Membership Task Force (MTF)
Proposed Action Plan Outline – DRAFT
September 23, 2004
Phase 1: Potential Member Research

EXISTING LIST OF POTENTIAL MEMBERS (Excel file):  
· This list is two years old and needs updating.  We will divide the 200 names on the list for updating contact information mostly by internet search.  Phone numbers are not currently on the list, but should be added where available.  There are some e-mail addresses, but not many.  MTF members will send updated information to me and I will create the master updated list to send back to the ____________ office (in Excel format).  We will allow two months for this process to be completed.  Timeline:

September 15

Participation Fair at _______________________



New MTF members sign up for the year

September 23

Meeting of MTF at ______________a.m.

September 24

List of potential members is divided and disseminated to MTF members via e-mail
October 22

Results of updating are returned to MTF chair

February 5

Updated list is returned to ____________ office

NEW POTENTIAL MEMBERS SUGGESTED BY CURRENT CORPORATE MEMBERS:  
· One easy and efficient way to add names to our potential member roster is to ask our current corporate members if they have any association clients who are not active in ____________.  I will send an e-mail to all current corporate members and ask them to reply to me with the names and contact info.  ____________ staff will cross reference the suggestions with the current member roster and potential member list to cull out those who are duplicates.  As an incentive for the corporate members to share this information with us, we will enter their name in a drawing for a free trade show booth each time they submit a valid (i.e. not duplicate) name.  We hope to glean 30 names to add to our potential member list.  We will allow four weeks for this process to be completed.  Timeline:

January 28

Send e-mail to current corporate members

February 11

Deadline for corporate members to respond with names

February 18

Names are sent to ____________ office (in Excel format)
Phase 2: Marketing & Follow-Up
Late winter is the suggested time for disseminating marketing materials to the potential members identified in phase one.  This will allow the potential members to maximize their initial financial investment in ____________ (membership dues) since they will immediately be able to take advantage of up to three “free” months of membership, attendance at the April 20 luncheon, and free registration for the 2005 Annual Meeting in Savannah.  One vital aspect of phase two is the follow-up phone calls, which should occur two weeks after the mailing.  A “phone-a-thon” will be planned.  It will open to any member who wants to help; it will not be limited to MTF members only. Additionally, phone-a-thon participants will become “buddies” to the potential members who join.  They will make follow-up calls or send e-mails to the potential members they called during the phone-a-thon.  For the potential members who have already joined ____________ (due to the successful phone-a-thon!), the caller will thank the new member for joining and extend another personal invitation to the April 20 lunch also to the Annual Meeting.  For those who have not joined yet, the caller will review the benefits and extend another personal invitation to become a member.  Timeline:
February 25

Marketing materials mailed to potential members

March 11

Phone-a-thon

April 8


Follow-up calls or e-mails by phone-a-thon participants

Phase 3: Implementation of Membership & Buddy System
Frequent and timely communication with new members is key.  After a potential member joins, s/he will receive the ____________ new member welcome packet.  Also, the “buddy” (prompted by ____________ office) will call or e-mail to extend thanks for joining and to offer to meet and sit with the new member at the next ____________ event.  The “buddy” will make a concentrated effort to introduce the new member to established members and therefore quickly widen the new member’s circle of ____________ contacts.  After all, ____________’s strength is facilitating connections between members.  Let’s all remember to bring extra business cards to the April 20 luncheon so we can easily network with these new members!
With an estimated total of 230 prospective names, our goal is 30 new members (or 13%).

Budget 
Quantity
Item






Cost
Printing



300 – 

9 x 12 envelopes 




$139


250 – 

Membership brochures and applications (already have)
$0



300 – 

Sheets of letterhead




$74


250 – 

Extra copies of magazine from ______ ($1.25 each)
$312.50
Postage



250 – 

Pieces at $1.98 each (up to 8 oz)



$495


250 – 

Stuffing, labeling, mailing @ $0.32 each


$80
Phone-a-thon – March 11, 2005




Lunch, snacks, drinks, supplies



$500




(Meeting space, phone service, and long distance donated)
Luncheon Guests – April 20, 2005



30 – 

New or potential members at $12 each


$360

New Member Packets



30 – 

Packets mailed and printed at $5 each


$150
Annual Meeting 2005 – Savannah, GA



No increased costs for new members to attend the meeting.

$0


Cost of tradeshow booth (for corporate member drawing)

$750

Total Expenses









$2,860
Number of new members @ $175 to break even = 16
If our goal of 30 new members is accomplished, the income would be $5,250 for a profit of $2,390
