
Fixed-Width Text File Layout & Instructions

• Create file using FIXED-WIDTH ASCII TEXT FORMAT
• All fields listed below must be included in the order provided.
• All characters should be entered in upper case.
• If entering data via Notepad, WordPad, or Excel, format as TEXT.
• Optional fields must be included but if no data is available, fill with spaces to the length specified.
• Provide one line per record followed by a carriage return and line feed (CRLF).

CommentsOpt'l/Req'd
End 

Position

Start 

PositionLengthTypeField

‘W4”M212AlphanumericRecord Identifier

As reported by employee, no dashes.M1139NumericEmployee SSN

At least two characters, no special

characters.
M271216AlphabeticEmployee First

Name

If non-blank, must be at least 1

character. No punctuation
O432816AlphabeticEmployee Middle 

Name

At least two characters, no special

characters except hyphen.
M734430AlphabeticEmployee Last

Name

Non-blankM1137440AlphanumericEmployee 

Address Street 

Address (line 1)

If the address line is less than 40

characters do not concatenate into one

line.

O15311440AlphanumericStreet Address 

(line 2)

O19315440AlphanumericStreet Address 

(line 3)

At least 2 characters, no punctuation

except hyphens
M21819425AlphabeticCity

Valid state or territory abbreviationM2202192AlphabeticState

Must be numericM2252215NumericZip Code (1)

If present, must be numericO2292264AlphanumericZip Code (2)
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M for foreign address. Refer to U.S. 

Department of Commerce FIPS code 

manual, National Institute of Standards

and Technology, FIPS PUB 10-4 (April

1995)

O2312302AlphanumericEmployee Foreign 

Address Foreign 

Country Code

If present, at least two charactersO25623225AlphanumericForeign Country

Name

O27125715AlphanumericForeign Zip Code

Format - YYYYMMDDO2792728NumericEmployee Date of 

Birth

Format – YYYYMMDD. Must be a valid 
date.

M2872808NumericEmployee Start

Date

Alphabetic state or territory

abbreviation

M2892882AlphabeticEmployee State of

Hire

Federal Employer ID Number, no

dashes

M2982909NumericFederal EIN

If present must include no punctuation.

If less than 12 characters, left justify

O31029912AlphanumericState EIN

At least two charactersM35531145AlphanumericEmployer Name

FEIN address from W4 At least two 

characters
M39535640AlphanumericEmployer Address 

Street Address 

(line 1)

If the address line is less than 40

characters do not concatenate into one

line.

O43539640AlphanumericStreet Address 

(line 2)

O47543640AlphanumericStreet Address 

(line 3)

At least two charactersM50047625AlphabeticCity

Valid state or territory abbreviationM5025012AlphabeticState

Must be numericM5075035NumericZip Code (1)

If present, must be numericO5115084AlphanumericZip Code (2)
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M for foreign address. Refer to FIPS

PUB 10-4 (April 1995)

O5135122AlphanumericEmployer Foreign 

Address Foreign 

Country Code

If present at least two charactersO53851425AlphanumericForeign Country

Name

O55353915AlphanumericForeign Zip Code

Address where income withholding orders

should be sent.

O59355440AlphanumericEmployer Optional 

Address Street 

Address (line 1)

If the address line is less than 40

characters do not concatenate into one

line.

O63359440AlphanumericStreet Address 

(line 2)

O67363440AlphanumericStreet Address 

(line 3)

If present, at least two charactersO69867425AlphabeticCity

If present, valid state or territory abbrev.O7006992AlphabeticState

If present, must be numericO7057015AlphanumericZip Code (1)

If present, must be numericO7097064AlphanumericZip Code (2)

Refer to FIPS PUB 10-4 (April 1995)O7117102AlphanumericEmployer Optional 

Foreign Address 

Foreign Country 

Code

If present, at least two charactersO73671225AlphanumericForeign Country

Name

O75173715AlphanumericForeign Zip Code
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“Y” for Yes or “N” for No depending on

insurance availability from the employer.

O7527521AlphanumericMedical Insurance

With area code, left justified, no

punctuation

O76275310AlphanumericGeorgia Employer 

Data Employer 

Phone Number

Spaces. Currently in use internally.7707638AlphanumericFiller

“Y” for Yes, reporting as a multistate

employer to GA or “N” for No

O7717711AlphanumericEmployer Multi-

State

Spaces. Currently in use internally.78577214AlphanumericFiller

Provide the name of Medical Insurance 

Company, if medical insurance is

available to the Employee.

O80178616AlphanumericName of Medical 

Insurance 

Company
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