
 
 

Name and Address General Information and Address Examples 
 

The most common name and address errors made on DTL1 (Demographics) records are: 
 
1)  Using commas in the First Name, Last Name and Middle Name fields.  Use of 
hyphen, apostrophe and comma in DTL1 name fields will not cause a record to suspend. 
However, using commas in the name fields causes the  “Download as CSV” function to 
work incorrectly. 
2)  Use of both geographic address and PO Box on the same record.  Use only the PO Box 
number. 
3)  Apartment numbers inserted before the actual street address.  All apartment and PMB 
(Personal Mail Box) numbers should be at the end of the street address. 
4)  The address continues onto a second line.  With few exceptions, the complete address, 
including apartment number, must appear completely on Line 1 of the DTL1 record.  
Only 32 characters are allowed, so abbreviations may be necessary. 
5)  Street names are not complete and are spelled incorrectly. 
6)  Incorrect city, state, zip code and directional (NE should be NW). 
 
Acceptable address abbreviations can be found through this link: 
www.usps.com/ncsc/lookups/abbreviations.html#suffix  
 
Address information can be verified through this link:  http://zip4.usps.com/zip4/zcl_0_results.jsp  
 
 
Punctuation example: 
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Address examples: 
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Please e-mail pers-employer.info.services@state.or.us if you have questions on this or any other 
PERS-related topic. 
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