
Best Practices for a 
Healthy & Clean 
Database



Clean Up “Dirty Data”

Review membership 
status Review, analyze and update membership status

Review invalid emails Review and manage your invalid emails

Stop Stop collecting data that you do not use

Identify accuracy Identify accuracy missing/inaccurate information

Identify & merge Identify & merge duplicates



Clean Up “Dirty Data”

1. Identify and merge 
duplicate data

2. Identify incomplete 
and/or inaccurate data

3. Stop collecting data you 
don’t use

4. Review invalid emails
5. Review Membership 

Status



1. Identify & Merge Duplicates

• How did duplicates get into your 
database in the first place?
• No standardized procedure for how 

information is added to database
• Staff not verifying records already exist 

before entering information
• Membership Application submitted when 

Prospect already exists in database
• Event Registrations not appropriately 

matched to existing contacts

• TIP! Establish specific guidelines for 
how data is entered into database

https://helpdesk.chambermaster.com/kb/article/983-online-membership-application-setup/


1. Identify & Merge Duplicates

• Custom Member Report
• Use to identify duplicate 

records in your database
• Use several pieces of 

identifying information in 
report

• Export to Excel
• Use the Excel 

Functionality to identify 
duplicates
• Search by Company Name, 

Email Address, etc.

https://helpdesk.chambermaster.com/kb/article/2663-check-for-duplicate-members-reps/


1. Identify & Merge Duplicates

• Merge Duplicates 
• Best Practice: merge older record 

into newer record
• Newer record usually has the most 

current data

• Select data to retain for each field 
within record

• Administrator permission level 
required

• Merge cannot be undone
• Ensure accuracy before merging
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https://helpdesk.chambermaster.com/kb/article/497-merge-members/
https://helpdesk.chambermaster.com/kb/article/1235-staff-login-permissions/


2. Identify Incomplete/Inaccurate Data

• Use your reports to find 
missing data in your 
database 
• Information needed to 

interact with members 
• Information important to 

providing great member 
experience

• Information needed for 
board reports

• Information needed for event 
invitations



2. Identify Incomplete/Inaccurate Data
• Follow procedure for 

adding a new member 
record

• If using the Membership 
Application, ensure 
you’re gathering the 
minimum information 
needed for a complete 
record
• Use Custom Fields to 

gather pertinent 
information

https://helpdesk.chambermaster.com/kb/article/490-add-new-member/
https://helpdesk.chambermaster.com/kb/article/983-online-membership-application-setup/
https://helpdesk.chambermaster.com/kb/article/983-online-membership-application-setup/
https://helpdesk.chambermaster.com/kb/article/1407-membership-application-custom-fields/


2. Identify Incomplete/Inaccurate Data

• Use Custom Member Report
• Helps identify missing data

• Create Custom Member 
Report with necessary fields 
and save to use for regular 
database cleanup
• Run on regular basis 

(monthly, quarterly, etc.) 

https://helpdesk.chambermaster.com/kb/article/666-custom-member-report/


2. Identify Incomplete/Inaccurate Data

• Set a regular cadence to remind 
your members to update their 
profile information
• How Do I Get Chamber Members to 

Update Their Information?

• Use the Update your Membership 
Listing email template
• Quickly determine if information is 

accurate
• Link to MIC to change anything that 

needs updating

https://frankjkenny.com/how-do-i-get-chamber-members-to-update-their-information/
https://frankjkenny.com/how-do-i-get-chamber-members-to-update-their-information/
https://helpdesk.chambermaster.com/kb/article/533-send-email-to-members-to-update-contact-information/
https://helpdesk.chambermaster.com/kb/article/533-send-email-to-members-to-update-contact-information/
https://helpdesk.chambermaster.com/kb/article/3789-update-company-information-via-the-mic-for-your-members/


3. Stop Collecting Data You Don’t Use

• You never want to collect data 
you don’t use
• Do you use all the demographic data 

you collect?
• Custom Fields for Members, Reps, 

Events, Groups, etc.
• Disable Custom Field

• Maintain data collected without 
further clogging up your database

• Keep custom field for use in the 
future

https://frankjkenny.com/chamber-data/
https://frankjkenny.com/chamber-data/
https://helpdesk.chambermaster.com/kb/article/500-manage-member-custom-fields/
https://helpdesk.chambermaster.com/kb/article/500-manage-member-custom-fields/
https://helpdesk.chambermaster.com/kb/article/514-rep-custom-fields/
https://helpdesk.chambermaster.com/kb/article/765-add-custom-fields-for-event-registration/
https://helpdesk.chambermaster.com/kb/article/814-group-custom-fields/


Custom Field Report

•Not Recommended: 
Remove Custom Field
• Deletes responses and 

data
• Run Custom Member 

Report or Custom Rep 
Report before deleting

• Save report to keep 
historical data

https://helpdesk.chambermaster.com/kb/article/2754-create-a-custom-field-report/
https://helpdesk.chambermaster.com/kb/article/2754-create-a-custom-field-report/


4. Review Invalid Email Addresses & Update
• Invalid emails prevent 

you from 
communicating with 
members
• Also impacts your sender 

reputation
• Maintain clean email lists

• Quarantined Invalid 
Email Addresses Report 
• Use to view emails 

marked as invalid
• View Quarantine Reasons
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https://www.sparkpost.com/resources/email-explained/email-sender-reputation/
https://www.sparkpost.com/resources/email-explained/email-sender-reputation/
https://frankjkenny.com/new-year-clean-chamber-email-list/
https://helpdesk.chambermaster.com/kb/article/3641-quarantined-invalid-email-address-report/
https://helpdesk.chambermaster.com/kb/article/3641-quarantined-invalid-email-address-report/
https://helpdesk.chambermaster.com/kb/article/58-email-delivery-failure-code-explanations/


5. Ensure Members Are Accurately Organized

• Do members have the appropriate 
Membership Status?
• Active
• Dropped/Inactive
• Courtesy
• Non-Member
• Prospect

• Ensures true representation of 
Prospective Members
• Focus your efforts 

• Prospects and Communication by 
Rep: Detail Report

• Custom Member Report
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https://helpdesk.chambermaster.com/kb/article/1406-change-membership-status/
https://helpdesk.chambermaster.com/kb/article/494-drop-a-member/
https://helpdesk.chambermaster.com/kb/article/489-add-a-prospective-member/
https://helpdesk.chambermaster.com/kb/article/707-prospective-sales-pipeline/
https://helpdesk.chambermaster.com/kb/article/687-prospects-and-communication-by-rep-detail/
https://helpdesk.chambermaster.com/kb/article/687-prospects-and-communication-by-rep-detail/
https://helpdesk.chambermaster.com/kb/article/666-custom-member-report/


Guide to Maintaining a Clean & Healthy Database

IDENTIFY DATA 
REQUIRING THE 

MOST ATTENTION

CREATE A PLAN CLEANSE YOUR 
DATA

INSTITUTE 
BUSINESS RULES

SCHEDULE 
REGULAR DATA 

CLEANUP
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Training Resources

No-Cost 
Training 

Offerings

Online 
Knowledge 

Base

Live and 
On-Demand 

Training 
Webinars

Knowledge 
Library

How-To 
Video 
Library

Chamber 
Industry 

Resources

Product 
Updates

https://helpdesk.chambermaster.com/home/
https://helpdesk.chambermaster.com/home/
https://helpdesk.chambermaster.com/home/
https://micronet.growthzoneapp.com/eventcalendar
https://micronet.growthzoneapp.com/eventcalendar
https://micronet.growthzoneapp.com/eventcalendar
https://micronet.growthzoneapp.com/eventcalendar
https://www.growthzone.com/resources/knowledge-library/chamber-commerce-resources/
https://www.growthzone.com/resources/knowledge-library/chamber-commerce-resources/
https://helpdesk.chambermaster.com/kb/article/2022-chambermaster-memberzone-training-videos/
https://helpdesk.chambermaster.com/kb/article/2022-chambermaster-memberzone-training-videos/
https://helpdesk.chambermaster.com/kb/article/2022-chambermaster-memberzone-training-videos/
https://www.growthzone.com/resources/knowledge-library/chamber-commerce-resources/
https://www.growthzone.com/resources/knowledge-library/chamber-commerce-resources/
https://www.growthzone.com/resources/knowledge-library/chamber-commerce-resources/
https://events.chambermaster.com/news
https://events.chambermaster.com/news


Expanded Training Offerings

Customized 
Online 

Training

Personal 
One-on-One 
Engagement 

Sessions

Customized 
Onsite 

Training

Regional 
Classroom 

Training

https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://micronet.growthzoneapp.com/eventcalendar/Search?term=&DateFilter=0&from=02%2F19%2F2020&to=&CategoryValues=16679
https://micronet.growthzoneapp.com/eventcalendar/Search?term=&DateFilter=0&from=02%2F19%2F2020&to=&CategoryValues=16679
https://micronet.growthzoneapp.com/eventcalendar/Search?term=&DateFilter=0&from=02%2F19%2F2020&to=&CategoryValues=16679


Questions?
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