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INTRODUCTION

This guide has been prepared and produced for use in standardizing the input of account names and addresses.

These same guidelines must be followed when addressing mail manually. Standardization facilities prompt

delivery of mail by the US Postal Service (USPS) at reduced postage rates.

The information contained in this guide is designed to assist you. Use of the information is required if the

Department is to receive the lower postage rate advantage.

The most common and frequently used abbreviations, sanctioned by the USPS, have been included, however,

should a word or a situation arise which is not covered by this guide, please consult your supervisor.

Your cooperation is anticipated and appreciated.

NAME STANDARDS AND MISCELLANEOUS

ADDRESS INSTRUCTIONS

NAME STANDARDS

• Eliminate: Apostrophes, commas, periods and hyphens.

• DO NOT use “The” as the first word in a title except for Cigarette Tax accounts OR in the case of a two-word

title (e.g. “The Boutique”).  

• Always use the corporate or business name as the legal name. Use the trade name only in instances when

a legal name is not available.

ADDRESS INSTRUCTIONS

• Eliminate: Apostrophes, commas, periods and hyphens, except the hyphen in a ZIP + 4.

• Use only RR (Rural Route) and HC (Highway Contract) abbreviations. All others (Star Route, Mountain

Route, Rural Delivery, etc.) have been converted to RR or HC. If confronted with an abbreviation other than

RR or HC, consult with your supervisor.

• Corner Addresses, i.e. “Corner Smith and Duke”, will be replaced by numerical street addresses. Examples

of the new format would be “1700 DUKE ST” or “1 N SMITH ST”.

• Combining two types of addresses is acceptable, like “24 N GREEN ST PO BOX 10”, however, the USPS

preference is to put the actual delivery address on the line immediately above the city, state and zip code.



PREFERRED ADDRESS STANDARDS

LINE TITLE DESCRIPTION

1. Non-Address Line Logos, account numbers, subscription codes, etc.

2. Informational/Attention Line Used to direct mail to the attention of a specific person or unit when a business

name is placed on the “Name of Recipient Line”.

3. Name of Recipient Line The name of the business or individual of the intended recipient.

4. Delivery Address Line Street address, post office box number or rural route number or a combination

of post office box number and rural route or highway contract number.

Exception: Combining a street address with a post office box. The preferred

delivery address must appear on this line with the other address on the line

above.

Example: ATTN  CUSTOMER SERVICE

HILLS DEPT STORE

123 MAIN HWY

PO BOX 4567

ANYTOWN PA 17111

5. Post Office, State and Zip For domestic mail, the Post Office (City), State and Zip Code should appear

Code Line in that order on the bottom line of the address.  If all three elements will not

fit on this line, the Zip (+ 4) may be placed immediately below, aligned with

the left edge of the address block

Example:

21-674980 - Non-Address Line

ATTN JOHN DOE - Attention Line

ABC CO - Recipient Line

1234 S WEST ST - Delivery Address Line

ANYTOWN PA 17000 - City, State and Zip Code



CANADIAN AND INTERNATIONAL ADDRESSES

GENERAL REQUIREMENTS

The bottom lines of the address should show only the country name, written in full (no abbreviations) and

preferably in capital letters.  DO NOT PLACE THE POST CODES (ZIP CODES) OF FOREIGN COUNTRY

DESTINATIONS ON THE LAST LINE OF THE ADDRESS.  An example of a correct foreign address follows:

INGE DIETRICH FISCHER

HARTMANNSTRASSE 7 or 117 RUSSELL DR

5300 BONN 1 LONDON W1PGHQ

FEDERAL REPUBLIC OF GERMANY ENGLAND

FOR CANADA ONLY

Either of the following address formats may be used when the postal address delivery zone number is included

in the address:

MS HELEN SAUNDERS MS HELEN SAUNDERS

1010 CLEAR ST or 1010 CLEAR ST

OTTAWA ONT K1A OB1 OTTAWA ONT CANADA

CANADA K1A OB1

DOMESTIC ADDRESS FORMAT EXAMPLES
The following examples illustrate various formats that include ZIP + 4 Codes.  Use them as a guide in preparing

address lists.

1. PO BOX

MISS SALLY SMITH
PO BOX 34
DULUTH MN  55806-0034

2. RURAL ROUTE OR HIGHWAY CONTRACT ROUTE

H E BROWN L E DOE
RR 3 BOX 194C RR 5 BOX 87
CANTON OH  44730-9615 CANTON OH  44730-9613

L G GREEN B G LIGHT
HC 2 BOX 297 HC 2 BOX 293A
DULUTH MN  55811-9612 DULUTH MN  55811-9615

3. BUILDING/BUSINESS/PERSONAL NAME

ATTN SUE MOBLEY
SOUTHERN CORP
LOUISIANA INDUSTRIAL PK
1725 E BEAUREGARD AVE
NEW ORLEANS LA 70124-1299

4. STANDARD STREET ADDRESS NUMERIC

MISS K JONES MR JOHN DOE
5765 E 53RD ST APT 221 605 1ST ST
CHICAGO IL 60615-1234 DETROIT MI  48226-1234

5. STANDARD STREET ADDRESS ALPHABETIC

MR A HOOP MS H HOWE MR B BASS
603 MAIN ST 4417 BROOKS ST NE APT 666 APT 306
DETROIT MI  48226-3107 WASHINGTON DC  20019-4606 1234 MASSACHUSETTS AVE NW

WASHINGTON DC 20019-4606



Alley  . . . . . . . . . . . .ALY

Annex  . . . . . . . . . . .ANX

Arcade  . . . . . . . . . .ARC

Avenue  . . . . . . . . . .AVE

Bayou  . . . . . . . . . . .BYU

Beach . . . . . . . . . . .BCH

Bend . . . . . . . . . . . .BND

Bluff  . . . . . . . . . . . . .BLF

Bottom  . . . . . . . . . .BTM

Boulevard  . . . . . . .BLVD

Branch  . . . . . . . . . . .BR

Bridge . . . . . . . . . . .BRG

Brook  . . . . . . . . . . .BRK

Building  . . . . . . . .BLDG

Burg  . . . . . . . . . . . . .BG

Bypass  . . . . . . . . . .BYP

Camp  . . . . . . . . . . . .CP

Canyon . . . . . . . . . .CYN

Cape . . . . . . . . . . . .CPE

Causeway  . . . . . .CSWY

Center . . . . . . . . . . .CTR

Estates  . . . . . . . . . .EST

Expressway  . . . . .EXPY

Extension  . . . . . . . .EXT

Fall . . . . . . . . . . . . .FALL

Falls . . . . . . . . . . . . .FLS

Ferry  . . . . . . . . . . . .FRY

Field  . . . . . . . . . . . .FLD

Fields  . . . . . . . . . .FLDS

Flats . . . . . . . . . . . . .FLT

Ford  . . . . . . . . . . . .FRD

Forest  . . . . . . . . . .FRST

Forge  . . . . . . . . . . .FRG

Fork  . . . . . . . . . . . .FRK

Forks  . . . . . . . . . .FRKS

Fort  . . . . . . . . . . . . . .FT

Freeway  . . . . . . . . .FWY

Gardens . . . . . . . .GDNS

Gateway  . . . . . . .GTWY

Glen  . . . . . . . . . . . .GLN

Green . . . . . . . . . . .GRN

Grove  . . . . . . . . . . .GRV

Landing  . . . . . . . .LNDG

Lane  . . . . . . . . . . . . .LN

Light  . . . . . . . . . . . .LGT

Loaf  . . . . . . . . . . . . . .LF

Locks  . . . . . . . . . .LCKS

Lodge  . . . . . . . . . . .LDG

Loop . . . . . . . . . . .LOOP

Mall . . . . . . . . . . . .MALL

Manor  . . . . . . . . . .MNR

Meadows  . . . . . .MDWS

Mill  . . . . . . . . . . . . . .ML

Mills  . . . . . . . . . . . .MLS

Mission . . . . . . . . . .MSN

Mount  . . . . . . . . . . . .MT

Mountain  . . . . . . . .MTN

Neck  . . . . . . . . . . . .NCK

Orchard  . . . . . . . .ORCH

Oval  . . . . . . . . . . .OVAL

Park  . . . . . . . . . . .PARK

Parkway  . . . . . . . . .PKY

Pass  . . . . . . . . . . .PASS

Road . . . . . . . . . . . . .RD

Row . . . . . . . . . . . .ROW

Run  . . . . . . . . . . . .RUN

Shoal . . . . . . . . . . . .SHL

Shoals  . . . . . . . . .SHLS

Shore  . . . . . . . . . . .SHR

Shores  . . . . . . . . .SHRS

Spring . . . . . . . . . . .SPG

Springs . . . . . . . . .SPGS

Spur  . . . . . . . . . . .SPUR

Square  . . . . . . . . . . .SQ

Station . . . . . . . . . . .STA

Stravenue . . . . . . .STRA

Stream . . . . . . . . .STRM

Street . . . . . . . . . . . . .ST

Summit  . . . . . . . . . .SMT

Terrace  . . . . . . . . . .TER

Trace  . . . . . . . . . .TRCE

Track  . . . . . . . . . .TRAK

Trafficway  . . . . . . .TRFY

Trail  . . . . . . . . . . . . .TRL

DELIVERY ADDRESS LINE ABBREVIATIONS

ABBREVIATIONS FOR STREET DESIGNATORS
(STREET SUFFIXES)

Circle  . . . . . . . . . . . .CIR

Cliffs  . . . . . . . . . . .CLFS

Club  . . . . . . . . . . . .CLB

Corner  . . . . . . . . . .COR

Corners  . . . . . . . .CORS

Course  . . . . . . . . .CRSE

Court  . . . . . . . . . . . . .CT

Courts  . . . . . . . . . . .CTS

Cove  . . . . . . . . . . . . .CV

Creek  . . . . . . . . . . .CRK

Cresent  . . . . . . . .CRES

Crossing  . . . . . . . .XING

Dale . . . . . . . . . . . . . .DL

Dam  . . . . . . . . . . . . .DM

Divide  . . . . . . . . . . . .DV

Drive  . . . . . . . . . . . . .DR

Harbor  . . . . . . . . . .HBR

Haven . . . . . . . . . . .HVN

Heights  . . . . . . . . . .HTS

Highway . . . . . . . . .HWY

Hill  . . . . . . . . . . . . . . .HL

Hills  . . . . . . . . . . . . .HLS

Hollow  . . . . . . . . .HOLW

Inlet  . . . . . . . . . . . .INLT

Island  . . . . . . . . . . . . .IS

Islands  . . . . . . . . . . .ISS

Isle  . . . . . . . . . . . . .ISLE

Junction . . . . . . . . . .JCT

Key  . . . . . . . . . . . . . .KY

Knolls  . . . . . . . . . .KNLS

Lake . . . . . . . . . . . . . .LK

Lakes  . . . . . . . . . . .LKS

Path  . . . . . . . . . . .PATH

Pike  . . . . . . . . . . . .PIKE

Pines  . . . . . . . . . .PINES

Place  . . . . . . . . . . . . .PL

Plan . . . . . . . . . . . . .PLN

Plans  . . . . . . . . . .PLNS

Plaza  . . . . . . . . . . . .PLZ

Point  . . . . . . . . . . . . .PT

Port  . . . . . . . . . . . . .PRT

Prairie  . . . . . . . . . . . .PR

Radial  . . . . . . . . . .RADL

Ranch  . . . . . . . . .RNCH

Rapids  . . . . . . . . .RPDS

Rest  . . . . . . . . . . . .RST

Ridge  . . . . . . . . . . .RDG

River  . . . . . . . . . . . . .RV

Trailer  . . . . . . . . . .TRLR

Tunnel  . . . . . . . . .TUNL

Turnpike  . . . . . . . .TPKE

Union  . . . . . . . . . . . .UN

Valley . . . . . . . . . . . .VLY

Viaduct  . . . . . . . . . . .VIA

View  . . . . . . . . . . . . .VW

Village . . . . . . . . . . .VLG

Villa  . . . . . . . . . . . . . .VL

Vista  . . . . . . . . . . . . .VS

Walk . . . . . . . . . . .WALK

Way  . . . . . . . . . . . .WAY

Wells  . . . . . . . . . . .WLS



ALABAMA  . . . . . . . . . . . . . . .AL

ALASKA . . . . . . . . . . . . . . . . .AK

ARIZONA . . . . . . . . . . . . . . . .AZ 

ARKANSAS . . . . . . . . . . . . . .AR

AMERICAN SAMOA  . . . . . . .AS

CALIFORNIA . . . . . . . . . . . . .CA

COLORADO  . . . . . . . . . . . . .CO

CONNECTICUT . . . . . . . . . . .CT

DELAWARE . . . . . . . . . . . . . .DE

DISTRICT OF

COLUMBIA  . . . . . . . . . . . .DC

FEDERATED STATES OF

MICRONESIA  . . . . . . . . . .FM

FLORIDA  . . . . . . . . . . . . . . . .FL

GEORGIA  . . . . . . . . . . . . . . .GA

GUAM  . . . . . . . . . . . . . . . . . .GU

HAWAII  . . . . . . . . . . . . . . . . . .HI

IDAHO . . . . . . . . . . . . . . . . . . .ID

ILLINOIS  . . . . . . . . . . . . . . . . .IL

INDIANA  . . . . . . . . . . . . . . . . .IN

IOWA . . . . . . . . . . . . . . . . . . . .IA

KANSAS  . . . . . . . . . . . . . . . .KS

KENTUCKY  . . . . . . . . . . . . . .KY

LOUISIANA  . . . . . . . . . . . . . .LA

MAINE . . . . . . . . . . . . . . . . . .ME

MARSHALL ISLANDS  . . . . .MH

MARYLAND  . . . . . . . . . . . . .MD

MASSACHUSETTS  . . . . . . .MA

MICHIGAN  . . . . . . . . . . . . . . .MI

MINNESOTA . . . . . . . . . . . . .MN

MISSISSIPPI . . . . . . . . . . . . .MS

MISSOURI  . . . . . . . . . . . . . .MO

MONTANA . . . . . . . . . . . . . . .MT

NEBRASKA . . . . . . . . . . . . . .NE

NEVADA  . . . . . . . . . . . . . . . .NV

NEW HAMPSHIRE  . . . . . . . .NH

NEW JERSEY  . . . . . . . . . . . .NJ

NEW MEXICO  . . . . . . . . . . .NM

NEW YORK . . . . . . . . . . . . . .NY

NORTH CAROLINA  . . . . . . .NC

NORTH DAKOTA  . . . . . . . . .ND

NORTHERN MARIANA

ISLANDS  . . . . . . . . . . . . . .MP

OHIO . . . . . . . . . . . . . . . . . . .OH

OKLAHOMA  . . . . . . . . . . . . .OK

OREGON  . . . . . . . . . . . . . . .OR

PALAU  . . . . . . . . . . . . . . . . .PW

PENNSYLVANIA  . . . . . . . . . .PA

PUERTO RICO  . . . . . . . . . . .PR

RHODE ISLAND . . . . . . . . . . .RI

SOUTH CAROLINA  . . . . . . .SC

SOUTH DAKOTA  . . . . . . . . .SD

TENNESSEE . . . . . . . . . . . . .TN

TEXAS  . . . . . . . . . . . . . . . . . .TX

UTAH  . . . . . . . . . . . . . . . . . . .UT

VERMONT . . . . . . . . . . . . . . .VT

VIRGINIA  . . . . . . . . . . . . . . . .VA

VIRGIN ISLANDS  . . . . . . . . . .VI

WASHINGTON  . . . . . . . . . . .WA

WEST VIRGINIA  . . . . . . . . .WV

WISCONSIN  . . . . . . . . . . . . .WI

WYOMING  . . . . . . . . . . . . . .WY

TWO LETTER STATE AND POSSESSION ABBREVIATIONS

GEOGRAPHICAL DIRECTIONAL ABBREVIATIONS

NORTH . . . . . . . . . . .N

SOUTH  . . . . . . . . . . .S

EAST  . . . . . . . . . . . .E

WEST  . . . . . . . . . . .W

NORTHEAST  . . . . .NE

SOUTHEAST  . . . . .SE

SOUTHWEST  . . . .SW

NORTHWEST  . . . .NW


