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Purpose: 
To summarize and document the process for efficiently creating a mailing list for a 
public project. 
 
Procedures: 
 
Before beginning, make sure you can access the City’s Infrastructure Viewer. If you are 
a City employee, using a City-owned computer, access is available to you. Ask your 
manager or Admin for the current username and password to login to Infrastructure 
Viewer. 
 
If you are a non-City employee, and do not already have login credentials for 
Infrastructure Viewer, contact ITSupport@cedar-rapids.org, and request the form you 
need to submit to obtain credentials. 
 
To create a mailing list, do the following: 

1. Get an idea in your head how big a geographic area your mailing should reach. 
a. At a minimum, the letter should be received by properties directly 

impacted by the proposed project. 
b. You should also consider sending a letter to indirectly affected properties. 

For example, a house located on a side street which outlets into the 
project area would probably be interested to know how the project affects 
access to their home. 

c. Use the estimated project duration as your guide for how big to make the 
mailing area. If the project will only last a couple of weeks, focusing on just 
the adjacent properties is fine. If it will last for several months, include the 
indirectly impacted properties. 

https://www.cedar-rapids.org/local_government/departments_g_-_v/public_works/referenced_materials.php#Ch3_References
https://crgis.cedar-rapids.org/IV/index.html
mailto:ITSupport@cedar-rapids.org
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d. Nearby schools and businesses should always be alerted to an upcoming 
project of any duration. 

e. Are there apartments, retirement communities or commercial tenants in 
your mailing area? This will affect how you assemble your list. 

 
2. Go to Infrastructure Viewer and login using the appropriate credentials 

 
3. Zoom in on your mailing area. Make sure you can see the whole mailing area on 

your screen. 
 

4. Click on the “Search Select and Buffer” button in the upper right-hand corner of 
the screen.  

a. Choose the “By Shape” tab.  
b. Click on the “Freehand Polygon” option. 

 
 

5. Click and hold the mouse button as you draw a shape on the screen outlining the 
properties you want to include in your mailing list. Don’t worry if you accidentally 
include a few extra properties you don’t want. You can remove them from the list 
later. 

 
 
  
 
 

https://crgis.cedar-rapids.org/IV/index.html
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If you mess up on the first attempt, you can try again. Clear the results by clicking 
on the three horizontal dots which appear in the upper right hand corner of the 
results. Choose “Clear Results” at the bottom of the list. 

  
 After the map clears, draw your shape again. 

6. When you successfully lasso the area you want, click on the three dots in the 
upper right hand corner of the results, and choose “Export to CSV file.” The 
mailing list will be downloaded to your computer. You can open them by clicking 
on the icon which appears in the lower left hand corner of your screen, or by 
going to your “Downloads” folder in “My Computer.” 
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7. When you open the file, do a Save As into the appropriate project folder. Make 
sure to save it as an Excel Document, and not as a CSV file. Keeping it in the 
CSV (“Unicode Text”) format will not allow you to save changes. 
 

8. By default, the information you have downloaded shows property owner 
information for the parcels you highlighted. Please remember – the person who 
lives or works in a building is not necessarily the owner. 

 
The default information available shows you the Parcel Number of the properties 
(“PARCELID”), Zoning classification (“Property Class”) and their Legal 
Descriptions (“Property Descriptions”). These may be helpful to you if you are 
doing an assessment for your project, or need to do property history research. If 
not, you can delete these. 
 

9. Sorting your mailing list. 
a. If you have a large area, it will save you time and frustration to sort your 

addresses by street and building number. 
b. Insert several blank columns between SITEADDRESS and OWNERME1. 

Highlight the SITEADDRESS column with your mouse, as shown below: 

 
c. In the Data ribbon up top, choose the Text to Columns button. 

 
d. Choose “Delimited” and click “Next.” 
e. Checkmark the box for “Space” and click “Next.” 
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f. Click “Finish.” This will break apart the SITEADDRESS column into 
multiple columns, using the spaces between numbers/letters as the way to 
know how to separate them, as below. 

 
g. Keep the building numbers as their own column, and label it as “House #”. 

If you have relatively few streets, you can just retype the street and copy 
paste in column B and label it as “Street.” If you have a lot of different 
streets in your mailing list, the following trick helps a lot. In the next empty 
column, next to the first address, type this formula into the cell:  
 
=B2&” “&C2&” “&D2 
 
What you’re telling Excel to do is recombine each of those cells and place 
a space between each of the words.  
 

 
 
When you press “Enter,” this is what you’ll get: 
 

 
 
If you have more than three columns to deal with, just continue the pattern 
in the formula. For example: 
 

 
 
Click on the cell with the formula you just created. Click and drag on the 
lower, right-hand corner of that cell, downwards until you reach the last 
row. This will copy that formula, and apply it to all subsequent addresses. 
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Select all the cells in the column you just made, Copy them, and “Paste 
Values.” This makes the output of the formula permanent. If you click on 
an individual cell, it will read as the street name, and not as the formula 
you typed in earlier.  

 
 
Label your street name column and delete remaining, unnecessary 
columns. Your list is now sortable by street and address. 
 

 
 

 
10. Identifying tenant-occupied properties 

a. The person or company who owns a property doesn’t necessarily reside 
there. When notifying the public of an improvements project, we want to 
let both the owner and tenant know about upcoming work. 

b. Go through your list and find rows where the physical address 
(“SITEADDRESS”) does not match the mailing address (“Postal 
Address”). Insert a new row below the tenant-occupied property. 
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Copy the physical address into the new row. Use this as the mailing 
address. Name the recipient as “Current Resident.” Make sure the ZIP 
code matches the quadrant. You can use nearby properties to figure out  
which ZIP code is correct if you are unsure. 

 
 

c. It’s not really possible to figure out if a property is a single-family rental, a 
duplex, an apartment or a business just by looking at the spreadsheet. 
The City Assessor’s website is very helpful for this.  
 
Go to their website, and do a Real Estate Search. If you’ve sorted your list 
by street and address, the search will be very easy. Type in the name of 
the street only, and it will return all properties with that street name. 

 
Looking at the picture for each property is usually enough to tell you what 
kind of rental property it is. 

 
If you’re still unsure, click on the link for the individual property. The 
Building Information and Notes sections will give you hints as to how many 
units are in the building. 

 
11. Apartments, retirement communities, duplexes and commercial tenants 

a. High density housing can be tricky. You can find out how many units are in 
an apartment with the City Assessor’s website, but not how they’re 
numbered. The best way to learn this is to call the leasing office for the 

https://cedarrapids.iowaassessors.com/
https://cedarrapids.iowaassessors.com/
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property. If you can’t find them, or they’re non-responsive, you can figure it 
out by visiting the site and looking at the mailboxes for each building. 

b. With retirement communities, it’s best to call the main office and find out 
what level of service/community the property provides. If it is an 
independent living community, you can treat them like an apartment 
complex, and mail each tenant. If it is an assisted living community, you 
may be better off having the main office print fliers and posting them at 
gathering points. 

c. Duplexes are usually listed as one property by the Assessor if they’re 
rented, and as two properties if they’re individually owned. If the former, 
you should take a look at the property from Google Streets view and figure 
out if the two units have separate numbers (e.g. 101 and 103 Main St), or 
if they have a Unit A, Unit B kind of situation. 

d. Commercial tenants, particularly in strip malls and office parks, turn over 
frequently. Online listings are liable to be wrong, or out of date. It’s best to 
do a site visit and figure out who is where. This is especially true for 
downtown mailing lists. 

 
12. Schools - The Assessor’s site only ever lists the school district as owner. Both 

the school district and the school should be notified. Go to the webpage for that 
school and use the staff search function to find the school’s principal. Use them 
as your recipient. 
 

13. Cleaning your mailing list 
a. After you’ve identified and filled out your tenant-occupied properties, sort 

your list by Mailing Address. Find duplicate entries of the same recipient, 
and grey out all but one to indicate the duplicates do not need to receive a 
letter. You don’t need to send multiple letters to the same landlord. 

b. City-owned parcels should not be notified by mail. City-owned properties 
affected by a project, for example City Hall or a park, should be 
communicated with directly. The same goes for properties owned by other 
government agencies. City-acquired houses or buildings never have an 
occupant.  

c. The owners of vacant land affected by a project need to be notified, but 
there’s no need to send a letter to someplace that doesn’t have a mailbox. 

d. Warehouses seldom have mailboxes; mail the owner only. 
e. Garages for apartments or condos are sometimes given their own parcel 

number by the Assessor. Exclude these from your list. The owner of the 
garage will already be included from the listing for the apartment/condo. 

f. Bank-owned properties never have an occupant. Neither will properties 
owned by a developer or house-flipping company. Usually the property 
owner name will clue you in to the nature of a business. 

g. Properties located outside city limits cannot be searched with 
Infrastructure Viewer. You will have to visit the Linn County Assessor’s 
website to find contact information for those properties. 

 
  

https://linn.iowaassessors.com/search.php
https://linn.iowaassessors.com/search.php
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Updating your mailing list 
After your letters go out, a certain percentage of them are likely to bounce back for 
various reasons. The most common reason is the property is vacant. Properties change 
hands often, and the Assessor’s listing may be out of date. Update your mailing list as 
you receive bounced letters, and grey out the appropriate properties, so that in the 
future, you don’t unnecessarily send a letter to that location again. 
 
When re-using old mailing lists, if several months have passed since your last 
correspondence, it’s a good idea to go through the list again and refresh the property 
owner listings. You can start from scratch if you wish, but it’s usually just easier to go 
through the list on the City Assessor’s website, and check to see if any of the properties 
have changed hands since the last mailing. This happens more frequently than you’d 
think. 

https://cedarrapids.iowaassessors.com/

