University Advancement — Advancement Services

Gathering the Names and Contact Information

Processing Output Requests

A. Introduction

University Advancement has set up the Output Request process to supply
information about Cal Poly’s alumni, parents, and friends to include biographical,
gift, and prospect information. Users are required to have authorized login
credentials for the Cal Poly Advancement Network. They include faculty and/or
staff within the various colleges, units, and departments.

An output request is submitted online and is tracked electronically at the Cal Poly
Advancement Network at www.advancement.calpoly.edu.

All output requests are reviewed and approved by University Advancement prior
to the release of information. This process includes review of mailing materials
for grammar, style, IRS regulation compliance, solicitation coordination, and
overall “look” by Cal Poly Fund, Public Affairs, Corporate & Foundation Relations,
and Advancement Services.

Information is maintained and protected in accordance with University, State, and
Federal statutes regarding confidentiality and public information. University
Advancement reserves the right to approve literature, materials, and the prospect
list for mail and phone solicitations and communications.

This information may not be transferred or released in any form to any other
individual or organization without authorization. After its use, either return the
information to Advancement Services or destroy it.

Use the released information only for the requested purpose. Data is valid for
only forty five (45) days; do not use it beyond that time period.

The Output Request process takes at least 2 weeks. Plan accordingly.
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B. Active Requests

1. Go to www.advancement.calpoly.edu.

2. Click CEINNNNNY

The status of an output request is either Active or Recently Completed
Requests (past 45 days). The status refers to the programming process only.

3. Click on Review active requests (If not already logged in, do so now).

This tracking page reflects programming only; it does not reflect the review
process.

4. Print the Output Request Tracking page(s).

5. From this page, print out the subsequent or recently submitted requests that
have been submitted since previous processing was performed.

6. Review each recently submitted output request:
v Requestor information
v General information
v Date needed
I Is it needed sooner than the standard 2-weeks?

I If so, you need to evaluate the individual situation based on need and
how many active requests will be displaced by the incoming rush.

v" Delivery
I Is it going to the requestor or to a mailing service?

I If a mailing service, has the mailing service name and e-mail address
been provided?

I Do we have a current agreement with the mailing service?
v" Criteria — Is there any clarification of criteria needed?

v Form of output —Will you be releasing mailing labels, hard copy reports, e-
mail communications and/or data files?

I Mailings — either General or Solicitation, with or without a count
and/or appeal code. Mailing label data files include a
salutation for personalized correspondence.

O General — Any letter, newsletter, form, or card.
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O Solicitation

Any letter, newsletter, form, card, or e-mail that is sent to
prospects for the purpose of securing a gift or pledge for the
University or any of its programs (requests for donations).

A Solicitation Coordination Form indicating “review” by all
required parties must be completed and accompany all requests
for solicitations.

O Solicitation Code

Assigned for the reporting of solicitation results other than by
allocation account number.

It is suggested for larger solicitations and is issued upon
request.

O Count
A request to see how many the output criteria produces.

It is helpful for planning printing quantities and postage costs for
a mailing.

I Hard Copy Reports — summary or detailed report containing
biographic and gift information. There are a
variety of standard reports available.

I Data
O E-mail communications — bulk e-mails sent through the ITS server.

O Honor Roll — includes donor name, fiscal year total, and giving
levels (if appropriate).

O Other — word merges.
v" Read any comments.

Begin the review and approval process. This process applies to mailing materials
and e-mail communications.
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C. Recently Completed Requests

1.
2.

Go to www.advancement.calpoly.edu.

o Duteut N

The status of an output request is either Active or Recently Completed
Requests (past 45 days). The status refers to the programming process only.

Click on Review active requests (If not already logged in, do so now).

This tracking page reflects programming only; it does not reflect the review
process.

v' 25% - The request is received and accepted.
v 50% - Programming is in progress.

v 75% - Programming is complete and the file is ready for verification and
release.

v" 100% - The request is released, fulfilled, and completed.

4. Print the Output Request Tracking page(s).

5. ldentify which completed requests are:

v" Previously released: No further action required.

v Not ready to be released: Programming is complete, but the request is
still in the review and approval process.

v Ready to be released: Programming is complete in addition to the review
and approval process. Release the output request.
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D. Review and Approval Process

All mailing material goes through a central review and approval process.
Materials are reviewed for the following:

v' Grammar

Style

IRS regulation compliance
Use of current logos
Accuracy of statistics

D N N N N

Overall “image”
The material is reviewed by:
v" Cal Poly Fund
v" Public Affairs
v Corporate & Foundation Relations
v Advancement Services

Because output information is maintained and protected in accordance with
University, State, and Federal statutes regarding confidentiality and public
information, University Advancement reserves the right to approve the literature,
materials, and prospect list for mail and phone solicitations and communications.
Changes to the material may be requested before receiving approval to print.

The requestor is required to submit a complete copy of the mailing material
(including inserts and mailing envelopes) or e-mail text within two days of
submitting their request, and before printing. E-mail text needs to be submitted in
a separate, attached word document (no html, no graphics, and no color).

Upon receipt of the material:
1. Attach a routing slip and walk it up to the Cal Poly Fund.

v" The Cal Poly Fund Director and Interim Advancement Services Director
(Craig Nelson) will review it for solicitation coordination with all colleges
and departments, and for IRS regulation compliance.

v" Public Affairs (Teresa Hendrix, JoAnn Lloyd, Susan McDonald, or Stacia
Momburg) will review it for spelling, grammar, and accuracy (current logos
and statistics).

v" Corporate & Foundation Relations will review it for compliance with IRS
regulations if the general/solicitation mailing concerns either corporations
or foundations.

v Advancement Services, the Advancement Services Special Projects
Coordinator (Jonelle Thomson) will review it for security compliance if it is
a general mailing.
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Advancement Services, the Advancement Records Coordinator (Cathy
Rathbone) will assign a Solicitation Code if it is solicitation mailing.

2. Contact the requestor with the necessary revisions.

v
v
v

<\

If changes are marked, return a copy of the mailing piece to the requestor.
Request that changes be made.

Assuming the changes have been made, the review and approval process
is complete.

Code the mailing piece as “Approved”.
Upon completion of programming, release the output request.
If the mailing piece is re-written, start the routing process over again.
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E. Releasing an Output Request

Output request data can be released only when both programming and the
review and approval process are complete.

When programming is complete, the output file is available to you for verification
and release at: S:\univ_adv\shared\download\Output Requests.

Do not release data to an unauthorized, Advancement Network user. Do not
release e-mail addresses.

* Mailings, Reports, and Data

The output file is released electronically by Advancement Services as an
attachment to an email communication. It can be released to either the requestor,
or if specified, directly to a mailing service (not both). If the delivery is requested
to a mailing service, send the file directly to the mailing service. Do not cc:
requestors in the email communication with the output file attached; send the
requestor a separate e-mail communication notifying them that the file has been
sent; do not attach the file.

1. Verify the output data file.

v" Select a sampling of IDs from the attached file and based on criteria, verify
the constituent record in the BSR Advance data base.

v" Verify that all fields requested in the output request (except email
addresses) are included in the attached file.

2. Create a new e-mail message.

Include the following information in the body of the message where
applicable:

To the Requestor To a Mailing Service

Security text v" Security Text
OR# and Description v OR# and Description
Criteria v Requestor's Name/Dept

Solicitation/Appeal Code

D N N N N

Date Sent To Mailing Service

Cc: crathbon@calpoly.edu.

Attach the output request data file.
Send the email communication.

L

If there is a Solicitation/Appeal associated with this output request, send an
email communication to the programmer with notification the output request
has been released and requesting the solicitation/appeal code be mass-
loaded into Advance.
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7. Print a copy of the sent email communication(s) and attach to a copy of the
output request, and, if appropriate, to the mailing piece for the output request
paper files.
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¢  Email Communications

Do not release the output file to the requestor. ITS sends all email
communications.

1. Verify the output data file.

Select a sampling of IDs from the attached file and, based on criteria, verify
the constituent record in the Advance data base.

2. Create a new e-mail message to the programmer.
v Cc: crathbon@calpoly.edu.

v"Include the following information in the body of the message:
I Output request number
I Description
I Subject line (provided by the requestor)
I Contact email address (provided by the requestor)
3. Attach the email text Word document.
4. Send the email communication.

5. If there is a Solicitation/Appeal code associated with this output request, send
an email communication to the programmer with notification the output
request has been released and requesting the solicitation/appeal code be
mass-loaded into Advance.

6. Print a copy of the sent email communication(s) and attach to a copy of the
output request for the OR paper files.
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