PERSONALIZATION CONSIDERATIONS

Personalized jobs must be a Mac QuarkXPress Document. A print out of the document with dummy information for
position, size, font, etc. should be furnished with the variable data highlighted.

Database files may be submitted as Excel (Mac or PC) or as a tab delimited text (ASCII) file and a printout of the
database file furnished. For a larger database, over 500 records, please furnish at the minimum a print out of the
column/field header names and 10 records. One database file should be furnished unless otherwise specified, multiple
database files can incur additional charges.

Databases should be created in upper and lower case type. It is simple to change everything to upper case but we ca
change a database that is created as all caps to upper and lower case. The file would need to be retyped correctly.

Database fields are limited to one type of information per field and only one line of copy per field (for example, the
address should not be stacked; street address with a hard return followed by the city, state zip). The person’s name st
be in the name field, address in address field, secondary address (suite number, building name) in SECONDARY
ADDRESS field, city in the city field, state in the state field, zip in zip field, etc. You should not substitute fields, for
example, do not put the company name in the address field, the company name should have it's own field.

For addressing purposes, the Postal Service requests everything in upper case (caps) without punctuation and in a se
serif font. CASS certification of a list does this automatically. CASS certification postage discounts require all upper ca
(caps). The CASS certification software will also correct non-conforming text such as changing Avenue to AVE.

The CASS certification process assigns nine digit zip codes and determines the PostNet code for barcoding the mail.
PostNet barcoding results in less handling and speedier service.

If you require a prefix, such as Mr./Mrs./Ms./Miss, that must be supplied as a field or included in the name field.

If the first name only will be appearing as a separate item (i.e. Dear John,) there must be a separate field for first nam
and a separate field for the last name.

When variable pictures are to be used a code field needs to be in the database. For instance, everyone with the numt
in the code field gets a girl clown picture, everyone with the number 2 gets a boy clown picture. Be aware that existing
fields can also be used as a code field. For instance, you are only targeting people in IL and NY (therefore the only ste
in the state field are IL and NY and no other state is listed in your database) and you want everyone in IL to get a
Chicago skyline and everyone in NY to get a New York City skyline, the state field would act as your code field.

Excel files should contain only one worksheet and unnecessary information should be removed from file given.

We are here to answer any questions or concerns. Please call for our help in preparing your database correctly.
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