
[image: image2.png]umiTEDSTATES

rosmusevce: |nternal Address Quality (1AQ)
Use the "Browse..." button to select your file: [\mmphtnsxf0\Rediritiwz _Browse. Upload File

INBOX - Click this link to see the files in queue for processing .
For assistance with this site:

Contact NCSC Customer Care at 18776400724
OUTBOX - Click this link to download your processed fles




USPS Internal Address Quality (IAQ)

Fulfillment Guidelines

 [For Internal Use Only]
IAQ was created to assist USPS personnel with cleansing their mailing lists prior to mailing to customers. Using the IAQ process benefits the Postal Service by reducing the potential to induce incorrectly addressed mail pieces into the mail stream. By taking this proactive approach we reduce our undeliverable-as-addressed (UAA) mail, which supports one of our key Transformation strategies, improving operational efficiency.

Expanding our standardized processes, allows mail to arrive to your customer base, the first time. Customers may also receive their product offers quicker, which benefits our overall revenue generation efforts.
IAQ PROCESS
1. Departments within the Postal Service, provides their mailing list to Address Management or uploads it to our RIBBS web site.

2. IAQ attempts to: 
1. Standardize the address through the AMS Address Matching Engine, 
2. Validates the delivery point through Delivery Point Validation (DPV™), and

3. Checks if the address has recently underwent the 911 conversion process or if a rural-style address was converted to a city-style address, LACSLink™. 
4. Resolved addresses are sent to NCOAlink™ to make sure a Change-of-Address has not been submitted, since your list was provided.  If so, the address is updated appropriately.
5. Unresolved addresses go through an additional set of processes for a more detailed attempt to correct the address, Address Element Correction and AECII™.
6. Address Element Correction (AEC), takes a look at each element of the address, and attempts to match it against our ZIP+4® and Address Matching software.
7. AECII™ using Delivery Force Knowledge™ takes a closer look at the address elements and may verify with the Delivery Unit to see if this address currently exists and resolves it appropriately or indicates that the Address Does Not Exist (ADNE). Note:  Addresses not corrected on the initial attempt will continue to match the address for 90 days.
8. Resolved addresses go through Step 5, NCOAlink™ and are placed in your RIBBS outbox.

9. IAQ returns the corrected address, the original address, and a letter indicating the process that was able to correct the address.

3. Posts the results in the user’s RIBBS Outbox.

4. IAQ sends an email notification to the user when the file is ready for viewing.

PARTICIPATION
To participate in this program:


1.
Obtain an IAQ Web Request form by going IMAQ.usps.gov > IMAQ Tools > Address Management > IAQ.

2.
Fax (901-821-6242) or email (TSNCSC@usps.gov) the completed (and signed) form to Customer Care.

· Customer Care will call and provide you an eight (8) character user name and password within two business days. 

· They will also provide additional instructions on the how to prepare your file for processing.

3.
Go to the USPS RIBBS web site at https://ribbs.usps.gov/IAQ/ 
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If the logon assigned is IAQ12345, go to https://ribbs.usps.gov/IAQ/IAQ12345.

4.
Type your user name and password using upper case letters.


5.
Click OK.
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An acknowledgement page appears.

6. You must accept the terms of the acknowledgment page, before proceeding by clicking, “I Agree”.

7. You will be directed to an instruction page with additional information on how to submit your file.
File Preparation
There are two options for file preparation,
1. Refer to the file layout below to process a batch file.
Or

2. Address Management will be able to assist you with file preparation. We will need an Excel spreadsheet with all of your mailing contacts with the fields indicated below.

Batch Processing


1.
Create a header record as shown in the Header Record Layout. Each record must end with a carriage return and line feed (CRLF).

Header Record Layout
	Field Name
	Start Position
	End Position
	Length
	Required/Optional
	Field Type

	Department
	1
	50
	50
	Optional
	Alphanumeric

	Email Address
	51
	100
	50
	Required
	Alphanumeric



2.
Format the file as shown in the IAQ Input File Layout. Each record must end with a Carriage Return Line Feed (CRLF). The file must be a plain, non-indexed text file.
Note:
Your file should end with .txt as the file extension. It cannot be an, MS Word, or MS Access file type.

IAQ Input File Layout
	Field Name
	Start Position
	End Position
	Length
	Required/Optional
	Field Type

	NAME
[First MI Last ]
	1
	42
	42
	Required or “Occupant”
	Alphanumeric

	COMPANY NAME
	43
	108
	66
	Optional
	Alphanumeric

	ADDRESS LINE
	109
	174
	66
	Required
	Alphanumeric

	CITY
	175
	202
	28
	Required
	Alphanumeric

	STATE
	203
	204
	2
	Required
	Alphanumeric

	ZIP5
	205
	209
	5
	Required
	Numeric

	ZIP4
	210
	213
	4
	Optional
	Numeric

	URBANIZATION
	214
	241
	28
	Optional
	Alphanumeric

	KEY
	242
	291
	50
	Optional
	Alphanumeric

	Intelligent Mail® Barcode 
	292
	311
	20
	Optional
	Numeric

	CR/LF
	312
	313
	2
	Required
	

	Total Record Length 313 Bytes


· Intelligent Mail® Barcode - contains 20-digit number, located in positions 292-311 of the input file. The second digit must be between, 0 and 4. 
· If an invalid BEI tracking number is detected, this field is rejected for that individual record (set to null) and the customer is sent an email notification per submitted file. i.e. 5,000 invalid tracking strings would not trigger 5,000 separate emails. 
· An invalid Intelligent Mail® Barcode will not halt the processing of input records.
Sample IAQ Input File

	Field Name
	Start Position
	End Position
	Length
	Required/Optional
	Field Type

	John M Doe or Occupant
	1
	42
	42
	Required or “Occupant”
	Alphanumeric

	ABC Company
	43
	108
	66
	Optional
	Alphanumeric

	123 E Main St N Ste 101A
	109
	174
	66
	Required
	Alphanumeric

	Appling
	175
	202
	28
	Required
	Alphanumeric

	TN
	203
	204
	2
	Required
	Alphanumeric

	38451
	205
	209
	5
	Required
	Numeric

	4512
	210
	213
	4
	Optional
	Numeric

	blank
	214
	241
	28
	Optional
	Alphanumeric

	PUBLICJQD5
	242
	291
	50
	Required
	Alphanumeric

	42512789123456475947
	292
	311
	20
	Optional
	Numeric

	CR/LF
	312
	313
	2
	Required
	

	Total Record Length 313 Bytes 


Address Management File Preparation

1. Create an MS Excel® worksheet that has the following column headings:
[image: image1.png]Company Name | Address Line |Cit State |7IP5 |ZIP4. Urbanization |Ke:

ABC Mailer 123 Main St___|Memphis [N 38115 MKTGOD01 1234567890
List consultants ___[4512 Oeste Calle|San Juan PR 0612 Calle MKTGOD021234567890
REC Sales [457 Front 5t |Seattle WA B108 MIKTGO003 1234567690





2. Format all cells as text fields. This will prevent any zeroes in the ZIP Code fields from being lost, during the formatting.
3. The Key field is provided as an option, so the user can relate an address back to a particular setup, for example, the user may be associated with the Marketing department and your customer list is identified by adding MKTG and a sequential number to each individual record, based on your customer database.  The key helps identify those individual records.

4. From your toolbar, click File > Save.
5. Next steps… Upload File to RIBBS
Upload File to RIBBS
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1.
Log in to the RIBBS IAQ page at https://ribbs.usps.gov/IAQ/IAQ12345 (If you’re reading these instructions on line, you’re already there.)

2.
Click Browse.

3.
Locate and double-click the file you want to upload.

4.
Click Upload File.
· A file receipt message displays. Note the NCSC-assigned name of the file.




5.
Click the INBOX link.
· A list of files in the queue for processing displays.

· You will be notified via email when your file has been processed and is ready for review.
· If your file is rejected, you will be notified via email with a reason for rejection.
Note:
Unresolved address records will not be returned in the fulfillment file.
Download Processed File


1.
Log in to the RIBBS IAQ page.


2.
Click the OUTBOX link.



3.
Double-click the file to download the information.
INTERPRETING YOUR FILE
Return Header Record Layout

	Field Name
	Start Position
	End Position
	Length

	Department
	1
	50
	50

	Email Address
	51
	100
	50


Return File Layout – Corrected address file including original address 

	Field Name
	Start Position
	End Position
	Length

	Resolution Indicator
	1
	1
	1

	AEC How Codes
	2
	3
	2

	Corrected Delivery Address Line
	4
	69
	66

	Corrected City Name
	70
	97
	28

	Corrected State Abbrev
	98
	99
	2

	Corrected ZIP5 Code
	100
	104
	5

	Corrected Plus4
	105
	108
	4

	DPBC
	109
	110
	2

	Check Digit

	111
	111
	1

	Urbanization
	112
	139
	28

	Customer Original Data (unaltered)
	140
	430
	291

	Intelligent Mail ® Barcode (If provided on input.) 
	431
	495
	65

	CR/LF
	496
	497
	2

	Total Record Length 497 Bytes


Resolution Indicators
Resolution Indicators identify the process that corrected the address.
	A – AEC
	D – DPV™

	B – AEC II™
	L – LACSLink™

	C – NCOALink ™
	


AEC How Codes
These codes provide a fairly accurate description of what was done to the address to enable a match to ZIP+4® product. The address is parsed into individual components before a match to ZIP+4 product is attempted, and identification of the individual components is attempted. The address is then submitted unaltered to the USPS Coding Accuracy Support System (CASS)-certified address-matching engine. If it does not match, the actions described in the codes below produced a match to ZIP+4 product (byte 445 for two bytes).

Code 
Description
A 
No changes were made to the address to produce a match to ZIP+4 product, because 


our files were more current than those of the CASS-certified address-matching engine

through which you passed the addresses before sending them to AEC, or a problem 

exists with the CASS-certified address-matching engine through which the addresses 

were passed.

D
Compressed dash (–) from a Puerto Rican primary number.

E
Inserted dash (–) in a Puerto Rican primary number. 
F
Fabricated the primary number in a Puerto Rican address from fragments found. 
G
Removed directional from Puerto Rican primary number
H
Added secondary designator and secondary number from an address line other than the 


delivery address line.

I
Remove dash (-) from Puerto Rican PO box or rural route address. 

J
Removed undefined data to the left of the Puerto Rican address. 

K
Compressed a coordinate-type address (W 300 S 125 to W300S125). 

L
Reversed a coordinate-type address (W300S125 to S125W300). 

M
Expanded a coordinate-type address (W300S125 to W 300 S 125). 

N
Converted an Illinois-type address (0W125 to 0W125). 

O
Converted an abbreviation to a full spelling. 

P
Joined secondary address to delivery address to form the address matched to ZIP+4 


Product.

Q
Joined delivery address to secondary address to form the address matched to ZIP+4

Product. 

R
Converted alphabetic to numeric look-alikes in the primary number (e.g., b to 8, o to

zero, etc.) 

S
Combined adjacent numbers to form the primary number. 

T
Removed “#” symbol attached to the left of primary number. 

U
Converted primary number fractions (e.g., 12312 to 123 1/2, 1231 2 to 123 1/2, 123 12 


to 123  1/ 2). 

V
Moved secondary number to the right of address (e.g., 123 45 MAIN ST to 123 MAIN ST

# 45).

W
Converted joined alpha/numeric to numeric/alpha (e.g., M123 to 123M).

X
Removed ordinal abbreviation (i.e., “st” “nd” “rd” “th”) from primary number (e.g., 123rd 


MAIN ST to 123 MAIN ST). 

Y
Separated possible secondary number from primary number (e.g., 1234 to 123 4). 

Z
Separated primary number and street name (e.g., 123MAIN to 123 MAIN). 

0 
Converted numbers separated by a dash (–) (e.g., 123-456 to 123 456). 

1 
Combined primary number and adjacent single alpha character (e.g., 123 A to 123A). 

2 
Separated pre-directional from street name (e.g., SMAIN to S MAIN). 

3 
Rearranged misplaced components (e.g., MAIN 123 ST to 123 MAIN ST). 

4 
Separated numeric street name from primary number (e.g., 123-7 MILE RD to 123 7

MILE RD). 

5 
Connected single alpha character immediately preceding what was interpreted as the 


street name (e.g., A SPEN to ASPEN).

6 
Separated single alpha character from what was interpreted as the street name (e.g., 


JMAIN to J MAIN). 

7 
Connected apparent primary number and the single number immediately to its right 


(e.g., 123 4 to 1234). 

8 
Separated and attached to the primary number a single number from the apparent street 


name (e.g., 123 4MAIN to 1234 MAIN). 

9 
Combined possible secondary number with apparent primary number to form the 


primary number (e.g., 123 MAIN ST 45 to 45-123 MAIN ST). 
The codes below have been revised to display as alpha characters for programming purposes. 6/6/07

CA 
Combined possible primary number with apparent secondary number to form the 


primary number (e.g., 123 MAIN ST 45 to 123-45 MAIN ST). 

CB
Separated pre-directional “S” from the primary number (e.g., 123S to 123 S) or 


separated “5” from the primary number and convert it to its alpha look alike “S”  (e.g., 


1235 to 123 S). 

CC
Reversed the apparent primary and secondary numbers (e.g., 123 MAIN ST 45 to 45 


MAIN ST 123). 

CD
Separated the possible secondary number from the address and moved it to the right of 


the address (e.g., 123A MAIN ST to 123 MAIN ST A). 

CE
Removed alpha character from the right of the primary address (e.g., 123A MAIN ST to 


123 MAIN ST). 

CF
Converted alpha/numeric look-alikes in the primary number (e.g., IZSGB to 12568).
CG
Separated alpha character from primary number
CH
Converted numeric/alpha look-alikes in street name (e.g., 12568 to IZSGB). 
CI
Inserted a dash between numeric and alpha
CJ
Converted last digit of apparent primary number to its alphabetic equivalent (1236 


FLAGS ST to 123 SIX FLAGS ST).

CK
Removed alpha from the box number in PO box or rural route addresses (e.g., PO BOX 


123CLYDE to PO BOX 123).


CL
Standardized a rural route address (e.g., RT1 BOX 123 to RR 1 BOX 123 or 123 MAIN 


ST RR 1 BOX 123 to RR 1 BOX 123).
CM
Separate RR from Route number
CN
Expanded the PO box number to 5-digits using the last two digits of the 5-digit ZIP Code 


with zeros as filler (e.g., PO BOX 1 to PO BOX 85001 where the ZIP Code is 12385). 
CO
Rearrange Primary Number
CP
Expanded the PO box number to six digits using the last two digits of the 5-digit ZIP 


Code and zeros as filler (e.g., PO BOX 1 to PO BOX 850001 where the ZIP Code is 


12385).

CQ
Rearranged a PO box address (e.g., 12 PO BOX to PO BOX 12).

CR
Converted addresses like HWY 45 & 37 to HWY 45/37, HWY 45.37 to HWY 45/37, HWY 


45.37 to HWY 45-37, etc.

CS
In an address containing a road designator and road number (such as Highway, County Road, 


etc.) tried different highway designators. If only one matched ZIP+4 product, resolved it (e.g., 123

HWY 61 to 123 HIGHWAY 61; 123 HWY 61 to 123 US HIGHWAY 61; 123 HWY 61 to 123 

COUNTY ROAD 61; 123 HWY 61 to 123 STATE ROUTE 61). 

CT
If an address contained an apparent primary number as the first component of the 


address and the last two components were both numeric, combined the longer of the 


two with the primary number (e.g., 123 HWY 61 567 to 123 567 HWY 61). 
CU
Convert TH to Township Highway

CV
Convert TR to Township Road

CW
Standardize street name
AA 
Corrected misspellings of “highway” (e.g., HGY to HWY, HIGHWAY). 
AB
Corrected misspelling of “county”
AC 
For Texas addresses, changed FM to FARM MARKET. 
AD
Converted abbreviations RR, RD, RT in a highway address to HIGHWAY. 

AE 
Converted abbreviations RR, RD, RT in a highway address to COUNTY. 

AF 
Separated US designator from the highway number (e.g., US12 to US 12). 

AG 
Rearranged misplaced highway designator and highway number (123 HIGHWAY to 


HIGHWAY 123). 

AH 
Corrected school abbreviations to full spellings (e.g., SCH to SCHOOL, UNIVER to 


UNIVERSITY, etc.). 
AI
Remove word to the right of Univ

AJ
Remove word to the right of Secondary Address
AK 
Removed secondary address on a school-name only address (e.g., NEW YORK 


UNIVERSITY, PROFESSOR CLYDE BARROW to NEW YORK UNIVERSITY). 

AL 
On an indicated multiple response in which the number of responses was only one, 


resolved the address. 

AM 
Removed the delivery address when a school name is in the Secondary Address field 


(same as AK above in reverse). 

AN 
Separated suffix and secondary designator (e.g., BLVDSTE 12 to BLVD STE 12). 

AO 
Combined two adjacent street name elements into one name (e.g., VALLEY VIEW to 


VALLEYVIEW). 

AP 
Separated post-directional from last street name element (e.g., MAINSOUTH to MAIN S 


or MAIN SOUTH). 

AQ 
Removed dashes (-) , slashes (/) , and periods (.) from the address. 

AR
The delivery address line had a suffix, and an unsuccessful attempt has been made to 


match the address on that line to ZIP+4 product. The secondary address also 


contained a suffix, and the attempt to match to ZIP+4 product using only the secondary 


address resolved it. 

AS 
An unsuccessful attempt to match to ZIP+4 product with an address line containing a 


pound sign (#) had been made by removing the pound sign. 

AT 
Moved an embedded suffix to the right address (123 ST MAIN to 123 MAIN ST).

AU 
Connected the apparent last piece of the street name and the apparent post-directional 


(e.g., 123 DUE SOUTH to 123 DUESOUTH). 

AV 
Separated suffix from the last piece of the street name (e.g., 123 MAINST to 123 MAIN 


ST). 

AW 
Converted a directional abbreviation to its full spelling (e.g., 123 W BEND to 123 


WESTBEND). 

AX 
Corrected non-standard abbreviations to their correct full spellings (e.g., CTH to 


COUNTY ROAD, COUNTY ROUTE, etc.). 

AY 
Separated a pre-directional from the first element of a street name (e.g., 


NORTHHAMPTON to N HAMPTON). 

AZ 
Converted divided numbers to equivalents (e.g., HWY 22.5 to 22/5, 22-5 etc.). 
BA
Converted FM to Highway for Texas address

BB
Converted CR to FM for Texas address
BC 
Rearranged address components (e.g., 123 RED ST BUD to 123 RED BUD ST). 

BD 
Converted US to United States. 

BE 
Added HIGHWAY after US in an address in which it was not present. 

BF 
Separated secondary unit designator from the secondary number (e.g., APT12 to APT 


12). 

BG
Converted firm name abbreviations to the full spellings. 

BH 
The address produced a multiple response and was resolved using DPV confirmation (or 


the urbanization code in Puerto Rican address).

BI 
Standardized a PO box address (e.g., POBOX 123 to PO BOX 123, PO BX 123 to PO 


BOX 123, etc.). 

BJ
Removed elements to the right of the suffix because the elements were not a secondary 


designator or secondary number (e.g., 6060 PRIMACY PKWY LAKECREST CENTER). 

BK
Removed elements to the left of the primary number (C/O ACLU 123 MAIN ST to 123 


MAIN ST). 

BM
Used only the first number in an apparent range of numbers because it appears to be the 


primary number (e.g., 25-27 MAIN ST to 25 MAIN ST). 

BN
Corrected the street name spellings (e.g., DARLINGTON to ARLINGTON). 

BO
Swapped delivery and secondary address positions (e.g., HUDSUCKER INDUSTRIES  


123 MAIN ST to 123 MAIN ST, HUDSUCKER INDUSTRIES). 

BP
The input city/state was invalid for the 5-digit ZIP Code. Corrected city/state and address 


resolved. 

BQ
Combined multiple single alpha characters (probable initials) immediately following the 


primary number (e.g., 123 J F K PKWY to 123 JFK PKWY). 

BR
The input 5-digit ZIP Code was a unique ZIP Code. The information in the Delivery 


Address field was returned unaltered as the resolved address. 

BS
The address was a non-domestic military address (e.g., APO to FPO). 

BT
The post office represented by the input 5-digit ZIP Code only has general delivery. 

BU
Removed undefined alphabetic characters attached to the left of the apparent primary 


number (e.g., XYZ123 MAIN ST to 123 MAIN ST). 

BV
Where the apparent primary number was numeric/alpha, used the numeric as the 


primary number and the entire apparent primary number as the secondary number (e.g., 


15A3 SPA CREEK LANDING to 15 SPA CREEK LANDING 15A3). 
BW 
Split one word into two words
BX
What was interpreted as the delivery address was parsed and EACH element of the 


street name was matched to a special file containing the parsed street names in ZIP+4 


Product. This facilitated location of street names in which parts of the name, pre-


directional, suffix, or post-directional had been omitted from the input address. 

BY
The correct address was found using the process in BX. It was then determined that the 


address has been LACS converted. The converted address was returned as the 


resolved address. 
Intelligent Mail® Barcode
· The Intelligent Mail ® Barcode has been added to the return file.  
· The BEI Customer Tracking Number is an “optional” input field, on a per record basis. 
· The 65-character output has been added to the fulfillment file layout in positions 431-495 for all resolved records that an Intelligent Mail Barcode tracking number was provided.  
· For records that an Intelligent Mail tracking code was not provided, positions 431-495 will be filled with spaces. 
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