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When updating mail lists provided by an outside organization:

1) Run and print a report from e-Tapestry showing those currently on that list. 

2) Compare it to the new list from the organization you are working on.

3) There will probably be some names in e-Tapestry that are no longer on the organization’s updated mailing list.  Therefore, the code of that outside organization should be removed from the Groups field of the constituent.  Leave the constituent’s record in e-Tapestry – just remove the code.
4) Proceed to add any names on the source’s list that are not on our database list.  As you search for the name to be added and:
a) Find the constituent already entered:  simply verify the address and add the appropriate code.  

b) Don’t find:  Add them, using the address provided from the outside source and applying the appropriate code.

5) Also, verify the addresses of those remaining on the list with the source’s new list.
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