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List Format Checklist 
 
1. List filename(s): 
 File Name:    Format (.csv, etc.): 
 _______________________________________ 
 _______________________________________ 
 _______________________________________ 
 _______________________________________ 
 _______________________________________ 
 
2. List media type: 
 
  Compact Disk 
  Email 
  Flash Drive 
  FTP 
  Floppy Disk 
  Other: ___________________________ 
 
3. Do we need to check for duplicates?  
 
  Yes  No 
 
4. Will we be using this list again for future mailings? 
 
  Yes  No 
 
5. Does the customer want the list reformatted, then returned to them? 
 
  Yes  No 
 
6. Is there anything else about the list that will require Special Processing? 
 
__________________________________________________________________ 

__________________________________________________________________ 
 
 
 



7. What fields in the file are to be printed on the mailing piece? 
 
 Field name: 
 
 1. ______________________________________ 
 
 2. ______________________________________ 
 
 3. ______________________________________ 
 
 4. ______________________________________ 
 
 5. ______________________________________ 
 
 6. ______________________________________ 
 
 7. ______________________________________ 
 
 8. ______________________________________ 
 
 9. ______________________________________ 
 
 10. _____________________________________ 
 
 11. _____________________________________ 


