Gooder Group
Address Specifications

Address files must be received before issue deadline of 1% of month to be processed for that issue. To determine address quantity all
new files will be standardized to be “postal ready” with duplicates removed. “Removed Address Report” available upon request.

Presorting program will add Zip+4, carrier route and bar code during processing. Special “Database Doctor” services available for file
triage ($50/hour; 1-hour minimum) such as NCOA (National Change of Address).

Important To Kn

#1. Blank fields will be ignored.
#2. Data printed as received.

ow EXCEL Is

|
Best Format I

EXCEL format is preferred. Other formats
require “Database Doctor” ($50/hour; 1-hour

minimum): Comma Separated Value (.csv),
Tab Delimited Text (.txt), Database (.dbf) and

ACT!. We do not do data entry.

BASIC (6-Field EXCEL File)

Address
Street number, street
name, apartment/suite

City

City, State and Zip must be in separate fields.

State I

Zip

Avoid Common Mis

Duplicate Data

I Do not enter duplicate data in

I FirstName/LastName fi

I FullName field. All duplicated
; data will appear in address.

FLEXIBLE (11-Fi

all in one field. I
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1 |Firstname Lastname Aaldress City State Lip 1
2 |John Doe 123 Anywhera Sue, Ste 153 ¥ orktom Ca AREESS
3 |JoeQ Public 523 Somewhere S1LAapl A1 Spanglield [G5S 12345 1
4 |Jane dason 456 ME Apple La El Doradg A, B5432 88 |
5 Tom Jonas 78845 Las Venas Bl Rena MY 45 -
47 b W Sheett [ Shoetz ] shoets /. Kl oipl
Bl basicsample incorrect.xls .=JE.|.Z|I
A B & 1] E [l
| 1 |Firstname Lastiame Bddress Split Address - Incomect Combined City, State, Tip - Incmreﬂ_l
| 2 |John [nLE} 123 Anywhere Axa Sie 123 W omctown, CA 55555
3 |Joe Q. Public 523 Somevwhers 1 Aat 201 Sprngfiald, WA 12345
4 |lane Mzson 456 ME Apple Ln El Dorada, CA BR432
'LTurn Jones FH45 Las Vagas Bhd FHeng, MY 32145
A e Shieetd § Sheatz § Shasts |4] LIEI

takes

Ready To Print
What you give us

| is what we print. We
cannot edit your
address file. Your
addresses must be
ready to print.

elds M:

El

eld EXCEL File)

Split Address
Do not split

the address into
separate fields.

CityStateZip
Do not combine
City, State and

Zip into one field. I

I Joe Public (FullNamel), and Or

I Executive Park Plaza, etc. Use

I
Generic Names: The Smith Family,

— e o o o e e s o e o o o oy

Tips About Names

Titles: Mr, Mrs, Ms, Dr & Mrs, Rev,
John & Mary, etc. Use

FullNamel field. Avoid titles in
FirstName field. Do not use
punctuation.

Two Names: Mary Jones & John
Smith, etc. Use FullNamel field (first
line of address and FullName2

field (additional name on second line).
Do not use “&” (ampersand) in
FullName2 (second line).

Company Names: John Doe, XYZ
Company: Use FullNamel (John Doe)
and FullName2 (XYC Company); or,
XYC Company, Attn: John Doe: Use
FullNamel (XYC Company) and
FullName2 (Attn: John Doe).

Place Names: CityCenter Towers,
Glen Ellen Golf Estates,

Address1 for place name, Address?2
for mailing address.

Neighbors At, To My Neighbors, Or
Current Resident, etc. Use FullNamel
(if no personal name); or FullName?2 if
personal name (Example: Mr & Mrs

Current Resident (FullName2). _ _

£} FLEXIBLE.xls | =10l =l

A G H | 1 =

1 ame’l LastNamel FullNamel FirstName2 LastNameZ FullName2 Addressl1 Address2 City State Zip ||
| 2]/John Cash 123 Anywhere Ave Ste 123 W ourtown CA 55455
| 3}|Jane Byers 523 Somewhere St Apt. 201 Springfield hA 12345
| 4] Edward Cellers 52634 Siman St Fairfax WA 22031
| 5] John Q Public 456 ME Apple Ln El Daorado CA - B5432
B Mr & Mrs Tom Jones 78945 Las Vegas Bl Reno MY 32145
= . The Johnsan Family 873 Peachtree St Atlanta GA 34256
| 3 Fev Mark & Julie Brown 9282 Hiawatha Cr Belair WA BE332
| 9] E 7 Mitchell Jr 13745 Rt 44 Wyest Friendship [OH 45324
10 Gen George & Mary Patton USMC Ret USAID Moscow PSC B2 APO AE 09721
| 1] Martin (Mickey) & Joan Chinn 6784 Maple Ave Kansas City MO 45623
12 MNeighbors At 234 Oak 5t Chicago IL B4532
| 13 |Janet Jean | Smith Jerry Sith 43687 Frigid Ct Apt 112 Juno Ak 21364
| 14 |Johnny Tran Terry Cooper 234 Pursing Ave B231 Modesto CA 83218
| 158 |Ben Kelsey Ann Jaliet 5636 Brandon Ave Columbia MO 34862
| 16 | Mancy Deeds, President Acme Relocation Corporate Plaza 2200 Plaza Bhd Los Angeles CA - 78954
| 17 | Relocation Manager Global Serices Americana Towers Bldg Two (4141 Corporate Way | Chicago IL B4532
|18 | Fairway Golf Company Attn John Putter 3200 Long Drive Suite 488 Pebble Beach |CA 76321
| 19 |Ted Robert | Berger Or Current Resident 23 Maontana Ave SW Seattle WA 58234
| 20 | Michael tlarx Dr Julie Joyce 3756 Rose St Fortland OR 99967

| 21 | Sandy Garcia HYZ Company 100 Trade Center Blvd Sante Fe 5|+
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Questions? E-mail Newsletters@GooderGroup.com or call (703) 698-7750 to speak to one of our customer service representatives.
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Gooder Group ¢ 2724 Dorr Avenue, Suite 103 « Fairfax, VA 22031

(703) 698-7750 * Fax (703) 698-8597

GooderGroup.com ¢ Newsletters@GooderGroup.com



