
Data Integrity Points

Suggested Audit/QA Checks via Month-End Reporting
There are common errors that arise through routine data entry and maintenance of data. This memo focuses on those related to Alumni and Development data. Different systems have different levels of data validation to warn about or prevent some of these errors. But many of the errors make it through data validation with no warning. These become the types of mistakes, errors, bugs, flaws, omissions, and annoyances in system data which lead users to say “the data is bad” or worse “the system doesn’t work.”

Until system developers and vendors incorporate more comprehensive data integrity checks into their systems, users or Advancement Services personnel should run periodic (monthly? quarterly?) checks on the quality of their data. These are the types of quality assurance checks that certain universities run on a regular basis. 

Thanks to John Taylor at Duke and Jerry Wright at Miami University in Oxford, OH for much of the input to this list. Some of the checks are unique to the policies and systems at their institutions. Your institution may wish to tighten or loosen the integrity checks based on your specific requirements and system. But do consider all of them!

1. Seasonal address should have both a month and day value.  If one address is in a different 

calendar year, than both addresses should have a year indicated. 

2. Every degree should have a year associated with it.  The degree year should always be after the founding date for the school and should be in the past, as should every graduation date.  Degree/graduation dates prior to the person’s 18th birthday should be considered suspicious, as should degree/graduation dates after person’s date of death.

3. Every alumni or student record should have a school and class record.

4. Only one person should have a given social security number.

5. A business address without an employer is suspicious. Or, employer name does not match first address line

6. Verify that in employment segments, that the employment code (FE-Former Employer) is consistent with Job status (F=Former).

7. A person should have only one primary employer.

8. A person’s primary employer should have a status. 

9. Every degree row should have a degree year; degree should have an associated date 

10. Ideally, there should be one row per degree year. That is, most typically there is a single degree per degree year; multiple degrees do occur though. 

11. Every degree row should be after the school’s founding year.

12. Every degree row should be in the past.  Current house staff members are coded in a special way.

13. Every graduation date should be in the past

14. Degree given before the 18th birthday are suspicious; graduation date less than birth date + 18 years

15. Degrees given after death are suspicious

16. Degrees without a matching school/class year are possible but are suspicious.  They also may imply some programming changes.  Honorary degrees are OK.

17. A name row of type SP (Spouse’s Name) should only appear on combined entries created by the parent add program.  Any other use is an error.

18. The only relationships that a combined sex “person” should have that of parent/child or grandparent/grandchild.  Otherwise, the “person” should be split.  Spouse names should go on the name table.

19. The only record type that a combined sex “person” should have is “Friend”, “Parent”, or “Grandparent”, or Faculty/Staff.  (Many Faculty/Staff Prefer to be listed as Combined.)

20. A school/class row should only be associated with a parent, alumni, student, or housestaff (except for honorary degrees)  As FAC/STAFF has precedence over parent they have been added as of 4-12.

21. Every alumni or student row should have a school/class row – except certain anonymous groups. 

22. Education affiliation with no class year

23. A degree row show only be associate with an alumni, student, or house-staff entity, except for honorary degrees.

24. A person with a record type of “Friend” should not have any other type.

25. A person with a record type of “Student” should not have any other type.

26. No duplicate alumni activities

27. No duplicate committees.

28. No overlapping AF gift clubs (Even if codes are different)

29. No duplicate awards.

30. No duplicate interests.

31. No duplicate mail codes.

32. No duplicate sports.

33. No duplicate student activities.

34. No duplicate user codes.

35. Dead people don’t pay pledges, except possibly through their estates.  This affects pledge reminders. 

36. Pledge status is active on fully paid pledges.

37. Record has only a matching gift on file

38. Lowercase names are almost always an error.  (Some Spanish names are valid.)

39. Marital status on the person file should be consistent with the spouse table

40. A status of married, signif.  Other, unkown, or separated should have only entries on the spouse table that are inactive or whose status matches the person row.

41. Males should normally only be married to females; females should normally only be married to males. Records show married with same sex code.

42. Record has too many spouse relationships. (Polygamy not acceptable except in Utah)

43. Relationships show married/spouses but marital status is not “married”

44. Check for non-married with joint mail/gift flags still set.

45. Married folk should have their JNTMAIL default to Y unless we are told otherwise provided both people have an entityid.

46. Married folk should have their JNTADDR default to Y unless we are told otherwise provided both people have an entityid.

47. Married folk have different home addresses and/or different home phone numbers

48. Employee match ratio/status should match employer’s.

49. People who have duplicate full names but different name types.

50. A spouse of a deceased entity should not have a split switch of other than ‘N’ on the spouse screen.

51. No preferred address type on address table

52. Deceased alumni reported/recorded in the past week.

53. Deceased non-alumni coded as combined sex. (Are both dead or only one?)

54. Married & one spouse deceased; relationship should show widow/deceased or widower/deceased

55. Active people who have a death date.

56. Alumni whose status was changed from deceased.

57. Inactive alumni with a death date greater than 30 days and not yet confirmed – *Reminder* to get confirmation.

58. Record has no current preferred address

59. Record has different home and work states

60. Record has multiple or conflicting preferred addresses

61. Phone area codes are not consistent with address zip codes

62. Home or preferred address has changed within the month, with no corresponding change to work/business address. (The institution may wish to automatically send out a brief survey/tracer to records where the home address has changed to obtain/confirm phone numbers, marital status, employer, business address and phone, etc.)

63. If the institution has a policy that every individual shall have an entity record, there needs to be a check if a spouse has no demographic record.  
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