


 
The campus community is responsible for sharing alumni, donors’, and friends’ contact information with 
the Advancement Office. The Advancement Office will input and maintain data, provide reports, process 
donations, and provide donors with receipts and stewardship.  
 
Inputting Data into CRM: 
Campus partners and Advancement staff can request Advancement Services import data to update 
existing or create new constituent records. They must also submit data updates to maintain data 
integrity. 
 
• Submit lists used to track campus partner data to Advancement Services to input new or update 

existing constituent records 



https://www.fortlewis.edu/skyhawk-station/student-record/student-privacy-and-ferpa


 
 
 
 
 
Removal of data from the CRM database:  
Data is reviewed and culled periodically depending on its relevance and current industry best practice.  
 

• DEI data may be removed at any time if constituent safety is in jeopardy due to changing political 
trends, to prevent a person’s identity if the data may cause them harm, if the person no longer 
identifies with that specific data, or if the language or best practice for keeping the DEI data has 
changed. 

• Data that is deleted from the database must also be deleted from outstanding reports and 
workflows. This includes data labels as well as constituent data. New reports may be created, if 
necessary or appropriate, that replaces or removes deleted fields. 

• Donors may have their data deleted on request. It must be known to the donor that if their data is 
deleted, and they participate or interact 
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