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BULK MAILING ADDRESS UPDATE GUIDE

This guide explains how to complete the spreadsheet correctly and avoid common errors that may delay
or reject your request.

The Bulk Mailing Address Update spreadsheet is used to request mailing address changes for 20 or
more parcels.

If your request involves fewer than 20 parcels, please use the standard Mailing Address Change Form
available at mcassessor.maricopa.gov.

Before You Begin
Please review the following requirements:

e Use only the Excel spreadsheet provided by the Maricopa County Assessor's Office for Bulk
mailing address update.

e« Do not rename, delete, rearrange, or add columns.
o Enter one parcel per row.

o Each row must include the Parcel ID (also known as the Assessor’s Parcel Number or APN), the
current owner’s name, and the full new mailing address.

e The owner’s name must match the current owner of record with the Maricopa County Assessor's
Office.

e Check the certification box confirming you are authorized to submit the request.

o By checking the box, you are declaring under penalty of perjury that the information
provided is accurate and that you have the authority to submit the request.

» If submitting on behalf of the owner, include an authorization letter with the representative's name,
organization, and contact information.

e The Bulk Mailing Address Change Form must be submitted electronically to asr.pa@maricopa.gov
and in Excel (.xIsx) format.

e Do not convert the spreadsheet to PDF or paste the spreadsheet contents into an email.
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Completing the Spreadsheet

1. Download the Bulk Mailing Address Change Form from the mcassessor.maricopa.gov website.

2. Check the box for the statement in row 1 to confirm you have authorization to submit and request the
mailing address change.

3. Double-click into the Requester Name field and type your first and last name.
4. Double-click into the Organization Name field.

a. If you are completing the form as the representative of an organization, type the full name of
the organization.

b. Otherwise, leave the field blank.

5. Double-click into the Email and Phone Number field. Type your full email address and phone number,
separated by a space.

6. Inrow 5 of the spreadsheet, type the required information into each column for your first parcel.
a. Parcel ID (Required): Type the parcel number into the cell without hyphens or dashes.
i. Example: 12345678
ii. Remember: One parcel per row.

b. Owner Name (Required): Type the owner of the parcel’s name as it appears on the recorded
deed and in the Maricopa County Assessor Office’s records.

i. Example: DOE JANE
ii. Remember: Group all parcels with the same owner together.

iii. Note: Requests where parcels are not grouped together by owner, or the owner’s
name doesn’t match the owner of record, will be rejected.

c. In Care of (Optional): Only complete this field if the mail is not being directed to the owner.
Type the mail recipient in the format: LAST NAME FIRST NAME
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i. Example: DOE JOHN

d. Street Number (Conditional): Required if part of the physical mailing address when a PO
Box is not used. Type the street number from the new mailing address.

i. Example: If the address is 123 North Main Street West Apartment A, Phoenix, AZ,
85003, type 123.

e. Street Direction (Conditional): Required if part of the physical mailing address when a PO
Box is not used. Type the street direction from the new mailing address.

i. Example: If the address is 123 North Main Street West Apartment A, Phoenix, AZ,
85003, type N.

f. Street Name (Conditional): Required if part of the physical mailing address when a PO Box
is not used. Type the street name from the new mailing address.

i. Example: If the address is 123 North Main Street West Apartment A, Phoenix, AZ,
85003, type Main.

g. Street Type (Conditional): Required if part of the physical mailing address when a PO Box is
not used. Type the street suffix from the new mailing address.

i. Example: If the address is 123 North Main Street West Apartment A, Phoenix, AZ,
85003, type ST.

h. Post Direction (Conditional): Required if part of the physical mailing address when a PO
Box is not used. Type the street post direction from the new mailing address.

i. Example: If the address is 123 North Main Street West Apartment A, Phoenix, AZ,
85003, type W.

i. Unit Type (Conditional): Required if part of the physical mailing address when a PO Box is
not used. Type the street post direction from the new mailing address.

i. Example: If the address is 123 North Main Street West Apartment A, Phoenix, AZ,
85003, type Apt.
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j-  Unit Number (Conditional): Required if part of the physical mailing address when a PO Box
is not used. Type the street post direction from the new mailing address.

i. Example: If the address is 123 North Main Street West Apartment A, Phoenix, AZ,
85003, type A.

k. Po Box (Conditional): Required if using a PO Box as a mailing address. Type the PO Box
number from the new mailing address.

i. Example: If the address is PO Box 789, Phoenix, AZ, 85003, type 789.
I. City (Required): Type the city from the new mailing address.

i. Example: If the address is 123 North Main Street West Apartment A, Phoenix, AZ,
85003, type Phoenix.

m. State (Required): Type the two-letter state abbreviation from the new mailing address.

i. Example: If the address is 123 North Main Street West Apartment A, Phoenix, AZ,
85003, type AZ.

n. Zip Code (Required): Type the valid postal zip code from the new mailing address.

i. Example: If the address is 123 North Main Street West Apartment A, Phoenix, AZ,
85003, type 85003.

0. Country (Required): Type USA.

i. Note: We do not accept bulk mailing address requests for international addresses.
Your new mailing address(es) must be within the USA.

7. Move to row 6 and type the required information into each column for your second parcel, referencing
step 6 for layout.

8. Continue adding one parcel and the required information into each consecutive row until all your data
is captured.

a. At a minimum, your data should fill rows 5 through 24.
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9. Double-check your work.

a. One parcel per row: Each row must contain information for only one parcel. Do not combine
multiple parcels into a single row.

b. No blank required fields: Ensure all required fields are completed. Rows with missing
required information may be rejected.

c. No duplicate parcel rows: Confirm that each parcel is listed only once and that there are no
duplicate parcel entries.

d. Unchanged column headers: Do not modify, rename, delete, or reorder the provided column
headers. The spreadsheet must retain the original header names and format.

10. Save your file in an .xlIsx format.

11. Attach the file to an email and send to asr.pa@maricopa.gov.

a. Remember: Also attach an authorization letter if you are not the owner of one or all the stated
parcels.

Before You Submit
Review this section to verify the information on your request is ready.
Common Reasons Requests Are Rejected
e Owner name does not match Assessor records
e Parcels are not grouped by owner
e Required fields are missing
e Duplicate parcel numbers are included
e Column headers were modified

e Spreadsheet submitted as PDF
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e Missing authorization letter when required

Final Checklist
0 One parcel per row
O Parcel IDs entered without dashes
0 Owner names exactly match Assessor records
0 Parcels are grouped by owner
O Required fields completed
J No duplicate parcels
[0 Spreadsheet saved as .xlsx
O Authorization letter attached if applicable
O Certification box checked

USPS Address Verification

You may verify mailing addresses with USPS before submission to reduce processing delays and returned
mail.
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