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This doc ument has been p repared  to p rovide information on the address
c leaning , postc od ing  and  SendRightTM c ertific a tion servic es offered  by
AddressWorks and  how these may be app lied  to your business.

It is intended  to inform c ustomers who a re investiga ting  their op tions for ob ta ining
the grea test benefit from the bulk ma il d isc ount offered  by New Zea land  Post
through its SendRightTM ac c ura te add ressing  p rogramme. However in add ition to
bulk ma il d isc ounts, ac c ura te add ressing  a lso supports improved  c ommunic a tion
with c ustomers and  enab les geo-demographic  ana lysis tha t helps to p red ic t the
c harac teristic s and  behaviour of c ustomers.
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New Zea land  Post introduc ed  a  new addressing  standard  on July 1st 2008
(SendRightTM Ac c ura te Addressing  Programme).  In order to qua lify for bulk ma il
d isc ounts, a  Sta tement of Ac c urac y (SOA) must be p resented . An SOA measures
c omplianc e levels and  involves ma tc hing  a  da tabase aga inst NZ Post’ s Posta l
Address File (PAF) and  its stric t formatting  standards.

In order to sec ure the maximum bulk ma il d isc ount, a  da tabase or ma iling  list
needs to ac hieve an ac c urac y ra ting  of 85% or above.

Sta tements of Ac c urac y must be renewed  annua lly or if a  da tabase c hanges by
more than 10% within this period  and  c an only be issued  by a  c ertified
SendRightTM pa rtner.
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AddressWorks is a  c ertified  pa rtner to NZ Post. Many of our c lients have
c ommented  on our willingness to go the extra  mile and  ab ility to remove the
c omplexity a round  da ta  c leansing . AddressWorks has helped  a  huge number of
New Zea land  businesses get their add ress da ta  up  to SendRight™ standards.
While we assist a ll sizes of organisa tions ac ross many d ifferent industries, some of
the c lients we have done work for a re shown below.

High qua lity add ress da ta  enab le improved  business ana lysis and  through
integra ting  c ustomer da ta  demographic  information, you c an build  a  more
sophistic a ted  view of your c ustomers. Enhanc ing , va lida ting  and  removing
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dup lic a tion from within da tabases c an c ontribute to forming a  sing le view of your
c ustomer. This means you only c ommunic a te with relevant c ustomers avoid
unnec essa ry p roduc tion and  ma iling  c osts, embarrassment through dup lic a te or
inappropria te ma ilings and  genera lly improves c ommunic a tion and  your return
on investment.
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A Sta tement of Ac c urac y (SOA) c an p rovide a  snapshot as to the c urrent level of
ac c urac y with whic h a  da tabase ma tc hes the NZ Post PAF.  Many organisa tions
use this “ snapshot”  as the first step  towards understand ing  the sc a le of their
add ress qua lity issues.

AddressWorks p rovides its Sta tement of Ac c urac y software free of c harge to help
businesses monitor their address qua lity and  this software c an be downloaded
from our website www.addressworks.c o.nz.

An opera tiona l key number will be sent to you onc e you have downloaded  the
software and  you will a lso need  your NZ Post Customer number.
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For ob ta ining  a  Sta tement of Ac c urac y or send ing  da ta  for c leaning , the most
c ommonly ac c ep ted  file formats a re c omma-separa ted  va lues (or CSV; a lso
known as a  c omma-separa ted  list or c omma-separa ted  va riab les) or a  delimited
text (or txt.) file format, both of whic h a re c ommon on most c omputer p la tforms.

CSV file format is very simp le and  supported  by a lmost a ll sp readsheets and
da tabase management systems. Delimited  text files, with a  .txt extension, a re
simila r to CSVs (exc ep t tha t they separa te fields with something  other than a
c omma “ ,” ; usua lly a  tab  or the p ipe “ | ”  c ha rac ter), and  they a re a lso supported
by most sp readsheets and  a lmost a ll da tabase managements systems.

Files with a  txt. extension a re text files. In some app lic a tions you may need  a  text
ed itor to be ab le to c rea te suc h file. Most Windows p la tforms c ome with a  simp le
yet effec tive p rogram c a lled  Notepad , whic h a llows you to save files with .txt
extensions.

� � 
 %� � ��
 � ��� �� � 
 %� � ��
 � ��� �� � 
 %� � ��
 � ��� �� � 
 %� � ��
 � ��� ��&��� � �� � ' ��� � � � ��&��� � �� � ' ��� � � � ��&��� � �� � ' ��� � � � ��&��� � �� � ' ��� � � � �



Address Cleaning Information Doc ument 5

While there a  multitude of opera ting  systems and  CRM app lic a tions in use, many
with automated  exporta tion and  importa tion func tions a lready inc orpora ted .
Converting  da ta  from simp le windows-based  spreadsheet app lic a tion
(Exc el/ Ac c ess Da tabases) is a  rela tively stra ightforward  p roc ess as shown in the
illustra tion over:
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Eac h rec ord  of a  file must have a  Customer number c olumn and  a t least 3 fields
(Address Line 1, Address Line 2 and  Address Line 3). You do not nec essarily need
to have or assign c ustomer numbers in your file, but you must have a  field  for
them. Eac h rec ord  doesn’ t need  to have the same number of fields however
c ould  be formatted  with the following fields and  may beg in with a  sing le header
line listing  the field  names in this order:

Customer Number Add1 Add  2 Add  3 Add  4 Add  5 Add  6

1. File Save As.

2. File Type.

3. Selec t *txt or
*c sv format
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A low SOA sc ore typ ic a lly is reflec tive of postc od ing , poor c ontent and  address
formatting  issues. This may require an address da tabase to be p rofessiona lly
c leansed  and  c ertified .
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Should  you required  address c leaning  there a re two ways in whic h AddressWorks
c an assist with both servic es append ing a  Free Sta tement of Ac c urac y. The
c leaning  p roc ess would  c hec k a  file for errors and  missing  informa tion. It would
c orrec t things like miss-spellings and  poor formatting , introduc e the right
suburb / c ity rela tionships and  append  the c orrec t postc ode.

We have insta lled  a  c ost estima te c a lc ula tor on the home page of our website so
tha t you c an ob ta in an ind ic a tion of c osts for the two servic es

 Web Porta l - This is a  fully automated , self-servic e p roc ess and  enab les
organisa tions whic h a re c omfortab le formatting  their da ta  c orrec tly and  have
good  address c ontent. It requires a  reg istra tion p roc ess and  typ ic a lly returns a  file
within 24 hours, sub jec t to time of payment.

Bureau Servic e - Da ta  c an be sent for c leaning  via  ema il or on d isk and  this type
of servic e enab les a  grea ter degree of c ustomisa tion and  flexib ility on file
types/ forma ts and  reporting  requirements. It a lso manages irregula rities suc h as
non-address elements (C/ o’s, a ttn’ s, etc ) in the address fields better as an
addressing  expec t will c hec k over the file making  any tweaks to get a  better
result.
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What happens if my database isn’t a t the required level of ac c urac y?

If a  da tabase sc ores less than 85% on address ac c urac y, the d ifferenc e between
the result and  85% will be c ha rged  a t full posta l ra tes. After c leaning  there may
still be some da tabases tha t don’ t fully c omply with NZ Post’ s SendRightTM

c ertific a tion standards.

AddressWorks has a  range of op tions to assist in the c ontinued  improvement of
add resses:

·  AddressWorks has ac c ess to a  number of da tabases tha t c an be examined  to
c onfirm or upda te addresses. These a re usua lly c ha rged  on a  per ma tc h
basis.  Using  name and  c urrent add ress it may be possib le to derive a  new
street add ress and  DPID through va lida tion for the likes of d iffic ult rura l
add resses

Why have I got suc h a low SOA perc entage?

If you have a  low results ra te, c hec k for these c ommon prob lems to see what you
might be ab le to do to c lean your da ta :
·  No postc odes in your da ta  or o ld  postc odes in your da ta
·  Street number range in add ress - add resses must have a  sing le street number
·  PO Boxes and  Priva te Bags with spac es or dashes in the number
·  Urban addresses with missing  or inc orrec t Suburb  and / or City names
·  Rura l addresses with missing  or inc orrec t City names
·  You have both a  c ompany name and  a  c ustomer name with a  PO Box or

Priva te Bag address.

I c an’t get the SOA software to run

If the SOA app lic a tion won’ t run, it will e ither be as a  result of inc orrec t file type
a ttempting  to be used  (eg  exc el) or it c ould  be a  Mic rosoft p rob lem whic h has
separa ted  out the Dll from the software app lic a tion. Please refer to our web site
FAQ’s for tec hnic a l advise.

What benefits will we get from these c hanges NZ Post are making?

There a re numerous benefits resulting  from ac c ura te add ressing , inc lud ing :
·  Reduc ed  ambiguity in posta l add resses
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·  Reduc ed  return to sender inc idents
·  More effec tive d irec t marketing  and  p rospec t selec tion
·  Lower opera ting  c osts for da ta  ac quisition and  management

How will the output data be rec eived?

We will return the da ta  to you in the form most suitab le to its use, either as a
ma iling  list or for import into bac k into your da tabase. This p referenc e will need  to
be spec ified  on the Sta tement of Work request. We use the same file forma t as
the input and  append  the c leaned  address a t the end  of eac h line of the file.

Why does AddressWorks store and e-mail Statement of Ac c urac y deta ils?

An ongoing rec ord  of every SOA proc essing  run is ma inta ined  in the p roduc tion
log  file. The format of this file is set by NZ Post and  c annot be c hanged . A
permanent rec ord  must be reta ined  as pa rt of NZ Post’ s aud it p roc ess.

Will the ac c urac y level requirement inc rease above 85%?

New Zea land  Post has ind ic a ted  tha t the SOA minimum requirement is expec ted
to inc rease p rogressively over time.
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If you would  like further informa tion p lease c hec k out our website or c ontac t us
a t:

Phone: 64 9 303 2085
Fax: 64 9 303 2302
Ema il: info@addressworks.c o.nz
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This doc ument is intended  for the rec ip ient only and  is not to be c op ied  or
d istributed  without approva l from AddressWorks.  All ideas expressed  in this
doc ument a re, and  rema in, the intellec tua l p roperty of AddressWorks.
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