[image: image1.wmf]


What is a Constituent record

A constituent record is information about an individual or organization that has a relationship with the foundation and/or its regional divisions. 
Types of constituent records

There are two types of constituent records:

· Individual – any person associated with our organization (for example: staff members, donors, solicitors, prospects)

· Organization – any group or institution associated with our organization (for example, financial institutions, nonprofit organizations, schools, government agencies)
When should you create a constituent record? 
Create a record for an individual or organization that you:
· work with or contact frequently (mail, phone calls, email, meetings, invite to an event)

· anticipate working with in the near future

· consider a donor prospect

· consider having a significant relationship to the Foundation (board member, incorporator, professional advisor)

· are processing as a grant applicant or grant recipient

· correspond with or mail to frequently

· want to permanently record and track in the database
· want to add specific information on (including attributes)
When should you not create a constituent record?
Do not create a record for an individual or organization that:
· you work with one-time only
· doesn’t have a clear or definite separate relationship role to the Foundation 
(ex: they are just a “contact” for an organization that is already in RE)

· you don’t want to permanently record and track in the database
Overview of our records

Here’s a list of the basic types of constituent records that populate our Foundation database

	Individual records for:
	Organization records for:

	Donors

Fund Establishers 

Prospects

Students

Fund Advisors

Professional Advisors

Vendors/Consultants

Media

Staff
	Businesses (Law Firms, Consultants, Vendors)

Nonprofit Organizations

Estates

Trusts

Foundations

Foundation-Private

Foundation-DAF/Gift Fund

Government/Public Agencies


Foundation-related records

We have some records that we refer to as Foundation-related records. These are organization records that we create and maintain for our own internal use only. We have set up these organization records for information on:
· New Hampshire Charitable Foundation 
· The Foundation’s regions (ex: Lakes Region, Manchester Region, …)

· Statewide and regional Boards, Incorporators, and Committees (ex: Foundation Board of Directors, Foundation Fiscal Policy Committee, Lakes Region Advisory Board …)
· Initiative and Affiliated Committees (ex: Corporate Fund, Walker Fund Advisory Committee, Piscataqua Regional Artist Initiative Committee)

Everyone has access to these Foundation records, but creation and maintenance of these records are restricted to specific staff members and are tightly controlled. See Foundation-related records for more info.
What data should I include in a record?
· Please fill out all the information you have on your constituent. As a general rule, more is better!  
· But remember that this information is accessible to all staff, so consider confidentiality before adding to the database.
· There are certain fields that are required, either by Raiser’s Edge or by the Foundation. See Required fields for constituent records for specifics on these requirements.
· Data that is entered into the Foundation’s database should be done in a way that is respectful to the constituent.  Constituents may be surprised at the detail of information in our database but should never be shocked or upset about the information details.  
Duplicate records

Due to the initial data conversion and issues with our Grants software, we used to have a large number of duplicate records. In the last several years, we have attempted to eliminate all known duplicates and improve our database health.  

Duplicates are always an issue, but we should strive to keep these at a minumum. Here are some tips to help us prevent entering duplicate records.

· Thorough searching is the best preventive measure before creating a new record. Please review the Seaching section of this manual for helpful information. 

· If you’ve searched and are sure the individual or organization does not exist in any way, shape or form (variation on name, format of name, former name), then you can add a new record.
· If you find a pretty close match, please ask around to see if you should use that record or add another. Organizations can be especially tricky, as there may be branch organizations, programs, or relationships between records. 
· If you run across records that you feel may be duplicates, please let Gina know. She will do further research to determine if they are truly duplicates, and if needed merge them together.
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