FORM  A
FORM  A


Royal Mail Wholesale

ADDRESS LIST ACCREDITATION

	
	Company:
	

	
	Access Licence No: 
	

	
	Address:
	

	
	
	

	
	



 Post code:
	

	
	Contact Name:
	

	
	Tel No:



 Fax No:
	

	
	Royal Mail Wholesale Customer Service Manager Contact  (if known)
	

	
	Tel No:
	

	
	Posting Contract Type:
	

	
	
	

	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	

	

	
	You will receive automatic accreditation for your address list if you use an Access or Royal Mail approved software package or PAF® Value Added Reseller supplier of address management services.  If you are not sure if your software/supplier is approved then phone your Royal Mail Wholesale Account Manager to check or check on the website. 


	

	
	Do you use an approved package or PAF® Value Added Reseller supplier? 

(Please tick as appropriate)
	

	
	YES

	
	
	Go to Q2a

	
	NO

	
	
	Go to Q3

	
	
	
	
	

	
	
	
	

	
	“We use an approved software package”
or
	
	Go to Q2b

	
	“We use an approved supplier to carry out address management on our behalf”
	
	Go to Q2b

	
	
	

	3b
	Enter details of software/supplier used:
	

	
	Company:
	

	
	Software package used:
	

	
	Address:
	

	
	





Postcode:
	

	
	Contact:
	

	
	Tel No: 
	Fax No:
	Go to Q5

	
	If you are not using an Access or Royal Mail approved supplier you can still apply to have your address list quality assessed by one of the following methods.  Please indicate your chosen option.  Choose one option only.  The format in which your data should be supplied is described in the attached note.
	

	
	
	

	
	“We wish Royal Mail Wholesale to assess address list quality on our behalf.  I have therefore attached an electronic version or enclosed a CD containing 5000 sample of addresses extracted from our list”.  The sample file must contain a selection of address records based on the total size of your address file.  Therefore, if your file has 90,000 records, you should select every 18th record for the sample file.  If you have 20,000 records select every 4th record.  Selection of consecutive records is not acceptable.  
	

	
	Advice note: Please consider the security of your data and encrypt the data if necessary.  Once the accreditation has been confirmed, files sent will be deleted by Royal Mail unless you have requested their return. 
	

	
	I confirm that I have selected a correct sample file using the method described above - tick for option 3a 
	
	
	Go to Q4

	
	OR
	

	
	“We do not have 5,000 addresses so have supplied an electronic version or a CD containing all address files so that Royal Mail Wholesale can assess address quality on our behalf”.
	

	
	
	

	
	Tick for option 3b 
	
	
	Go to Q4

	
	
	

	
	
	

	
	Under options 3a and 3b you have supplied an electronic database extract or CD Please indicate below whether you would like this returned or destroyed following assessment:
	

	
	Return Database
	
	Destroy Database
	
	
	

	
	Please sign and date this form and send along with an electronic file or any CD  (options 3a & 3b only) to the address below
	

	
	Print Name:
	

	
	Signed:
	

	
	Date:
	

	
	Customer Service Manager

ACCREDITATION
	

	
	

Downstream Access Central Control
	

	
	Royal Mail Wholesale
2nd Floor 
206 Whitechapel Road 
London
E1 1AA


	

	
	
	

	
	Alternatively please speak to you Customer Service Manger and they will provide an email address to send the details to. 
	


Annex for Form A:

NOTES FOR PREPARATION OF FILES FOR ADDRESS CHECKING 

	
	Operating System
	

	
	Royal Mail will check files from customers on using CACI.  It is essential therefore that all test files are produced in a format that is suitable for this checking process.

	

	
	Media
	

	
	All test files sent to Royal Mail Wholesale for checking must be supplied in electronic format, CD Rom or can be e-mailed to the address provided by your Customer Service Manager

	

	
	File Compression
	

	
	If required when supplying files to Royal Mail Wholesale those files may be compressed using PKZIP.
	

	
	Files compressed using any other compression system may also be supplied however those must be supplied with the appropriate decompression utility suitable for operation under Windows 2000.


	

	
	Data Selection
	

	
	The test file will be used to assess the quality of the address data and it is vital therefore, that the test sample is representative of the whole address list. However, most lists will be processed using Access software before mailing. This software may well extract foreign addresses and may limit the percentage of non-postcoded addresses.
It is strongly recommended that any list produced for sampling are Access sort processed before the sample is produced. The sample should then be taken from the Access sorted list, ignoring any addresses rejected by that process. 


	

	
	Test File Size
	

	
	The test file must contain a selection of address records based on the total size of your address file.  Therefore, if your file has 90,000 records you should select every 18th record for the sample file.  If you have 20,000 records select every 4th record   Selection of consecutive records are not acceptable.  


	

	
	File Format 
	

	3a
	The following details describe the requirements of each and include a number of general comments relevant to both.  
The file should contain only one address per record, each address field MUST be separated by a comma.

Your electronic files must be attached as plain text (ASCII) Comma Delimited files.  

The Comma Delimited Format requires all trailing spaces are removed from fields and must be separated by commas; records must be terminated by Carriage Return (ASCII:13) and Line Feed (ASCII:10) characters. 

Also, please do not include any descriptive records e.g field/file headers as the validation process will attempt to test them as a valid record. 
	

	
	General Comments
	

	3b
	· There is no maximum file size.

· The maximum record size is 2048 bytes.

· The maximum field length is 80 characters, although only the first 40 characters per field will be tested. Any additional data in each field will be ignored. 

· We support up to 50 incoming fields.  If the file contains more than 50 fields per record then it will be necessary to produce secondary file containing fewer fields. 

· Do not include blank records. We will attempt to test them as a valid address.  

· Do not include fields that contain control characters. These characters can prevent the file from being read correctly
	


	
	




	

	
	

	

	
	Most files contain more information than just the address e.g. name, salutations, reference numbers, etc. The additional information is not required as part of the address quality checks and can therefore be omitted from the test file(s). 
Omitting unnecessary information will reduce the size of the file and will also help protect the security of the data.  If however, it is preferable to extract a sample containing all of the fields contained in the main file, then the additional information can be ignored when the test file is loaded by Royal Mail. 


	

	
	Comma Separated Variable Length (CSV)
	

	
	CSV files must be supplied as ASCII
	

	
	All fields must be present in every record although fields can be empty.  Fields must be delimited by commas.  Records must be delimited by CR, LF or both CR & LF characters.  

Do not include any descriptive records e.g file headers.  We will attempt to test them as valid addresses.
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Registered Number 4138203 Registered Office at 100 Victoria Embankment, London EC4Y 0HQ


	


	


	



