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Database Information Processing Worksheet

	Information OUT

(info you want to get out of database)
	Information Tracked
	Search

(steps to do the search or quiery)
	Report

(Name of Report with criteria generated in DB)
	Export

(Fields to export to do analysis or mail merge elsewhere, e.g. spreadsheet)
	Notes

	How many people were asked (invited) in EOY appeal?

	· Source code for Appeal
· Date of appeal

· Method (direct mail, phone bank, etc.)

· Record Activity in contact’s record that appeal was sent  or create a group of people receiving EOY appeal
	· Activity or Group of people to return number of people being asked
	
	
	

	How many people made a gift (& what percent is that of those who were asked) for EOY appeal?

	In contribution record for contact:
· Amount of Gift

· Date of Gift

· Transaction Type (check, cc, etc.)
· Source code of EOY appeal

· Thank you date
	Search contacts for:
· People who gave >0 for source code = EOY appeal to get number of people


	Use Contribution Report filter by:

· Source Code
	
	

	How much money was raised (gross & net) for a particular campaign (or all phonebanking campaigns in Year X)

	In contribution record:
· Source code of EOY appeal

· Campaign Method = Phonebanking

· Amount of Gift

· Date of Gift

· Transaction Type (check, cc, etc.)


	Search contributions for:
· Source code = EOY Appeal

· Contributions amount >0

· Campaign method = Phonebanking
	
	
	

	What is your retention rate, i.e., of all the donors who gave in 2009, which of those gave in 2010, expressed as a percentage (norm is 65%)
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