
 

 

 

 

 

 

 

  

 

 
 

 

 

 
 

  

      

Customer Database Conversion Service 
Destination -based Sales Tax Tools 

SaleS tax change effective July 1, 2008, for ShipmentS and deliverieS 

current tax rates for your repeat customers
 
this free service allows businesses to submit their customer address database and 
receive a location code and tax rate for each address. this service is helpful for 
businesses with longstanding, repeat customers. 

1. file format requirements 

� file must be in a comma-delimited (.csv) or tab-delimited (.txt) format. 

� comma-delimited example: cust01,123 oak St,olympia,Wa,98502 

� tab-delimited example: cust01  123 oak St     olympia  Wa  98502 

� one address per record. 

� do not include column headers containing field names in the file. 

� all records must have the same number of fields. 

� Zip and +4 are either in a single field for all records, or Zip and +4 

are in separate fields for all records, separated by comma.
 

example: 

� 01,123 oak St,olympia,Wa,985021234 

� 02,987 pine St olympia,Wa, 985069876
 Or 
� 01,123 oak St,olympia,Wa,98502,1234 

� 02,987 pine St olympia,Wa, 98506,9876 

only the following fields will be accepted in the following order: 

record number and/or customer name 
this is the field used to correlate the results back to your database. the format can 
be alpha or numeric and any length. examples: customerid01 or John Smith 

address 
this field contains the address number, street name, direction (suite, apt, lot 
are not required). the format can be alpha or numeric and any length. 
examples: 123 oak St or 987 pine Street 

city 
this field contains the city name. the format is alpha and any length. 
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State 
this field contains the two character state abbreviation (Wa). 

Zip code and +4 
this field contains the 5, 9, or 10 digits of the zip code. the format is numeric 
or character and the length is limited to 10. examples: 98516,2757 or 
98516 or 985162757 

+4 Zip code 
this field contains the +4 digit Zip (if you use the 5-digit Zip in the field 
above). the format is numeric and the length is limited to 4. 

2. Submit your customer address database. 

� follow the instructions on the screen to properly attach your customer 
address database file and submit it. 

3. the results should be available within two business days. if you send your file 
in an incorrect format, you will receive notification to correct the format and 
resend it. 

4. an e-mail will be sent to the e-mail address given at the time of submission 
with a link to retrieve the following files: 

a. a results file which will contain the original data with the results for each 
record. location code and tax rate will be listed if found. 

b. an error file, to make it easier for businesses to identify addresses that could 
not be found. this file will contain only those records where a location code 
and rate could not be found. an explanation of why will be included. 

5. the link and files will remain available until the last day of the current quarter. 
files not retrieved by the end of the quarter will be deleted on the 5th calendar 
day of the new quarter.   

Note: Tax rates provided for King County do not include the King County Food and 
Beverage Tax. If you operate a restaurant, tavern or bar, you must add the .5% 
King County Food & Beverage Tax to the tax rate. 

to inquire about the availability of this document in an alternate 
format for the visually impaired, please call (360) 705-6715. 

teletype (tty) users please call 1-800-451-7985. Washington State 
Department of Revenue 
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