
Instructions: 
1. Download your Contacts information from your existing CRM.
2. Download a copy of this Google Sheet to use in your spreadsheet software.
3. Match the fields from your first file to the corresponding columns on this template. Columns in green are required, columns in orange highly recommend if you have it, columns in yellow are optional.
4. Delete the sample information in lines 4 and 5 and fill the template with your contact information.

The contacts first name. 
This field is required.

The contacts last name. 
This field is required.

The primary email of the 
contact.  

Add additional emails, separated by a 
comma. Do not include the primary 
email in this list.

Ten digit phone numbers 
only. 

Ten digit phone numbers 
only. 

If one address field has a value then all address fields must have a value. For example, if Country Code and ZIP Code have a value then 
Address 1, City, and State must also contain a value. Incomplete addresses will be deleted. 

Country code is required if 
any other address 
information has been 
included. 3-digit and 2-
digit country codes 
accepted.

Male, female, or other.
Internal-facing data for 
you in the contact 
dashboard.

External-facing data for 
how the household will be 
addressed.

Set to yes to make them 
the primary. Set to no to 
not. 

Apply tags to new 
Contacts. Separate 
multiple tags with a 
comma. 

The contact's Date of Birth 
in MM/DD/YYYY format.

The Company associated 
with this contact.

Title associated with the 
contact.

Must be the entire URL. Must be the entire URL. Must be the entire URL.

Set to yes to subscribe. Set to 
no to unsubscribe. If left 
blank, contacts with emails 
will import as subscribed.

Set to yes to subscribe. Set to 
no to unsubscribe. If left blank, 
contacts will import as 
subscribed. 

Prefix First Name Middle Name Last Name Suffix Primary Email Emails Primary Phone Number Phone Numbers Address Line 1 Address Line 2 City State ZIP Code Country Gender Household Name Household Envelope 
Name

Is Household Primary 
Contact?

Tags Date of Birth Company Title Twitter URL LinkedIn URL Facebook URL Notes Email Subscription Status Phone Subscription Status

John Smith jsmith@email.com jsmith@work.com, jsmith@mail.com 917-323-4352 917-435-5665, 917-902-34541234 Park Way New York NY 10001 USA The Smith Family Mr. John Smith Yes VIP Donor, Volunteer 04/01/1980 Yes No


