Membership Renewal Plan

This plan describes the process for reminding members about their renewal date, and for contacting lapsed and to-be-lapsed members to solicit feedback on reasons for not renewing. 

Background:  Many members have a membership year of June 1 - May 31. Those who now join INCOSE become members for one year from the date of joining, no matter when they join. INCOSE Central sends out an email message to each member prior to his/her renewal date and reminds the member to renew. INCOSE Central sends out a follow-up email message, and subsequently a letter, if there is no response. INCOSE policy states there is a 30 day grace period for retaining membership following the renewal date. Members who do not renew become lapsed members after 30 days of their renewal date. The chapter is interested in retaining members, or soliciting feedback from lapsed members. The process below is designed to balance the chapter’s interest in retaining members against the workload on chapter officers. 

1.  The Chapter Database Point of Contact (POC) for the membership database, hereafter called the Database POC, will download the latest chapter membership database from the INCOSE Connect website at the intervals shown below. The Database POC will check the columns for “Member_Status” (or equivalent) against “DuesAmt_20XX_YY” (or equivalent) to confirm that non-renewing members are lapsed. Such members are not considered current members until they pay their renewal dues. The minimum intervals for downloading the latest chapter membership database are:  
· First week of August 
· First week of November 
· First week of February 
· First week of May 
2.  The Database POC notifies the Membership Director, or designee, of all members, and their email address, whose membership renewal date occurs during the subsequent 3 months. 

3.  The Membership Director, or designee, sends an email to the members notifying them that their membership renewal date occurs in the next 3 months, and providing renewal information. This is the only reminder email sent by the chapter. INCOSE Central sends out up to 2 renewal reminder messages. 
4. After the quarterly, full membership database download, the Database POC also notifies the Executive Committee (EXCOM) of the names and email addresses of the lapsed members since the previous, full database update. These lapsed members are immediately removed from the chapter email distribution list. 
5.  Because the majority of members have a renewal date of 31 May, the chapter only contacts (former) members who became lapsed during the time period 1 May to 30 July to solicit feedback on reasons for not renewing. After the August membership database update, the Membership Director, or designee, contacts the identified, lapsed members by email to let them know that their membership has lapsed (in some cases, they may have just forgotten to renew). A sample message to use is provided below. The message will ask for feedback on reasons why the lapsed member has decided not to renew. If a lapsed member’s email address is no longer valid, the Membership Director, or designee, has no further responsibility to try to contact the person. 
6.  If the Membership Officer, or designee, does not receive email feedback from at least 10% of the lapsed members, the Membership Officer, or designee, will attempt to contact a sufficient number of lapsed members by telephone to get the feedback. 

7.  The Membership Officer, or designee, will summarize the feedback by mid-October and send an email to the EXCOM, the Region II Director, and to the Chair of the Member Board (via info@incose.org), no later than the end of November each year.

8.  Due to the time lag between a member becoming lapsed and the interval for the full database updates, a person may be a lapsed member according to INCOSE Central, but still be considered a member according to the chapter’s membership database. The INCOSE Central status always has precedence. However, the person may still receive chapter publicity email messages during this time lag. 

9.  At the beginning of each month, the Chapter Database POC will download a list of new members from the INCOSE Connect website, and notify the Communications Director and EXCOM of the names and email addresses of the new members. This is a limited database update, whose purpose is to identify new members so that they can receive chapter publicity emails. 
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Sample Message to Non-Renewing Members

Email Subject:  INCOSE Colorado Front Range Chapter Membership Status

Fellow Chapter Member:

INCOSE records as of MMM DD, 20YY, indicate that you have chosen not to renew your membership. If this is in error, please contact INCOSE Central (website, email address, and toll-free number provided below) to reinstate your membership. This will allow you to continue receiving the Journal of Systems Engineering and INSIGHT publications, either electronically or by hardcopy (if separately purchased), as well as information about upcoming chapter activities.

Try renewing the easy, painless way! You may renew your membership and update your membership profile online using secure credit card processing. Login at https://www.incose.org/cc_orders/renewMembership.cfm and access your renewal record by providing your last name and member number. If you don’t remember your member number, check out the mailing label on your Journal or INSIGHT.

If you have decided to allow your membership to lapse, thank you for allowing us to serve you. If this is the case, I would appreciate it if you would take a moment to give me feedback on your decision. This information will help us better serve our members.

Please indicate if any of the following conditions apply for your decision to not renew:

_____  Cost

_____  Change in professional interests

_____  Meeting times are not convenient for me

_____  Meeting locations are not convenient for me

_____  Meeting topics are not interesting to me

_____  Other chapter services do not meet my needs

_____  Other (please be specific) ____________________________________________

Do you have any suggestions for improving the chapter?

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

Best Wishes,

XXXX

Membership Director

INCOSE Colorado Front Range Chapter

=====================================================

INCOSE Colorado Front Range Chapter

P.O. Box 631201

Highlands Ranch, CO  80163-1201

http://www.incoseco.org
For General INCOSE Information, please visit the INCOSE website at http://www.incose.org, or contact the INCOSE Office at info@incose.org, 800-366-1164 (toll-free U.S.) or (+1) 206-361-6607, or by fax at (+1) 206-367-8777.
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