
MORTAR BOARD

National College Senior Honor Society
[image: image1.png]



DATA RELEASE FORM
_______________________________________________

This form can be used to request member contact information from the National Office. Please note that any use of member data must respect the Mortar Board privacy policy, available at www.mortarboard.org/publications/PrivacyPolicy.pdf
	Section 1. Data use guidelines 


Mortar Board member data may be used for official Mortar Board business. Member records may not be sold, rented or distributed to any external organization or business for any purpose. Inform the National Office immediately if there is any breach of this protection or if there is a use that you would like to discuss with us, like sharing it with your institution’s alumni association.
Sometimes a member requests that information not be shared. In that case, the National Office provides name and initiation date but withholds contact information.
Please do not add alumni email addresses to your general chapter listserve. Alumni members should only be contacted by email when your chapter has events or initiatives specifically targeted to them (e.g., your chapter is hosting an alumni reunion).
Member information is very changeable. The National Office would be very pleased to have your updates to member records, either in batches or one at a time. 

	Section 2. Data use and format


	Name of person requesting data
	     

	College/University
	     

 FORMTEXT 
     

	Mortar Board Office (e.g., president, alumni chair)
	     

	Email address
	     

	Phone
	     

 FORMTEXT 
     

	How do you intend to use this data?
	     

 FORMTEXT 
     

	Would you prefer to receive the data in Excel or pdf format?
	 FORMCHECKBOX 
 Excel spreadsheet
	 FORMCHECKBOX 
 PDF document 

	Please indicate what type of alumni records you would like.
	 FORMCHECKBOX 
 Alumni from your chapter only
	 FORMCHECKBOX 
 All alumni who reside near your institution
	 FORMCHECKBOX 
 Both

	If you are not sure if you will need just your chapter’s alumni or all Mortar Board alumni in your area, please describe the ways in which you would like to use the data. We can then help you determine which list you will need. 

	     

 FORMTEXT 
     

	If you would like a list of all alumni in your area, please list the ZIP codes to include.

	     

 FORMTEXT 
     


	Section 3. Data usage agreement


By my initials below, I indicate that I agree that my chapter and I will use the information requested for the purposes described on this form above and no other.

	Initials
	     
	Date
	     

 FORMTEXT 
     


Please contact the National Office if you have any questions about the use of member data.
Mortar Board National Office

1200 Chambers Road, Suite 201, Columbus, OH 43212

Phone: 800-989-6266
Email: mortarboard@mortarboard.org
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