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9-State Capitalization Guidelines

Overview 

This document provides rules governing white and yellow page capitalization for the following:

· Case Sensitive Fields
· Acronyms

· Business Listings 
· Residence Listings

· Listed Addresses

Case Sensitive Fields
· Preorder returns Listed Names and Listed Address fields for case sensitive fields
· CLEC submitting LSR/DLs must submit listing data in the appropriate letter case (upper/lower) for DL fields that are case sensitive
· The DL form case sensitive fields are: DES, FAINFO, LALOC, LANO, LAPR, LASF, LASN, LATH, LNFN, LNLN, LTEXT, NICK, NSTN, PLINFO, PLTN, TITLE1,  TITLE2, TL
Business Listings Capitalization Rules
Capitalization is permitted with business listings such as AAA, AAMCO, and XYZ either because they are an abbreviation of a longer name, radio and television station call letters, or are a non-word which can not be pronounced and would be referred to by stating each individual letter (ABC Corp). 

A business end user’s name (one or more words) may not appear in all capital letters unless the actual abbreviation is used in place of the complete name.  For example: TWA for Trans World Airlines.  
A portion of a complete word may appear in capital letters if end user provides proof that they are doing business that way.  For example: CARDiology & Gifts Inc.  Any other use of all capital letters within a listing constitutes advertising and must be sold as a bold type item.

For business names that use initials, acronyms or Radio and TV station call letters where each capital letter represents the first letter of each new word, the use of spaces between letters is optional.  

Acronyms must stand for something. An acronym cannot begin with a free standing “A” or any letter.  The maximum number of “A's” allowed for an acronym is 5.

NOTE:  Acronyms… - Alphabetize based upon placement of the delimiter. - Allowed ONLY if they stand for something - They can print only in all caps; they CANNOT print in upper/lower case letters (e.g., Wiis FM Radio UNACCEPTABLE). 

· Maximum number of characters are five (5) 
· Cannot appear as part of the listing (e.g., Alcoholics Anonymous AA Rehabilitation Center)
· Must be used in lieu of the finding word (AA Rehabilitation Center VS Alcoholics Anonymous AA Rehabilitation Center).

Example:

Acceptable:  AAA=American Auto Association

Example:

Unacceptable:  A AAAA Repair Shop

· The single letter “A” is not acceptable. The repetitions of letters that do not represent a company name or residential name are unacceptable. 
· Names with creative spelling of words are allowed if there is a standard spelling. They cannot be preceded with a single letter “A” or any single letter.

· Names with creative spelling of words are allowed, they cannot be repeated single letters such as “Zzzz” or “Xxxx”.

For any field , where a state name is an abbreviation, it is always upper case. 
See the Directory Listing Training document for alphabetical placement . 

Listing Alpabetizing 
The “find” word  entered in the LNLN field usually identifies the listing for alphabetical file placement.  See the Directory Listing CLEC Self Training available in CLEC online for more detail. 

Additional fields  used for placement are LNPL and PLA.

LNPL Field

Populate the Letter Placement (LNPL) field to file the listed name as letters rather than a word in the printed directory.  Acronyms file before words.  

Acceptable Business Name Entries

	LSR/DL Example
	Directory Appearance


	LNLN=XYZ

LNFN=Construction Co

LNPL=L
	XYZ Construction Co

Note: XYZ files as letters.

	LNLN=X Y Z

LNFN=Construction Co

LNPL=L
	X Y Z Construction Co

Note: X Y Z files as letters and appears with spaces between letters.

	LNLN=TWA

LNFN=

LNPL=L
	TWA

(Note: Abbreviation for a longer name is valid)

	LNLN=WNHC

LNFN=Television Station 


	WNHC Television Station

Note: Television station call letters.

	LNLN     TAP

LNFN     Co


	TAP Co

Note: Abbreviation can be pronouced as a word.  If each letter represents a word (The After Party), then capitalization of the first letter of each individual word is permitted.  

	LNLN = SMILE

LNFN = Community Center

LNPL= L


	SMILE Community Center 

(Will file alphabetically as a word) 


Unacceptable Business Name Entries
	LSR/DL Example
	Directory Appearance


	LNLN     F-U-T-U-R-E

LNFN     INC
	F-U-T-U-R-E INC

Note: Name pronounced as a word.  


	LNLN      M A R I E's

LNFN      Tearoom
	M A R I E's Tearoom 

Note: Name pronounced as a word.  

	LNLN=TWA

LNFN=


	TWA

(Note: LNPL not populated. Which will file the business name as a word)


PLA  Field
PLA is required on a request for the following situations:

· Number listings, one or more numbers are in the finding word
· Not necessary if the numbers are a suffix on the listing
· Listed names that include a hyphen and placement are indicated
· PLA is used for a Business listing 

Example:
Numerics:  A listing for “1040 Tax” could be sent in PLA and alphabetized in the directory as ONE ZERO FOUR ZERO TAX or as TEN FORTY TAX.  Or the customer wants the listing alphabetized differently from how is would normally be alphabetized (e.g., Mr Tax could be alphabetized as Mr or as Mister). 

Hyphen in a name: Normal placement for a name like Smith –Howard is under Howard. By using PLA the list is alphabetized under SMITH (PLA = Smithhoward) 

Acceptable Name with PLA Entries

	LSR/DL Example
	Directory Appearance
	CSR

	LNLN= 1040 

LNFN= Tax Service 

PLA= TEN FORTY TAX
	1040 Tax Service 


	--- List 

ILN  1040 Tax Service(PLA) Ten; Forty Tax   

	LNLN = LOCKSMITH 1 24 HR SUPER

LNFN= 

PLA = ONE TWENTY FOUR HOUR SUPER LOCKSMITH Hour Super Locksmith 
	1 24 Hour Super Locksmith
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	LNLN Smith-Howard

LNFN Betty

PLA  SMITHHOWARD
	(alphabetized under SMITH) Smith-Howard, Betty
	--- List 

ILN  Smith–Howard, Betty (PLA Smithhoward;Betty)


Residence Listing Capitalization Rules 
Submit residence surnames and given names in upper and lower case.

A residential listing is not valid when the Listed Name Last Name (LNLN) and Listed Name First Name (LNFN) are submitted in all uppercase/lowercase letters.

AT&T rejects listings which do not conform to these business rules.

The following table lists residence listing ordering scenarios, LSR/DL examples, and reject messages.  
	Ordering Scenario
	LSR/DL Example



	The Surname of a residence listing cannot contain 2 or more consecutive uppercase alpha characters.
	Reject:  

LNLN=SMITH 

LNLN=DAY-SMITH

LNLN=III 

Acceptable:  

LNLN=Smith

LNLN=Day-Smith

TL=III (this is a title of lineage)

	The Surname of a residence listing cannot be all lowercase alpha characters.
	Reject:  

LNLN=mccloud

LNLN=johnson

LNLN=villa

Acceptable:  

LNLN=McCloud

LNLN=Johnson

LNLN=Villa

	The Surname of a residence listing cannot contain 2 or more consecutive spaces before a character.
	Reject:  

LNLN=Van   Buren

Acceptable:

LNLN=Van Buren

	The Given Name(s) of a residence listing cannot contain 3 or more consecutive uppercase alpha characters.
	Reject:   

LNLN=BOB

Acceptable:

LNLN=JD

	The Given Name(s) of a residence listing cannot contain 2 consecutive uppercase alpha characters that are not the first and second characters and are not followed by a space.
	Reject:  

LNFN=MiCHael

Acceptable:  

LNFN=JD Michael

LNFN=Michael JD

LNFN=JD


	Ordering Scenario
	LSR/DL Example



	The Given Name(s) of a residence listing cannot have the last character as an uppercase character that is preceded by a lowercase alpha character.
	Reject:  

LNFN=JoanN

LNFN=JoAnN

LNFN=De’LiaH

Acceptable: 

LNFN=Joann

LNFN=JoAnn

LNFNDe’Lilah

	The Given Name(s) of a residence listing cannot have the first character as lowercase.
	Reject:

LNFN= jD

Acceptable:  

LNFN=JD

	The Given Name(s) of a residence listing cannot contain all alpha characters as lowercase.
	Reject:  

LNFN=dicarlo

LNFN=y

LNFN=di carlo

Acceptable:  

LNFN=Dicarlo

LNFN=Y

LNFN=Di Carlo    

	The Given Name(s) of a residence listing cannot contain 2 or more consecutive spaces before a character.
	Reject:  

LNFN=J    D

Acceptable:

LNFN=J D


Listed Address Capitalization Guidelines

Fields Edited for Upper/Lower Class Submission

CLECs must submit Residential or Business listed addresses utilizing upper and lower case, as appropriate, in the following fields:  

· LAPR

· LANO

· LASF

· LASN

· LALO

· LALOC

Note: The address fields, although case sensitive, are not all subject to mechanized upfront edits. CLEC requests that contain all Upper or all Lower case alpha characters in the address fields are not acceptable. 

Important:  It is the CLEC’s responsibility, based on their end user’s request, to ensure proper capitalization of all fields.   

The listed address should match the service address, and must be sent following the Case Sensitive and Capitalization guidelines.  Altering the address can result in a rejection by Directory. 
Listed Address Entries

Definite address 

If a listed address is desired:

· A “definite address” correctly formatted per service address and case sensitive guidelines, consisting of a street number and street name should be provided. 

· This information can be obtained via Address Validation in Verigate
· Submitting a creative or an incorrectly spelled or formatted address is not acceptable
· When the listed address is omitted, indefinite and a definite service address exists but appears differently than the actual or alternate address; a service address is required.

· The address that typically appears in the White Pages telephone directory is normally the address where the customer's service is located

Indefinite address 

The following options exist: 

· Actual address where the service is provided.

· If a customer has two or more entrances with different numbers, the customer must select a main entrance number. If there are different entrances on different street names , the number and street with the main entrance should be used unless otherwise directed by the end user customer 

· Alternate Address (example:  Westlake Shopping etc) 

· Omitting the address where this is allowed, a definite address is required in the Service address.
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