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POLICY:  

Cumberland Heights’ Development Department strives to maintain current and accurate information for all of its current and prior donors.

PROCEDURE:  

1. All donor information is kept in the Donor Database (Raisers’ Edge)
2. New donors are added when we receive a donation from him/her. The names and addresses are taken from the donor’s checks.

3. Current donor information is verified by:

a. Checking name and address on each new donation check to ensure the donor database information is correct.

b. When letters, post cards, and/or newsletters are returned by the Post Office with new forwarding addresses, the donor database information is changed.

4. The Chief Development Officer or designee routinely reviews the entire list of donors before large annual mailings, such as the Annual Giving letter.

