Input Format for NCOALink

	Field
	From
	To
	Length
	Field Name / Description

	1
	1
	1
	1
	Type:

“0” = Not Classified 

“1” = Personal Names

“2” = Business Names

	2
	2
	36
	35
	Full Name

	3
	37
	96
	60
	Address

	4
	97
	126
	30
	City

	5
	127
	128
	2
	State

	6
	129
	133
	5
	Zip

	7
	134
	137
	4
	Client Code – Optional, otherwise leave blank

	8
	138
	147
	10
	List Code – Optional, otherwise leave blank

	9
	148
	148
	1
	List Type – Optional, otherwise leave blank

	10
	149
	151
	3
	List Priority – Optional, otherwise leave blank

	11
	152
	225 or

300 or

475
	 074
149
324
	Fill – Reserved for Customer Information  (Optional)


Field 1 – Type

This field lets you designate whether you would like to match on Individual moves or Business moves.  We recommend that you leave this field blank.  A blank field will look at both Individual and Business moves.
Field 2 – Full Name

Our preferred layout puts the full name together in 1 field with 35 characters.

Examples:

Dr. John B. Smith, Jr., MD

Dr. John B. Smith, Jr.

John B. Smith, Jr.

John B. Smith

John Smith

Use the following order if you are combining your parsed Name elements into one Full Name:

Trim([TitleCode])+“”+Trim([First])+“”+Trim([Middle])+“”+Trim([Last])+“”+
Trim([Generation Code])+“”+Trim([Professional Code])

Optional:

If you store your names as separate fields, see below, you can either concatenate them into the Full Name field or you can simply lay down the separate fields into the 35 character space.  

First Name

Text

15

Last Name

Text

15

If you choose to keep the name fields separated you will need at least one blank space between the fields.  Here are 2 good examples:

First Name

Text

15

Filler


Text

  5
Blank Spaces

Last Name

Text

15

Ex: “John                Smith          ”
35

Or

First Name

Text

15

Filler 1


Text

  2
Blank Spaces

Middle Initial

Text

  1

Filler 2


Text

  2
Blank Spaces

Last Name

Text

15

Ex: “John             B  Smith          ”
35

Because the program will remove the extra spaces, the field will be read as:

“John Smith” and “John B Smith”

If you do not have a space between the fields you will need to define the separate fields.  If there isn’t at least one space between the fields, our parsing routine will see just one name “JohnSmith” or one last name, “BSmith”.

Field 3 – Address

The Address field uses the same logic as the Full Name logic.  Our preferred layout is one field of 65 characters with the full address.
If you have 2 address fields:

Address1

Text

35

Address2

Text

20

You can either concatenate them into one input field:

Trim([Address1])+“”+Trim([Address2])

Or, you can lay-down the fields into this 60 character space.  Again, you will need to leave at least one blank space between the fields.

Address1

Text

35

Filler


Text

  5

Address2

Text

20

Field 7 – Client Code

We assign this number to you, (it is the same as your directory name on the FTP server).  This is optional, but it is helpful.  If you have us perform any additional processing for you, such as merge/purge (also known as match/consolidate) to identify duplicate records, or to perform Upper/lower case conversions of Name and Address fields, postal presorting or other tasks, it makes it much easier.  This also assists us in reports.

Field 8 – List Code

This is optional as well, but can be helpful if you would like to produce reports on the processing statistics of separate lists within your entire job file.  This is preset at 10 characters, but more characters could be used, if necessary.
Example:  “House”, “Inquiries”, “Prospects” or coded Lists such as “ABC42”

Field 9 – List Type

Optional, used for Merge/Purge.  N = Normal, P = Purge, S = Special.  If you are interested in Merge/Purge (also known as Match/Consolidate) to identify and remove duplicate records from your mail file, then call (800) 707-2576 or email us at: NCOALink@DirecMailers.com
Field 10 – Input Priority

Optional, used for Merge/Purge.  0-999, 0 = Highest Priority, 999 = Lowest.
Field 11 – Fill

This space is for you.  You can place additional customer information in this area if it’s easiest to carry the data on the record and re-import your entire file after processing.

Some companies just include a Match-key such as a Customer Number to match the records processed to their database.

Make certain that you don’t send information such as Social Security Numbers, credit card numbers, etc.

There are 3 different layouts depending on the amount of filler you need to carry with your record.


Text

  78 Character for you

Total record length 225


Text

153 Character for you

Total record length 300


Text

328 Character for you

Total record length 475

Layouts are attached in 225, 300 and 475 formats in Access, DBF, and XML schemas for your convenience.

Please call us at (800) 707-2576 if you have any questions.  Or, email us at NCOALink@DirectMailers.com
