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UW System Shared Financial System


Vendor File Standards

The following standards have been developed as guidelines for adding new vendors or making changes to existing vendors in DOA’s centralized vendor file.  Adherence to these standards will help to ensure the integrity of the vendor file.  The standards are based on United Postal Service Publication 28, Postal Addressing Standards.  These standards also take in to consideration the IRS controls for matching FEIN & SS Numbers with the business name or individual name.

Naming Standards

1.
Individual vendor names should be keyed with the last name first followed by a comma, a space, the first name, space, and the middle initial (if known), unless it is the name of a company.

	Example:
	William Carter..............................
	Carter, William

	
	Thomas J. Kelly........................…
	Kelly, Thomas J

	
	Ben Franklin Stoves....................
	Ben Franklin Stoves


2.
Hyphenated last names should be treated as one complete last name.

	Example:
	Kim Evans-Rudd.........................
	Evans-Rudd, Kim


3.
No punctuation marks should be keyed with the exception of commas to separate last names from first names, commas on governmental units, and hyphenation marks that are part of a name.  Apostrophes may be used when applicable.

	Example:
	Kim Evans-Rudd.........................
	Evans-Rudd, Kim

	
	Goldwyn-Mayer Productions........
	Goldwyn-Mayer Productions

	
	Tiles, Inc.......................................
	Tiles Inc

	
	Village of Oregon.........................
	Oregon, Village of

	
	Joe's Shoe Repair.........................
	Joe's Shoe Repair


4.
Titles of  individuals should follow the individuals first name.

	Example:
	Dr. John Brown.....................….
	Brown, John Dr

	
	Estate of Jeff Smith................….
	smith, jeff estate of

	
	Paul Smith, Jr...........................
	Smith, Paul Jr

	
	Joseph Jacobs M.D....................
	Jacobs, Joseph MD


5.
Names of firms, corporations, and institutions are entered as written on the W-9 form provided by the vendor according to IRS controls.  

	Example:
	General Foods......................…….
	General Foods

	
	A-1 Travel............................……
	A-1 Travel


6.
A business name that begins with "The" should be entered with the business name, followed by a comma, space, and the word "The".  

	Example:
	The Body Shop.........................…
	Body Shop, The  

	
	 The Greenhouse..........………….
	Greenhouse, The


7.
The symbol '&' should be used instead of the word 'and'.  It should be preceded by a space and followed by a space.

	Example:
	Marshall Field and Company........
	Marshall Field & Co

	
	Crate and Barrel............................
	Crate & Barrel

	
	Lewis and Lewis...........................
	Lewis & Lewis


8.
Firm or corporate names beginning with phrases such as 'Bureau of', 'Board of', etc. are entered as written, with the exception of those referenced by location.

	Example:
	Board of Education...........................
	Board of Education

	
	Board of Education - Teaneck, NJ...
	Teaneck Board of Education

	
	Chamber of Commerce Madison.…
	Madison Chamber of Commerce


9.
Names of states, cities, counties, towns, etc. should be entered by name of location followed by department.

	Example:
	Department of Education State of New York.........................................
	NY State Dept of Education

	
	Board of Elections City of Madison.
	Madison Board of Elections

	
	Sheriff's Dept Dane County.............
	Dane Cnty Sheriff's Dept

	
	City of Algoma Treasurer.................
	Algoma City Treas

	
	Treasurer State of Michigan.........…
	Mi State treas

	
	Village of Oregon.........................…
	Oregon, Village of 


10.
State agencies, boards, and commissions will be entered into the vendor table based on the syntax used in the table of contents to the State of Wisconsin Blue Book (see appendix F).

	Example:  
	Insurance.................................……
	INSURANCE, OFF OF THE COMM OF

	
	Public Defender...........................…
	Public defender, office of the

	
	Corrections...................................…
	corrections, dept of


11. All major university campuses will be entered as UW <space> CAMPUS.  Other university affiliates will be entered with the campus name preceding the department or other unit.  Making the campus department or unit name more specific will make it easier to find on the VNAM file.  The name can wrap down to the first line of the address provided you do not have a two line address.  

	Example:
	University of Wisconsin Madison....
	UW MADISON

	
	State Universities...........................
	UW Oshkosh

	
	University Extension.....................…
	UW Extension

	
	University Oshkosh Business Office
	UW OSHKOSH BUSINESS  OFFICE

	
	University Stout Conference & Registration Center........................…
	UW STOUT CONF &  REGISTRATION CTR


12.
Names of states should always be abbreviated using the standard two character abbreviation.  Use US for United States, use USA for United States of America.

	Example:
	Ill. State Geology Survey…………...
	Il State Geology Survey

	
	Florida Orthopedics………………...
	fl orthopedics

	
	Wisconsin Academy Foundation…...
	WI Academy fdn 


13.
Numerals should be kept in numeric form instead of being spelled out.

	Example:
	1501 Maple Building……………….
	1501 Maple Bldg


14.
When using apartment numbers in addresses, it should be placed on the same line as the street address and be preceded by the '#' sign.  The '#' sign should be preceded by and followed by a space.  The "#" sign should not be used as a secondary unit designator if the correct designation, such as apt or ste is known.

	Example:
	1501 Maple Ave Apt. 208………….
	1501 Maple Ave Apt 208 

	
	212 E. Washington Ste 400…………
	212 E Washington Ste 400

	
	1645 Johnson St #232………………
	1645 Johnson St # 232


15.
Street addresses preceded by a directional indicator should be abbreviated with no
 punctuation marks.

	Example:
	212 East Washington……………….
	212 E Washington

	
	311 N. Hancock…………………….
	311 N Hancock


16.
Numeric street names should be kept in their numeric forms instead of being spelled out.

	Example:
	Third Avenue………………………...
	3rd Ave

	
	First Street……………………………
	1st St


17.
If an address contains a post office box, it should be abbreviated as 'PO Box'  and placed on a separate line within the address.  According to postal regulations the street number should come first, followed by the apt. or suite number.  The post office box should be the last item before the city.

	Example:
	Apt 2 One South Parkway……………
	1 S Parkway Apt 2

	
	Post Office Box 67 …………………..
	PO Box 67


18. Never abbreviate the first word of a company or business name unless the name consists of initials, name of a state, or with the following exceptions, Intl, Natl, & Amer.

	Example:
	AT&T.………………………………..
	AT&T

	
	TCI Cablevision……………………...
	TCI Cablevision

	
	Wisconsin Office Supply…………….
	wi office supply

	
	International Computer Support……..
	Intl Computer Support

	
	National Artcraft Company………….
	Natl Artcraft Co

	
	American Modern Day Business…….
	Amer Modern Day Business


19. Always use zip codes and zip code plus four when known.  

State Abbreviations - Standard state abbreviations should be used as listed below:

	Alabama
	AL
	Montana
	MT

	Alaska
	AK
	Nebraska
	NE

	Arizona
	AZ
	Nevada
	NV

	Arkansas
	AR
	New Hampshire
	NH

	California
	CA
	New Jersey
	NJ

	Colorado
	CO
	New Mexico
	NM

	Connecticut
	CT
	New York
	NY

	Delaware
	DE
	North Carolina
	NC

	District of Columbia
	DC
	North Dakota
	ND

	Florida
	FL
	Ohio
	OH

	Georgia
	GA
	Oklahoma
	OK

	Hawaii
	HI
	Oregon
	OR

	Idaho
	ID
	Pennsylvania
	PA

	Illinois
	IL
	Rhode Island
	RI

	Indiana
	IN
	South Carolina
	SC

	Iowa
	IA
	South Dakota
	SD

	Kansas
	KS
	Tennessee
	TN

	Kentucky
	KY
	Texas
	TX

	Louisiana
	LA
	Utah
	UT

	Maine
	ME
	Vermont
	VT

	Maryland
	MD
	Virginia
	VA

	Massachusetts
	MA
	Washington
	WA

	Michigan
	MI
	West Virginia
	WV

	Minnesota
	MN
	Wisconsin
	WI

	Mississippi
	MS
	Wyoming
	WY

	Missouri
	MO
	
	


Geographic Directional Abbreviations


North


  N


East


  E




South


  S


West


  W


Northeast

  NE


Southeast

  SE


Southwest

  SW


Northwest

  NW

Other Standard Abbreviations

	
	
	Associates.............................................
	Assoc
	

	
	
	Association...........................................
	Assn
	

	
	
	Avenue..................................................
	Ave
	

	
	
	Board....................................................
	Bd
	

	
	
	Boulevard.............................................
	Blvd
	

	
	
	Circle....................................................
	Cir
	

	
	
	Commission..........................................
	Comm
	

	
	
	Company...............................................
	Co
	

	
	
	Corporation...........................................
	Corp
	

	
	
	County Trunk.......................................
	Cnty trk
	

	
	
	County..................................................
	CNTY
	

	
	
	Court....................................................
	Ct
	

	
	
	Department...........................................
	Dept
	

	
	
	Drive.....................................................
	Dr
	

	
	
	Foundation............................................
	Fdn
	

	
	
	Government..........................................
	Govt
	

	
	
	Highway................................................
	Hwy
	

	
	
	Incorporated.........................................
	Inc
	

	
	
	Institute.................................................
	Inst
	

	
	
	International..........................................
	Intl
	

	
	
	Limited..................................................
	Ltd
	

	
	
	National................................................
	Natl
	

	
	
	Place.....................................................
	PL
	

	
	
	Plaza.....................................................
	PLZ
	

	
	
	Professional Corporation.......................
	PC  
	

	
	
	Road.....................................................
	Rd
	

	
	
	Route....................................................
	RTE
	

	
	
	Rural Route...........................................
	RR
	

	
	
	Service Corporation..............................
	SC
	

	
	
	Street....................................................
	ST
	

	
	
	Suite.....................................................
	Ste
	

	
	
	Trail......................................................
	TR
	

	
	
	University..............................................
	Univ
	


City Names

 Space between each of these cities





De Forest




De Pere





De Soto





Eau Claire





Eau Galle





Fond du Lac





La Crosse





La Farge





La Valle





Lac du Flambeau





Prairie Du Chien





Prairie du Sac





St Cloud





St Croix Falls





St Francis





St Nazianz

No space in this city.





McFarland



International Addresses

      1.
General Requirements.  
The bottom line of the address should show only the COUNTRY name, written in full (no abbreviations) and preferably in capital letters.  DO NOT PLACE THE POSTAL CODES (ZIP CODES)  OF FOREIGN COUNTRY DESTINATIONS ON THE LAST LINE OF THE ADDRESS. 


Example:
INGE DIETRICH-FISCHER



HARTMANNSTRASSE 7



5300 BONN 1


FEDERAL REPUBLIC OF GERMANY
2.
Canada Only.
Either of the following address formats may be used when the postal address delivery zone is included in the address.


Example:
MS HELEN SAUNDERS



1010 CLEAR STREET



OTTAWA ON  K1A OB1



CANADA



Ms HELEN SAUNDERS



1010 CLEAR STREET



OTTAWA ON CANADA



K1A OB1


The following are the two character abbreviations for the Canadian provinces and territories. 





Alberta



AB





British Columbia

BC





Manitoba


MB





New Brunswick

NB





Newfoundland


NF





Northwest Territories

NT





Nova Scotia


NS





Ontario


ON





Prince Edward Island

PE





Quebec


PQ





Saskatchewan


SK





Yukon Territory

YT
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