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YOUR DATA 
MAINTENANCE 
SCHEDULE

INITIALLY

Document your current data sources, your data retention 
policy, your data backup schedule and your data 
maintenance plans. Don’t be daunted by this initial task. 
It does not need to be Shakespeare or verbose, just write 
down what you’re doing now and store the document 
where it’s accessible by appropriate colleagues. You’ll 
likely find yourself asking “what is our policy for ___?”, 
that’s ok. Now you’ve got a task list to work on with your 
peers. This will be a living document.

Implement a duplicate check utility to reduce the 
introduction of duplicate records. Salesforce offers a 
native solution for this. You may also choose a third-party 
product like this one from Duplicate Check.

Define your staff permissions and document them. 
Who’s permitted to extract/export, import/update, delete, 
backup, mass update, etc. for each of your data sources.

Complete this Trailhead on Data Quality.

DETAILED ACTION ITEMS:

Inventory each 
regular source of new 
data by technology 
(e.g. Website sign up 
form, Partner X list, 
Vendor Y).

Create a data 
retention policy. 
Look here for some 
excellent guidelines 
and resources.

Implement 
a duplicate 
management utility 
and cleanup your 
existing duplicates. 
If you need help with 
this, contact KELL.

Complete this 
Trailhead on Data 
Quality.
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https://trailhead.salesforce.com/en/modules/sales_admin_duplicate_management/units/sales_admin_duplicate_management_unit_1
https://appexchange.salesforce.com/listingDetail?listingId=a0N300000058vzKEAQ
https://trailhead.salesforce.com/en/modules/data_quality
https://www.councilofnonprofits.org/tools-resources/document-retention-policies-nonprofits


WEEKLY
Run a deduplication utility scan to see if you’ve got any duplicate 
records that may have slipped between the cracks. We 
recommend you set aside 1 hour per week for this task. Of course, 
some weeks will require more time, and others less, but scheduling 
this task on your calendar will keep it top of mind and help you 
tackle the duplicates incrementally. We’ve used several duplicate 
management tools, one of our favorites is Duplicate Check. 
Regardless of which tool you use, performing this task weekly will 
save you $$$ and time.

Perform a backup and save your data in a secure space outside 
of your CRM. Salesforce offers a native weekly backup utility, 
but you must remember to download the files. There are several 
third-party utilities for managing backups that will far-exceed the 
native functionality. See a list here; however, these can be pricey, 
so proceed with budget. Why, you ask? Because you may need to restore your mistakes, or perform a 
migration and you don’t want to have to scramble in either event. You don’t need to backup your data 
in case Salesforce goes down, they’re covering this catastrophe, but they cannot prevent your staff 
from performing big “oops”, and for these you’ll want to have a recent backup for restoration.
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DAILY
Practice good data entry. On a daily basis, your primary 
responsibility is to encourage good data entry by your 
coworkers and any external systems populating or creating 
records in Salesforce. Most of these processes will have been 
established previously.

A good practice is to create reports in Salesforce that look for 
common data entry issues and subscribe to the report when the 
record count is >= 1. For example, create a report that looks for 
“and” or “&” in the name fields. When 1 or more records meets 
these criteria, a report notification will be sent to you so that 
you can tackle the problem. Similarly, create and subscribe to 
a report for any contact addresses missing a value in the city, 
state or zip code fields when street is not empty.

DETAILED ACTION ITEMS:

Make fields like 
First and Last name 
required on your page 
layouts, but not at the 
object level. This will 
prohibit problems with 
integrations but ensure 
your coworkers are 
adding data properly.

Create validation rules 
in Salesforce that 
require certain fields 
be completed based on 
your conditions.

DETAILED ACTION ITEMS:

Dedupe your 
contacts and 
accounts (and leads 
if you use them). 
Spend about 30 
minutes per week on 
this task.

Download the weekly 
Salesforce backup 
to a local drive 
or organizational 
shared file system 
outside of Salesforce.
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https://appexchange.salesforce.com/listingDetail?listingId=a0N300000058vzKEAQ
https://appexchange.salesforce.com/results?keywords=backup
https://trailhead.salesforce.com/en/modules/reports_dashboards/units/reports_dashboards_sharing_notifications


QUARTERLY
Remember the documentation of your data sources and 
policies you created initially? E.g. The backup retention policy 
(i.e. how long should you keep a weekly backup), every few 
months you should refresh the documentation.

Include an updated list of staff permissions. This is important 
to document and keep up to date.
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MONTHLY
Perform any mass updates of your data. These are not 
duplicates clogging your pipes, but data integrity issues that 
are piling up. They’re different for every organization, but some 
common issues are when contacts or households are created 
without a value in the Country field or when acronyms are used 
inconsistently. Don’t let these get out of hand. Perform mass find 
and replace actions to keep your data clean and pristine. To do 
this, you can use the native DataLoader, or a third-party utility. 
Our favorite utility for these tasks is Apsona for Salesforce. 
We’re also fans of DemandTools but we like that Apsona is 
accessible from inside Salesforce.

DETAILED ACTION ITEMS:

Run a report on 
contacts by Country 
and by State to 
see how many 
are missing this 
information.

Perform cleanup 
efforts en masse 
using a tool like 
Apsona.

DETAILED ACTION ITEMS:

Spend 15 minutes in 
a staff meeting to 
validate your data 
sources have not 
changed and that no 
new technologies are 
being used without 
your knowledge that 
capture or store 
data. Update your 
documentation 
accordingly.
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https://appexchange.salesforce.com/listingDetail?listingId=a0N30000003JejzEAC


ANNUALLY
If you’ve fallen behind on your weekly dedupe efforts, 
consider a mass deduplication project. This is where 
you’ll likely want some professional help to perform mass 
deduplication of your data.

Consider a list append service like NCOA (national change 
of address) or a wealth profiling service like WealthEngine, 
where you can verify and validate your data en masse 
against third-party sources and append valuable 
information.

DETAILED ACTION ITEMS:

Spend a full week 
performing the 
more tedious 
deduplications and 
cleanup efforts 
that could not be 
managed during your 
weekly 30 minutes 
for data cleanup. It’s 
a big investment, but 
the ROI is worth the 
time.
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