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Annual database/venue map update – quick checklist 
Purpose
To verify, refresh, and publish updated information in the music industry database and venue map once per year, ensuring data accuracy and continued usability. The process should be completed within two weeks.
Preparation 
☐ Review current version of the database and identify outdated or missing entries.
☐ Update internal tracking sheet (mark entries as 'to verify', 'to remove', or 'new').
☐ Prepare stakeholder update email or online form link.
☐ Assign update roles (data check, communication, upload).
Data Verification 
☐ Send a short survey or email to stakeholders requesting confirmation of key details.
☐ Check venue websites, social media, or ticketing listings for updated information.
☐ Confirm updates for all main public-facing categories (venues, agencies, promoters, studios).
☐ Record new additions or closures in the tracking sheet.
Update & upload 
☐ Edit verified data in the master Excel/CSV file.
☐ Remove inactive or duplicate entries.
☐ Add new contacts or organizations with complete metadata (name, address, category, link).
☐ Upload revised data to the website or map backend.
☐ Test search filters, clickable map links, and page functionality.
Communication & wrap-up
☐ Announce updated database/map via newsletter and social media.
☐ Send 'thank you' email to contributors and partners.
☐ Save and archive the updated master file (with version date).
☐ Record short summary: number of updates, new entries, and removals.
☐ Set calendar reminder for next annual cycle.
Roles & responsibilities
• Data coordinator – manages file updates, verification, and final upload.
• Communications manager – prepares announcements and stakeholder outreach.
• Technical support – assists with upload or map functionality testing.
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