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Basic data requirements per user record
The file will include only records for employees celebrating an anniversary or event.
	Client Identifier
	This data will be provided by O.C. Tanner to include in your file; used for identification purposes upon file reception.

	Billing Information
	Links a user to their correct billing location for invoicing purposes; each location must be unique to the address and attention. It can include a PO number. It will include an email address where invoices will be sent.

	Employee Identification Information
	Name, ID, email, hire date, gender, language, etc.: Used to store and uniquely identify each user record, as well as for site access, email communication, eligibility and any personalized material, such as brochures and certificates.




Program dependent data
This data will need to be provided depending on program components.
	Work Address
	Work address for each employee record for award or award invitation shipping purposes; if using location codes, each must be unique to the address & attention.

	Manager Email
	Manager email (of each employee): used for notifications and Leader/Peer Comments

	Home Address
	The employee’s home address is needed if any award invitations or notifications are shipping to their residence. This address can be updated by the recipient when the order is placed.

	Secondary Work Address
	An alternate work address, primarily used for delivering to managers that work at different locations than their employees; if using location codes, each code must be unique to the address and attention.

	Label Lines
	Fields that print on an award label and invoice; often used to identify cost centers, departments, or other information for sorting packages and invoices.

	Purchase Order Numbers
	Purchase order numbers can be provided to assist in invoicing. Multiple PO numbers can be provided.




Specifications
IT resource preferred for data file compilation
File will be formatted as a tab delimited text file 
UTF-8 encoding should be used if any special characters are included in the data 
File will be transferred via SFTP or HTTPS
File should not include a header record
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