
Maintaining an Efficient 
& Useful Database



Efficiency

noun

Accomplishment of or ability to accomplish a job with 
minimum expenditure of time and effort



Controllable
Efficiency 
Impeders

• Incomplete report outputs

• Inconsistent labeling of contacts 

• Re-creating the wheel

• Searching for a “needle in the 

haystack”



Today’s
Areas of
Focus

• Contacts

• Customizable Drop-down Lists

• Actions

• Searches and Reports

• Correspondence Templates



Identify

Adjust & 
Implement

Maintain

The Key



Ongoing Database Maintenance Checklist

Contacts
❑ Create/refine contact entry protocol for entire firm
❑ Create data check grid template identifying important fields
❑ Create Recurring Action in your Firm Record to run data check report –

Recommended Quarterly
Customized Drop-Down Lists (List Maintenance)
❑ Review lists for outdated/unused items & adjust as needed
❑ Add definitions to List Maintenance Lists 
❑ Print lists and distribute for user reference

❑ Limit access To List Maintenance in Settings/Feature Security
❑ Create Recurring Action in your Firm Record to regularly review lists –

Recommended semi-annually
Actions
❑ Create/refine protocol for entire Firm
❑ Check for Actions entered without Type, Category or Tags
❑ Create Recurring Action in your Firm Record to review for Actions without 

process/keywords – Recommended monthly
Searches & Reports
❑ Review searches & reports for duplicate items
❑ Create consistent search & report categories
❑ Create Recurring Action in your Firm Record to regularly review searches & 

reports – Recommended semi-annually
Communication Templates
❑ Create “archived” category for communication templates
❑ Add dates to templates to reflect last reviewed dates
❑ Create Recurring Action in your Firm Record to regularly review 

document/email templates – Recommended annually



CRM Important Fields

Date Became Client Primary Phone, Address, Email – Record

IPS Checkbox & Date Preferred Mailing Name

IM Contract Date Fields used in Mail Merges

Questionnaire State of Residence

Referred By/Referred Date Add one Classification – “Client” is mandatory

Birthday SSN if you intend to import Assets

Source User Fields















Determine for:
• Clients
• Prospects

How will you update?
• Records A – Z
• Meeting Method
• Field by Field



Contact 
Entry 
Protocol

✓ Who enters contacts?
✓ Who edits contacts?
✓ How is data gathered?
✓ How often is data checked?



Contacts
❑Create/refine contact entry protocol for entire firm
❑Create data check grid template identifying important fields
❑Create Recurring Action in your Firm Record to run data check report –
Recommended Quarterly



List
Customization



Customized Drop-Down Lists (List Maintenance)
❑Review lists for outdated/unused items & adjust as needed
❑Add definitions to List Maintenance Lists 

❑Print lists and distribute for user reference
❑Limit access To List Maintenance in Settings/Feature Security
❑Create Recurring Action in your Firm Record to regularly review lists –
Recommended semi-annually



Actions



Actions
❑Create/refine protocol for entire Firm
❑Check for Actions entered without Type, Category or Tags
❑Create Recurring Action in your Firm Record to review for Actions without 

process/keywords – Recommended monthly



Searches &
Reports



Searches &
Reports

• Use Categories

• Be descriptive in titles

• Check accuracy of 

contents



Searches & Reports
❑Review searches & reports for duplicate items
❑Create consistent search & report categories
❑Create Recurring Action in your Firm Record to regularly review searches & 

reports – Recommended semi-annually



Correspondence 
Templates



Communication Templates
❑Create “archived” category for communication templates
❑Add dates to templates to reflect last reviewed dates
❑Create Recurring Action in your Firm Record to regularly review 
document/email templates – Recommended annually



Next Steps

• Create a CRM Task Force

• Work through the checklist

• Add data check recurring actions

• Adjust, Impliment, Maintain



Questions can be addressed to 

crmtraining@advisorengine.com
Thank You for 

watching


