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FRATERNITY MANAGEMENT GROUP

Data/Records Management

Web-Based software should be used to track at least the following:�%��
name- 
type (alumni, parent, undergraduate, etc.)- 
status (active, lost, inactive, deceased)- 
initiation & graduation year- 
primary & secondary address- 
emails- 
phones (H, W, C, F)- 
employer & title- 
spouse- 
contributions/payments- 
event RSVPs, attendance & payments- 
award winners- 
volunteers- 

Data should be merged from local sources, national & university when creating a new database.�%��

Database should be updated following every mailing.�%��

The website should list lost & those you need emails for.�%��

Annually an email should be sent to all alumni, parents & undergraduates with a link to a form to update their �%��
information (name, initiation year, graduation year, address, email, phones, tile, employer & spouse where 
appropriate).

Annually lost, phone & email research should be completed online.�%��

Annually an email should go out asking for help with lost & missing emails.�%��

Bi-Annually a form should be mailed to all alumni & parents to update their information (name, initiation year, �%��
graduation year, address, email, phones, tile, employer & spouse where appropriate).

Bi-Annually a phone-a-thon should take place to thank donors, thank volunteers, update records, request recognition �%��
nominations & ask any survey questions.


