater Place Ste 200 is invalid; 333 Bridge St NW Ste 200 is correct 

 

The USPS offers a free, direct way to find appropriate addresses using the “Find a ZIP Code” option on 

its home page. 

 

Address Standards 

 

 The first step of the process compares all addresses with the USPS's Coding Accuracy Support 

System (CASS) and Delivery Point Validation (DPV).  This process ensures that 1) the address does 

actually exist, and 2) the USPS automated mail sorting technology can read the address.   

 An address may fail this process for a number of reasons.  Most often, the address number does 

not exist, the street name is incorrect, or a needed directional or road type is missing.   

 Cases where the address number does not exist normally result from a data input error.  A hand 

written seven (7) transcribed as a two (2) may result in that number falling outside the range of existing 

addresses for that street.  A less common error is the case of address numbers starting with an “O”; the 

software requires the letter “O”, not a zero. 

 

7492 may be a valid address whereas 2492 may not exist 

http://zip4.usps.com/zip4/welcome.jsp


0-1234 should be entered as O-1234 

143 Bostwick NE is valid; 143 Bostwic is invalid 

 

 Sometimes the street name is misspelled or in a form that the USPS does not officially 

recognize.  A local example is the Mile roads; the USPS requires the numeral (e.g. 4 Mile Road). 

 

1234 Four Mile Road NE should be entered as 1234 4 Mile Rd NE 

 The most frequent error comes from missing a needed element of the address.  Without that 

element, the software cannot distinguish among two or more valid addresses.  For example, the address 

100 Fulton Street has two possible delivery points in Grand Rapids.  Without knowing if the recipient 

lives on West or East Fulton Street, the software cannot process the address.  The same result happens 

when omitting a directional (NE, SE, NW, SW) and, in some cases, a street designation (RD, ST, AVE, 

BLVD).  Our software, and eligibility for discount rates, requires each address to be matched with a 

unique place.   

 

123 Fulton St = invalid address; 123 E Fulton St is correct 

123 College = invalid address; 123 College NE (or SE) is correct 

5678 Baypoint = invalid address; a Baypoint road, street, and court all exist with the same address 

range 

 

 For simple errors, our software automatically corrects the address.  For address changes 

requiring more subjective knowledge, our list processor makes the change when the customer's intent is 

clear or when only one logical option exists.  We cannot accept responsibility for any mail piece going 

to an unintended recipient and, therefore, we make no changes beyond common errors.  We delete 

addresses that we cannot change from the outgoing mailing list.  The customer receives a copy of such 

addresses for review. 

  

List Minimums 

 

 Specific USPS discount rates require a minimum number of mail pieces.  The most common 

rate class, standard mail, requires 200 pieces.  If, after list correction, a mailing does not meet the 

minimum requirement, we cannot offer the customer the lower rate.  Leaving uncorrected addresses on 

a list is against USPS regulation and subjects us to penalty fees exceeding any potential savings.   

 

Move Update   
 

 Customers receive the most benefit from the second step in the process.  Our software compares 

mailing lists with the USPS's National Change of Address database.  If a person files a Change of 

Address card with the USPS, that person's new address remains in the NCOA for 48 months.  That 

address automatically replaces the version found on the mailing list.  We forward a list of names, new 

address, and date of move to the customer.  Eligibility for special rates require the processing of all 

mailing lists through the NCOA.  For customers with a special need to not have this information, we 

can process a list separately.   

 

          


