AKQ D

DO YOU KnoW

Using the contact list to email chapters, members, and parents is essential for effective communication. As a business and
sisterhood, we strive to communicate thoroughly. The sorority updates the contact list twice a year. During these updates, we
add, remove, correct, and change members' and sorority emails and contact information.

What we update includes:

- Address

- Chapterinformation
- Membership status
- Committees

- Positions

Please remember to send a screenshot of yourself drafting the email as you complete this task.

Task: Write the Steps to using the contacts and attach a screenshot of yourself drafting the email as you complete this task.
Step 1:
Step 2:
Step 3:
Step 4:
Step 5:
Step 6:
Step 7:

Step 8:
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