Toronto Public Library Foundation

New Individual Constituent Record Form
All fields with an asterisk (*) are manadatory

Please submit your completed Form by email to the Database Adminstrator.Note that this form needs to be filled out for import of more than 15 constituents. If less, appropriate support staff is responsible to add new constituents

Biol-

Bio1l -Titles Biol - Last Name * Bio1l - First Name * Biol - Middle Name Bio1 - Suffixes Biol- Maiden Name Biol- Gender * Primary AddresseelD * Primary SalutationID * S;:)ouse - El_\l:fnoeuse : E;\ir:::se :
Titles

Mr. Smith William H. Sr. Male 49 16 Mrs. Smith Margaret

List of Titles List of Suffixes List of Genders |List of Primary AddresseelDs List of Primary SalutationID

Mr. Ir. Male 49 - Mr. William H. and Mrs. Margaret A. Smith 16 - Mr. and Mrs. Smith

Ms. Sr. Female 2 - Mr. William H. Smith and Mrs. Margaret A. Adams 17 - Mr. Smith and Mrs. Adams

Mrs. M.D. Unknown 6 - Mr. William H. Smith, Jr. 48 - Mr. Smith

Dr. D.D.S. 50 - Mr. William and Margaret Smith 1 - Mr. and Mrs. William H. Smith, Jr.

Miss Ph.D. 4 - Mrs. Margaret A. Adams and Mr. William H. Smith 20 - Mrs. Adams and Mr. Smith

The Estate of B.A. 3 - Mrs. and Mr. Margaret A. Adams, MD 19 - Mrs. And Mr. Adams

Prof. M.A. 8 - William H. Smith, Jr. 28 - William and Margaret

Councillor M.P.P. 29 - Margaret and William

The Honorable B.Sc. 46 - Bill and Meg

Reverend LL.B. 30 - William and Meg

Master Q.C. 32 - Margaret and Bill
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Judge C.C. 33 - Bill and Margaret

Lt. B.S.I. 34 - William

Capt. | 35 - Bill

Major [ ] 36 - Henry [Middle Name]
Cmdr. 37 - Margaret

Col. 38 - Meg

General 39 - Anne [Spouse Middle Name]
Ambassador 44 - Friend

Senator

Governor

Sir/Madam

Mme.

Attn.
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in Raiser's Edge. Please refer to a tip sheet that can be found under " S:\Development office\Raiser's Edge\Tip Sheets\Tip Sheet New Constituent Entry 03 18 2015.docx " for step-by-step instructions.

Biol - Spouse - RE

Relationships - Assigned

Relationships -
Assigned Solicitor -

Attribute - Source |DATABASE ONLY Attribute-Source |Source - Description Attribute-RecSort* RecSort Description RecName RecName - Description * Solicitor - Prospect
ID# Manager Prospect Manager
: ID#
10001 Source Third-Party Event RecSort eg. Smith, William RecName Willian and Margaret Smith Heather Rumball 19591

**please refer to "Source" constituent attribute in Raiser's Edge to find out appropriate selectio

OR in case of family foundation

McLean, William Foundation
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Addresses- Address|Addresses- Address lines . . . ) . . . ) : :
DATABASE ONLY ; . .. |Addresses - |Addresses- |Addresses- [Addresses - Biol - PhoneType - Biol - Home Voice Biol - Home Voice - Primary |Biol- PhoneType - Biol - Business Voice
) Type * home/business |Note: Address must follow Addresses- Address lines Addresses - City . . . . . .
ConstituentimportID —— Province Postal Code ([Country Preferred Address Home Voice Number Business Voice Number
/other CanadaPost guidelines.
Home 1234-123 Anywhere St. E RR6 STN Main Toronto ON M4X 1H2 Canada Y/N Home Voice 416-123-1234

Y/N

Business Voice

416-123-1234X123

** Please note that ONLY 1 phone number of any

phone types listed belov

Street Direction

Street Type Abbreviations: . . Phone Types
Abbriviations
Avenue = Ave. East=E Home Voice
Boulevard = Blvd. North =N

Business Voice

Circle = Circle

Northeast = NE

Business Cell

Court = Crt.

Northwest = NW

Personal Cell

Crescent = Cres.

South =S

Drive = Dr.

Southeast = SE

Esplanade = Espl.

Southwest = SW

Gardens = Gdns.

West =W

Heights = Hts.

Park = Pk.

Pathway = Ptway.
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https://www.canadapost.ca/tools/pg/manual/PGaddress-e.asp
https://www.canadapost.ca/tools/pg/manual/PGaddress-e.asp
https://www.canadapost.ca/tools/pg/manual/PGaddress-e.asp
https://www.canadapost.ca/tools/pg/manual/PGaddress-e.asp

Place = PI.

Road = Rd.
Note: When in doubt on

Square = Sq. . . L.
appropriate abbreviation, visit
http://www.canadapost.ca

Street = St. - // -

Terrace =Terr.

/tools/pg/manual/PGaddre
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Biol - PhoneType - Business
Voice - Primary *

Biol - PhoneType

Biol - Personal Cell
Number

Biol - Personal Cell - Primary
*

Biol - EmailType -
Personal Email

Biol - Personal Email
Address

Biol - Personal Email -
Primary *

Biol - Fax Type - Home Fax

Biol - Home Fax Number

Biol - Home Fax - Primary *

Bio1l - Link Type - Personal
URL

Y/N

Personal Cell

416-123-1235

Y/N

Personal Email

william.smith@email.com

Y/N

Home Fax

416-123-1236

Y/N

Personal URL

v can be marked "Primary"

** Please note that ONLY 1 Email address of any Email types listed below can be marked "Primary"

** Please note that ONLY 1 Fax number of any Fax types |

Email Types Fax Types Link Types
Personal Email Home Fax

Business URL

Business Email

Business Fax

Personal URL

Other Fax

Other URL
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mailto:william.smith@email.com
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Bio 1 - Personal URL Address

Biol - Personal URL - Primary
*

Bio2 - Constituent Code

DATABASE ONLY
Key Indicator

www.williamsmith.com

Y/N

Individual

** Please note that ONLY 1 Link of any Link types listed below can be marked

"Primary"

isted below can be marked "Primary"
Other Types Individual
Pager Organization
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http://www.williamsmith.com/
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