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Once each month, 
send Database to BEC.

Database 
Management 

Page 2

Move all member's data from 
"Master Database" page to 

"Memorial" page

On "Memorial" page, record 
date resigned and reason.

On "Interest" page, remove 
entry for person leaving.

On "Birthdays" Page, remove 
entry for person leaving.

On "Master Database" page, 
remove member's data.

Save database with current year 
and month ID
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Update "Assignments" Page

Database EOY 
management

Create new column for next
years assignments

Update "Assignments" 
Page

Enter assigned names for 
each function for the next 

year

Update "Master Database"
Page

Change all "Red" entries
to "Black"

Change 'Year" entry in Cell
A1 to the new year

Every Month

Send Current Months Database to BEC, 
Telephone Chairman & Attendance 

Chairman
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