Zone Improvement Plan (ZIP)+4 Address Format

An address must contain three mandatory lines (DOD activity name line; delivery address line; and city, state, and ZIP code line), but may include up to five lines.  The United States Postal Service (USPS) has limited the DOD activity name line to 48 characters, to include spaces.  Abbreviated DOD activity names are authorized, however, ensure the abbreviated name is clear and understandable to all parties concerned.  The address, as it will appear in the USPS National ZIP Code Directory, will include the DOD activity name, delivery address, and ZIP code.  An example of a 3-line address is shown below:

OFFICE OF THE SECRETARY OF THE ARMY

101 ARMY PENTAGON

WASHINGTON DC 20310-0101
The two additional lines are optional and MUST appear above the mandatory three lines:
1st line:
Office name line (OPTIONAL)
2d line:
ATTN line (individual’s name, office symbol) (OPTIONAL)
3d line:
DOD activity name line (MANDATORY)
4th line:
Delivery address line (MANDATORY)
5th line:
City, state, ZIP code (MANDATORY)
Format the mailing address with a uniform left margin, with all characters typed or machine printed in UPPERCASE letters.  The USPS automation equipment cannot read hand printing and rubber stamps; therefore they are not authorized.  All punctuation is left out of the address format, except for the hyphen in the ZIP code.  NOTE:  Only one space is allowed between state and ZIP code.
