
Developing Your Data 
Collection & Maintenance 
Program – No CRM Needed



Biggest Proposal 
Frustrations…..

RELIABLE 
EASILY-AVAILABLE
INFORMATION



Types of Data



Data Maintenance 
System

WHAT IT IS….

WHAT IT IS NOT….



Management works in the system;
Leadership works on the system.

STEPHEN COVEY

“
”



Best Practices
People
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New Hires
 Ideal time
HR Department is your friend
 Information types
Bio
Previous projects (with years completed)
Licenses (with expiration dates)
Awards/Special Achievements
Special skills/expertise
Software
Languages
Contacts
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In Action: BRPH New Hires

• HR Informs Marketing
• Marketing Prepares 

New Hire Materials

Before Start 
Date

• HR Sends Resume + 
Information to 
Marketing

• Marketing Schedules 
Onboard meeting

• Headshot is Scheduled

Start Date
• New Hire Worksheet, 

Resume, and Contacts 
are Collected

• Marketing Updates 
Database

• Headshot is taken

After Start 
Date
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In Action: BRPH New Hires
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Resume Updates

Determine frequency – annual, quarterly, etc.
Determine who’s to update
 Everyone at once – make it a big event/initiative
Work Anniversary updates
Hand them a current resume
Hand them instructions or a checklist
Give a deadline (send them a calendar invite 

reminder)
 Schedule a one-on-one meeting (even record it)
Gather information
Update database or master resume
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In Action: BRPH Annual Updates

• Pull list of people based 
on work anniversary

• Put together current 
master resumes and 
update memos

Plan

• Distribute master resumes 
and update memos

• Put reminders on 
calendars

• Schedule one-on-ones as 
needed

Gather • Collect updates
• Edit/re-write as needed
• Update Vision

Update



In Action: 
Annual Update 
Instructions
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No Database, No Problem

Use Same Steps
Use Windows Explorer to 

Store:
New Hires
Annual Updates
Master Resume File, lock 

for editing
Master Headshot Folder
Master License Folder
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BONUS: Automation

With CRM

 Use workflows to identify 
and alert resume is due to 
be updated (based on start 
date)
 Send current resume with 

instructions in message to 
both employee and 
marketing staff

Without CRM

 Annual resume updates 
done as part of performance 
reviews
 Resume updates reviewed 

by supervisors



Resumes 
Maintenance

OTHER BEST 
PRACTICES?



Best Practices
Projects



1717

Methods

Annual Updates
Project Milestones
Pursuit Driven
Award Submittals
 Initiative Driven Updates 
Website updates
Rebrand
Merger-Acquisition
CEO wants it!



19

Team ReviewWrite-up 
Story/DescriptionWalks the SiteMeets with Team 

at Jobsite
PIP Sent Before 

Meeting

In Action: 
Hensel Phelps Site Visit Program



Project 
Information 
Worksheet



21

BONUS: Automation

With CRM

 Use alerts with built-in 
questions at various project 
milestones
 Open
 XX% of Billings
 Closeout
 Don’t allow project closeout 

with missing data (or empty 
fields)

Without CRM

 Project Set-Up Forms
 Master Project Data 

Spreadsheet
 Project Schedules + 

Reminders in Outlook



Project Information 
Maintenance

OTHER BEST 
PRACTICES?
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Start-Up Guide

• Resumes
• New Hire Memo
• Employee Experience Worksheet
• Resume Update Memo
• Questions to Help Write a Bio

• Projects
• Project Information Worksheet
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For more information contact:

Lindsay Diven, CPSM
Senior Consultant

888.552.5535 x134

ldiven@fullsailpartners.com

Thanks for Attending! 

mailto:info@fullsailpartners.com
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