Address Hygiene

Address Hygiene simply is the address format on an envelope. The mailing service industry
standardized the address format by using computer software that improves the accuracy of the
Zip code by adding the +4 and delivery point bar codes that appear on an envelope. In addition,
the mailing service industry must demonstrate that they have updated the addresses in their
mailing list within six months before the next mailing date. The address updates occur by using
the National Change of Address process, which uses address-matching logic to identify
individuals, families, and businesses that move within the preceding three years.

Rural route addresses — The majority of the state uses the 911 address system or
physical addressing system. The United States Postal Service (USPS) will not forward
mail to addresses that have been converted to a 911 address for more than 18 months.

The USPS stamped this address “undeliverable as addressed” because the city of
Quinlan postal service adopted the 911 address system in February 1996.

Incorrect Correct
Joes Used Car Barn JOES USED CAR BARN
RR2 Box 152 1234 COUNTY RD 604
Quinlan, Texas 75474 QUINLAN TX 75474

Please ask your customers when they present a Rural Route address if they have a 911
physical address.

Punctuation — Omit all punctuation in the delivery address except the hyphen in the +4
zip code. This includes symbols such as ~, °, #, {,} in addition, no underlined mailing
address information.

Incorrect Correct
Mr. Walter W. Witherspoon, Jr. MR WALTER W WITHERSPOON JR
1401 S. Main St. 1401 S MAIN ST

Plummer’s Landing, KY 41081-1411 PLUMMERS LANDING KY 41081-1411

Spelling of street and city — Abbreviate street suffixes (RD, ST, AVE) and states (TX,
CA, OK) due to the physical limits in RTS for long street names and states

Incorrect Correct
Summit Acceptance Corp. SUMMIT ACCEPTANCE CORP
3939 Belt Line Road 3939 BELT LINE RD
Addison, Texas 78770 ADDISON TX 78770

Non-Address information in the address fields — The bottom line of an address is the
city, state, and zip code only. The line above the city, state, and zip code have the
complete physical street address; often times this line contains non-address or partial
address information.

Incorrect Correct
Elizabeth Abraham ELIZABETH ABRAHAM
2708 W. Waco Dr. 2708 W WACO DR #108
#108 WACO TX 76710
Waco, TX 76710
Melissa MAGEE MELISSA MAGEE
11555 Bissonnet 11555 BISSONNET #505-I
505-| HOUSTON TX 77099

Houston, Tx 77099



