INDIANA

WORKFORCE

DEVELOPMENT
anD 1Ts WorkOne cenTers

FORMAL COMMUNICATION

TO: orce Investment System

FROM: , MA, LMHC

ey, Indiana Department of Workforce Development

DATE:
Technical Assistance Bulletin

TAB 2008-02
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Content
Attached is a condensed version of the United States Postal Service (USPS) addressing
standards which can be found in their entirety at http://pe.usps.gov/text/pub28/welcome.htm.
At that link is United States Postal Service Publication 28. The version in this Technical
Assistance Bulletin was developed by Unemployment Insurance Modernization. When the
final Uplink deployment occurs, persons using the Uplink system will be prompted to insert
their address according to these standards. The attached version can be helpful for all
staff in the Workforce Investment System.

A standardized address is defined by the United States Postal Service as one that is
fully spelled out, abbreviated by using the Postal Service standard abbreviations, and uses
the proper format for the address style. The USPS Publication 28 - Postal Addressing
Standards is 124 pages and contains exhaustive lists of abbreviations, instructions,
formatting and other considerations. The purpose of this Technical Assistance Bulletin is
to condense that information into a manageable desk reference for staff use.

All addresses have common components. Each of those components has a standardized
format. Bringing all Indiana Department of Workforce Development addresses up to
standard and ensuring that new addresses are entered correctly makes good business
sense. Primarily, standardized addresses mean less in postage costs because they can be
handled through automation like bar coding. Automated mail sorting and handling is less
expensive than manual sorting. Additionally, the Department pays for each piece of
returned mail whether it has a correct address or not.

Questions regarding this TAB should be directed to:

Rick Desjarden, Forms Coordinator, Indiana Department of Workforce Development
Telephone: 317.233.8776

E-mail: RDesjarden@dwd.IN.gov

Please note that previously issued Technical Assistance Bulletins can be reviewed on the Indiana Department of
Workforce Development website at http://www.in.gov/dwd/3447 htm.
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