UPDATING EMAIL AND MEMBERSHIP LISTINGS ON THE WEBSITE

1) Under Members Only section on the website, add, delete and/or edit member information

a) make sure count is correct

b) double check email address
c) delete members that didn’t renew
d) send non-renewals to membership director to call them
2) Update Email Center

a) add new members, delete non-members, edit information

b) Add new member to both the membership and the General lists

c) Delete non-members from the member listing but keep them in the general listing

d) Keep the Officer email listing up to date

3) Confirm the counts in the Members Only section match the counts in the Email Center for the Member List and confirm this count matches the treasurers listing

