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1 Purpose 

 

1.1 The purpose of these performance requirements is to establish standard criteria of 

performance that USPS® requires NCOALink Software Interface Distribution 

Licensees to comply with. The Interface provided by Licensees will enable NCOALink 

Users to have access to the following address list services: 

 

• New address when a name and old address match the change of address file 

• Detection of undeliverable addresses due to change of address 

 

2 General Requirements 

 

2.1 The Licensee, in order to sell and/or distribute its NCOALink Software Interface, must 

meet all requirements and specifications contained within the License Agreement 

and the most current version of this document. 

2.2 Additionally, under separate license with USPS, Licensee must first develop an 

Interface and obtain certification for that Interface. The Interface must comply with 

the most current version of the Software Developer Guide (SDG) and the Software 

Performance Requirements, unless explicitly allowed, prohibited, or modified by 

USPS in writing. 

2.3 Copies of this document and any new updates to the License Agreement, the 

Performance Requirements, or the Certification Procedures will be posted on the 

RIBBS website at 

https://ribbs.usps.gov/ncoalink/documents/tech_guides/DIST_INFO/.  

 

3. Specific Requirements 

 

3.1 Licensees must distribute only USPS Certified NCOALink Software Interfaces to 

access the NCOALink Product according to USPS specifications. 

3.2 Licensees must be capable of: 

a) Validating customer authorization codes prior to distribution of software. 

b) Recalling or disabling software of customers suspended and/or terminated by 

USPS. 
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3.3 Licensees must adhere to the provisions of Standards of Performance as detailed in 

Section 4 below. 

3.4 Licensees must provide all specific reports as required in Section 5 below. 

3.5 The Licensee will be assigned a unique four-character Customer ID for use on all 

required reports. 

3.6 The Licensee shall provide the USPS with access to any resource used in 

performance of this license and with the necessary equipment and/or reports to 

monitor performance at the NCOALink Licensee’s facility. 

3.7 Licensee shall establish a central email address for receipt and disbursement of 

USPS electronic correspondence within Licensee’s organization. 

 

 

4. Standards of Performance 

 

4.1 Licensee must maintain a distribution log, which will be maintained and be made 

available for Postal Service review for a period of 5 years. This distribution log shall 

also be kept on a computer file and shall be submitted to the USPS electronically or 

on approved electronic media on a monthly basis (see Exhibit A for format). 

4.2 The Licensee shall repair or have repaired all equipment, hardware and/or software 

deficiencies related to the NCOALink Product within 30 days of identification of said 

deficiencies. 

4.3 Licensee is responsible for providing all necessary customer support for its Interface. 

All inquiries concerning the software and any of its processes/procedures must be 

directed to a customer support group managed by Licensee. 

4.4 It shall be the Licensee’s responsibility to ensure that its customers understand the 

NCOALink process and output. Each potential User wishing to purchase NCOALink 

software must be provided with a product/service brochure by the Licensee. This 

brochure must explain the NCOALink process in detail. The Postal Service will provide 

the Licensee with the required text that, in addition to the Licensee’s own marketing 

material, must be included in, or with, its product/service brochure. Inclusion of the 

required text information in the product/service brochure provided to the customers 

shall be at the Licensee’s own expense. This required text may be revised by the 

Postal Service from time to time without prior notice to Licensees. Required text 

revisions shall be provided to Licensee customers within 30 days of receipt from the 
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Postal Service. The required text document is available as a separate document and 

is contained within the Licensee Performance Requirements as Exhibit B. Both 

documents may be found at 

https://ribbs.usps.gov/ncoalink/documents/tech_guides/DIST_INFO/DIST_RTD_V5.P

DF.  

4.5 Pursuant to the advertising guidelines of the License Agreement, each approved 

advertisement must contain the document tracking number assigned by USPS 

during the review and approval processes. For specific information with regards to 

the review and approval process, please reference the Advertising Technical Guide 

on the RIBBS website at 

https://ribbs.usps.gov/ncoalink/documents/tech_guides/ADVERTISING_TECHNICAL

_GUIDE.PDF.  

4.6 Licensee is responsible for redistributing license related electronic correspondence 

from USPS to the appropriate personnel within Licensee’s organization. Pursuant to 

Paragraph 3.7, all electronic correspondence will be directed to a central email 

address within Licensee’s organization. The email address must be 

ncscinfo@<yourcompany.com>. In the event that this address is already assigned 

for some other purpose, an alternate address must be submitted to USPS for 

approval. Licensee will subsequently distribute all applicable USPS notifications 

internally to ensure receipt by the proper staff. Such correspondence will also be 

sent to the pertinent contacts provided during the application process but in the event 

of “bounce backs” successful delivery via the central email address will be 

considered confirmation of receipt. 

 

5. Reports 
 

5.1 The Licensee shall produce a monthly performance report from the distribution log by 

system platform. The log will be maintained and made available for Postal Service 

review for a period of 5 years at the Licensee’s facility. The reports shall be 

submitted via electronic transmission within 7 (seven) calendar days of the end of the 

month to the National Customer Support Center, Memphis TN. Refer to Exhibit A for 

the electronic report file layout.  
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5.2 The monthly performance reports will be named using a four-part eight-character 

identification scheme. The first character will be “D” to identify it as an Interface 

Distribution Log. Characters 2-5 will contain the USPS-assigned four-character 

platform identification code. The sixth character will identify the month of the report; 

refer to the chart following this paragraph. The last two characters will identify the 

year of the report by the last two digits of the calendar year. 

 

Month Code 
January 1 
February 2 
March 3 
April 4 
May 5 
June 6 
July 7 
August 8 
September 9 
October A 
November B 
December C 

 
5.3 All required monthly reports will be electronically transmitted by the Licensee to the 

NCSC. 
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Exhibit A 
 
 

NCOALink SOFTWARE INTERFACE DISTRIBUTION LOG 
Header Record 

RECORD 
FROM 

POSITION 
TO 

 
FIELD NAME and DESCRIPTION 

 
LENGTH 

 
COBOL 

 
1 4 PLATFORM ID 

Platform ID assigned by USPS. 
4 X(4) 

5 18 NUMBER OF RECORDS 
Total number of records in the Software Interface Distribution Log 
excluding Header Record 

14 9(14) 

19 399 Filler 381 X(381) 
400 400 RECORD TYPE 

H = Header / D = Detail 
1 X(1) 

  CR/LF 
Carriage Return/Line Feed required at end of the record. 

  

 
 
 

NCOALink SOFTWARE INTERFACE DISTRIBUTION LOG 
Detail Record 

RECORD 
FROM 

POSITION 
TO 

 
FIELD NAME and DESCRIPTION 

 
LENGTH 

 
COBOL 

 
1 4 PLATFORM ID 

Platform ID assigned by USPS. 
4 X(4) 

5 9 AUTHORIZATION CODE 
Customer’s NCOALink Authorization Code as assigned by USPS. 

5 X(5) 

     
  Customer Identification   
10 59 Company Name 50 X(50) 
60 109 Delivery Address 50 X(50) 
110 137 City 28 X(28) 
138 139 State 2 X(2) 
140 144 ZIP Code 5 X(5) 
145 148 Plus 4 Code 4 X(4) 
     
  Software Information   
149 151 Number of Installations allowed 3 9(3) 
152 201 Software Name 50 X(50) 
202 216 Software Version 15 X(15) 
217 224 Software Release Date 

(CCYYMMDD) 
8 9(8) 

     
225 232 Original Fulfillment Date 

Date Interface provided to customer (CCYYMMDD). 
8 9(8) 

233 399 FILLER 167 X(167) 
400 400 RECORD TYPE 

H = Header / D = Detail 
1 X(1) 

     
  CR/LF 

Carriage Return/Line Feed required at end of the record. 
  

 
Note:  All numeric fields are right justified, zero filled. 

All alphanumeric fields are left justified, spaced filled. 
Note: This file shall be submitted in standard ASCII text format and electronically transmitted to the NCSC. The file shall be 

named using “D,” the 4-character code assigned by the NCSC, the 1-character code for the month and the year with 
an extension of DAT. (e.g. DNAAAC02.DAT) 
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EXHIBIT B 
 

SOFTWARE INTERFACE DISTRIBUTION 
REQUIRED TEXT DOCUMENT 

 
(page 1 of 4) 
 
<<Licensee company name>> is a non-exclusive Licensee of the United States Postal 
Service® (USPS®) to provide USPS certified NCOALink® interface software to authorized 
<<Full Service Provider, Limited Service Provider, and End User>> Licensee candidates. 
 
The NCOALink Product is a USPS proprietary system of move information that on average 
contains approximately 160 million permanent changes-of-address (COAs) filed with the 
USPS. These COAs are retained on the file for a four-year period from the move-effective 
date and the file is updated weekly. 
 
It is important to note that not all Service Providers can provide the same level of service. 
Data quantity differs based on license level. Full Service Providers receive the full 48 month 
data set on a weekly basis. Limited Service Providers receive an 18 month data set on a 
weekly basis. End Users receive an 18 month data set on a monthly basis. All data 
fulfillments are provided under direct license from the USPS. 
 
The sole purpose of NCOALink processing is to provide a mailing list correction tool for lists 
that will be used for the preparation of mailings for acceptance and delivery by the USPS. 
The NCOALink Product may not be used to create, generate, or maintain new movers lists or 
as a source to any other proprietary database for the purpose of redistribution or sale. 
 
An input name and address must match the name and old address on a COA in order to 
obtain a match. When queried with a matching name and old address as input, the NCOALink 
process will yield the new address as the result. New address information is provided only 
when a match to the input name and address is attained. 
 
Before being added to the NCOALink file, the Old address supplied by the Postal customer 
must be ZIP + 4® coded. The New addresses must be ZIP + 4 coded and validated using 
the USPS’ proprietary database of actual delivery points. (NOTE: The delivery point 
database does not include NAMES or COA information.) Each delivery point confirmed New 
address is included on the NCOALink file. If unable to validate the New address, the NCOALink 
process will indicate that a move exists but will not provide the undeliverable New address. 
 
The typical profile of the New address information contained on the NCOALink file is as 
follows: 
 
 80.92% Forwardable moves containing delivery point confirmed New addresses –  

New address provided 
 1.18% Moves containing unconfirmed New addresses – New address not 

provided 
 13.80% Moved, left no address 
 3.92% P.O. Box™ Closed 
 0.18% Foreign moves 
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(Required Text Document – page 2 of 4) 
 
When possible, postal customers who move multiple times within the NCOALink® time period 
are “linked” or “chained” to ensure that the latest address is furnished when an NCOALink 
match is attained. This is not always possible if subsequent COAs are not filed in exactly the 
same manner as a COA filed previously (e.g., name spelling differences or conflicting 
secondary information). 
 
The provision of change of address information is controlled by strict name and address 
matching logic. NCOALink processing will only provide new address information when queried 
with a specific algorithm of the name and input address from a mailers address list which 
matches the information on the NCOALink Product. Data contained in and information 
returned by NCOALink is determined by the move type (Business, Individual, or Family) 
indicated on a Postal customer’s Change of Address form.  
 
The NCOALink Product is comprised of approximately 6% business moves, 54% individual 
moves, and 40% family moves. 
 
All matches made to the NCOALink file require a ZIP + 4® coded input address.  
 
The five types of processing modes are Standard (S); Business and Individual (C); 
Individual (I); Business (B); and Residential (R). 
 
Standard Processing Mode (S) 

• Standard Processing Mode requires inquiries in the following order: 
• Business – Match on business name. 
• Individual – Match on first name, middle name, surname and title required. 

Gender is checked and nickname possibilities are considered. 
• Family – Match on surname only. 

• Under no circumstances shall there be a “Family” match only option. 
 
Business and Individual Processing Mode (C) 

• The NCOALink customer may choose to omit all “Family” match inquiries and 
allow only “Individual” and “Business” matches to be acceptable. This matching 
process is also known as C Processing Mode. 

 
Individual Processing Mode (I) 

• The NCOALink customer may also choose to omit “Business” match inquiries 
when processing individual names for mailing lists that contain no business 
addresses.  

 
Business Processing Mode (B) 

• The NCOALink customer may choose to process for only “Business” matches 
when processing a “Business-to-Business” mailing list which contains no 
residential (Individual or Family) addresses.  

 
Residential Processing Mode (R) 

• The NCOALink customer may choose to omit “Business” match inquiries and allow 
only “Individual” and “Family” matches to be acceptable under Residential 
Processing Mode. This matching process is also known as R Processing Mode. 
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(Required Text Document – page 3 of 4) 
 
The USPS has opted to remove soundex from the matching logic process. Consequently, 
the USPS has established a process called the “Rules Table.” This process will produce 
matches that otherwise would not be possible, i.e. JOHNY and JOHNNY, without the risks 
associated with soundex.  
 
All nickname possibilities are derived from a standard USPS® nickname list. In considering 
alternate presentations of an input name, only reasonable derivatives of the original input 
name are acceptable. If an input name and address do not match to NCOALink and 
alternative queries are attempted, any variations which obtain NCOALink matches will be 
provided to the NCOALink customer for analysis. 
 
When a match or a near match of an input name and address to NCOALink is identified, a 
standard NCOALink return code is provided indicating the type of match made or reason that 
a match could not be made. 
 
The return code provided is the final result of an NCOALink™ query. At the option of the 
NCOALink Licensee, additional return code values from intermediate queries may be 
provided. The query name and/or address which generated the specific return code may not 
be the exact input or final query name and address provided in the standard output of a 
USPS® NCOALink process. 
 
The standard output of a USPS NCOALink process is: 
 

a. Each original unaltered input name and address as it was presented. 
b. The standardized input address appended with the correct ZIP + 4®/DPC, other 

postal values and any other intelligence flags or footnotes that result from the 
CASS™ processing segment. 

c. For each mailing address for which there is a match to the NCOALink hash 
table(s) as defined in this document, the 11-digit DPBC and a conversion to a 
standardized address, and standard return codes. Software shall assign all 
applicable standard return codes.  

d. When a match is made, the following elements must be returned: the move 
effective date (CCYYMM), specific name and address utilized in the query that 
obtained the match, and the move type.  

e. For each mailing address for which there is not a match to the NCOALink hash 
table(s), the software shall return all elements as appropriate under a and b as 
well as any standard return codes as may be appropriate. 

f. The urbanization name information, when applicable. 
g. The carrier route information for new (updated) addresses. 
h. DPVLink® results, if returned. 
i. LACSLink® results, if returned. 
j. SuiteLink™ results, if returned. 
k. Processing summary report containing information to identify the specific list, the 

statistics resulting from the NCOALink process, and a notice of any other 
processed performed on the list. 
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(Required Text Document – page 4 of 4) 
 
 
Although every record must be returned, the format of the records returned by a Service 
Provider to their clients is determined by a separate agreement between the processor and 
the customer. 
 
NCOALink processing has the potential to reduce returned mail, yet the USPS does not make 
any guarantees, express or implied, on the reduction of such mail. Thus any costs 
associated with returned mail are the Licensees’ and/or their customers’ sole responsibility. 
 
An NCOALink Licensee with questions about specific processes within an NCOALink software 
interface and/or results returned from an NCOALink process must first contact the software 
distributor for explanation and resolution. 
 
The ANKLink® option is available through Limited Service Provider Licensees and to End User 
Licensees to enable mailers to make informed choices regarding a specific customer 
contact. If the data indicates a move, the mailer may choose to suppress the record from 
their list or attempt to determine the actual new address by engaging the services of an 
NCOALink Full Service Provider (FSP) Licensee.  
 
Mailers choosing to engage the services of an FSP Licensee may submit only those ANKLink 
matches for which they need additional processing provided that: 
 

1) The mailer informs the FSP Licensee that the list is derived from a prior ANKLink 
process. 

2) The list submitted to the FSP for processing meets the mailing list requirement of at 
least 100 unique names and addresses. 

3) The final results are incorporated back into the original list. 
4) The records separated for processing are not used to create a derivative product. 

 
 
The following trademarks are owned by the United States Postal Service®: NCOALink,  
ZIP + 4, CASS, ANKLink, DPVLink, LACSLink, SuiteLink, USPS and United States Postal Service.   
 
 Formatte


