Common Discrepancies in Client Data across Databases
	Problem
	Short-term Solution
	Long-term Solution

	First name misspelled
	-check charts at agencies

-manually correct in agency database
	-set up Central Administration checks

	Last name spelled differently
	-check charts at agencies

-manually correct in agency database
	-set up Central Administration checks

	Date of birth recorded incorrectly
	-check charts at agencies

-manually correct in agency database
	-set up Central Administration checks

	Incorrect URN created by non-CW site (F4T, Alliance)
	-manually correct in agency database
	-set up Central Administration checks

	Client has two last names and agencies have different versions-example:
  Mary Jones

  Mary Jones-Smith

  Mary Smith-Jones

  Mary Smith
	-if does not affect URN, OK to leave
-if URN affected, need to clarify with client or with agencies
-manually change in agency database
CONVENTION:  use, in this order, 1) names as it appears on drivers license, 2) name as it appears on primary insurance card, 3) name as it appears on any other legal identification, including passport or ID from country of origin.
	-all agencies use defined convention
-set up Central Administration checks

	Client changes name (marriage or other legal change) and is no longer seen at agency that has previous name.
	
	-all agencies use defined convention

-set up Central Administration checks

	Name has spaces in it, but not uniformly across agencies (creating different URN)-example:

  De Longe

  Delonge

  C de baca

  CdeBaca

  C deBaca
  Van Hoorn

  VanHoorn
	-define convention

-ask native Spanish speaker what is the common convention

-check spelling in chart and correct if needed in agency database

-manually change in agency databases

CONVENTION:  Do not use spaces.  Doing so will create a different URN and the client will therefore be duplicated in the database.
	-all agencies use defined convention
-set up Central Administration checks

	Clients inconsistent about names given to different agencies-example:

  Tess

  Theresa

  Joe

  Joseph

  Ralph
  Felicia
	-define convention: recommend use full/legal first name and nickname field for other name
-manually change in agency database
CONVENTION:  use, in this order, 1) names as it appears on drivers license, 2) name as it appears on primary insurance card, 3) name as it appears on any other legal identification, including passport or ID from country of origin.
	-all agencies use defined convention
-set up Central Administration checks

	Clients inconsistent about use of middle name-example:

  D. Lisa

  Delilah Lisa

  Lisa
	-define convention
-manually change in agency databases
CONVENTION:  use, in this order, 1) names as it appears on drivers license, 2) name as it appears on primary insurance card, 3) name as it appears on any other legal identification, including passport or ID from country of origin.  If middle name or initial is recorded, put it in the middle name field.
	-all agencies use defined convention

-set up Central Administration checks



	Sometimes dates of birth approximated (usually as "6/30/XX")
	-manually correct in agency database (can we do that? is that a violation of privacy?)
-or turn off DOB overwrite & only change manually when needed

CONVENTION:  When an approximate date of birth is used, check the "Est?" box next to the DOB field.  That way, the information will never override other data, and the central administrator will be alerted to the possibility that the same client may exist under a correct date of birth.
	All agencies check "approximated", then approx. dates do not override real dates

-define conventions for eventual move to real-time network: for example, CA could inform agency of real DOB)
-all agencies use defined convention


	Suffix affixed at one site but not another, or differently-examples:

  Smith

  Smith, Jr.

  Gordon II

  Gordon III
	-does not affect URN, OK to leave for now

-check discrepancies and manually correct in agency database
CONVENTION:  For this and for nicknames, mailing names, and alternate names, separate custom fields will be created and the data moved to those fields.  In this case,  the information would be a custom "name suffix" field.
	-define conventions for eventual move to real-time network
-all agencies use defined convention

	First name field includes nickname (F2F only)-example:

 Thomas "Tom"
	-does not affect URN; OK to leave for now but will need to change for a real-time connection.
CONVENTION:  Nicknames will be kept in a custom "nickname" field.
	-define convention for eventual move to real-time network: recommend nicknames go in separate field
- may be able to use update query to do so

	Inconsistent use of apostrophe in name-example:

OConnor

O'Connor

creates different URNs
	
	

	First name forms not on DL used consistently across current databases
	-for backlog of names, change names to reflect the most common usage or, if equally divided, the full name.
	CONVENTION:  use, in this order, 1) names as it appears on drivers license, 2) name as it appears on primary insurance card, 3) name as it appears on any other legal identification, including passport or ID from country of origin.

	Latino clients inconsistently use two last names (not hyphenated)-example:
  Rodriguez Gallegos

  Rodriguez

  Gallegos

  Rodriguez G.
	
	

	Last names that start with "Saint" may be spelled "St."  Not hyphenated.
  Saint Charles

  St. Charles
	
	


