Responsibilities List Trilogy Wine Club, as of 05.01.2025

IT Person

Maintain google membership database and google groups:

Receive the TWC treasurer’s spreadsheet, weekly
In google, update renewing members with the current year label, for example “2025”
Double check existing email address in google versus treasure’s spreadsheet and
triangulate the correct one.

o Note many members change their email address without noting it as a

change or new without updating their renewal form
o look at previous invitations in punchbowl, which email address is being
viewed and then compare to mytrilogylife

After ensuring all data is correct for each renewing member, double check they exist
in google groups.
For anyone with a change, delete them and readd them to google group
In google, add new members and add current year labeli.e. “2025”. We populate
first and last name and email address. If using a single email address, you must
combine the last name with a “-“. Google will not accept two people in your contact
list using the same email address
Add each new member to google groups and if not using a gmail account, send out
invitation to join.
Follow up on those who have not joined the TWC google groups account
Delete members as identified by the Treasurer’s spreadsheet
Also add new members to the home social contact list in google, OK to add them as
a couple using one email address

o Note each google console has its own contact list

Maintain punchbowl membership database, busiest months Dec, Jan and Feb:

After updating google and google groups, update the membership in Punchbowl
In Punchbowl update renewing members with the current year label, for example
“2025”

Double check existing email address in punchbowl versus treasure’s spreadsheet
and if different update with research completed above in google.



Annually, reconcile the membership (Typically March 1)

Download into excel the google and google group data and compare that each listis
the same, reconcile any differences.

Download the punch bowl email lists and compare that list to the google list and
reconcile any differences

Compare the reconciled list above to the treasure’s spreadsheet

Look for punch bowl duplicates:

After each invitation goes out in Punchbowl run “find duplicates” report
Triangulate which email is correct and delete from the invitation and the
membership database the incorrect email.

Maintain the TWC Website:

Update the calendar for each year — along with any interim updates

Update the new board member names/pictures

Update the membership forms for the new calendar year and if the treasurer
information changes

Update who the membership form goes to when that changes

Add new newsletters quarterly

Update the by-laws when changed

Ensure accounts are paid:

Ensure google, punchbowl and weebly accounts are paid and kept current



