Delinquency Guidelines

1. Download the delinquency report on the 1st day of every month.

2. Send delinquency emails within the first week of every month (even during the summer after your Chapter meetings are over).  
3. Send 1 mass email to all those that are 1-3 months delinquent (BCC members to hide member email addresses).  

4. Send individual emails to those that are 4-6 months delinquent.  If members have 5+ membership years, personalize the number of years by changing X. Otherwise, delete all text in yellow for that line item.
5. Call all 5 and 6 month delinquent members at the beginning of the month.  

6. Download the delinquency report on the 22nd.  Consider calling and/or emailing those that are still 6 months delinquent by the 25th of each month.  

Phone Call Guidelines

1. Maintain a positive tone at all times.

2. Be understanding of the member’s financial situation. Mention the hardship fund that can be utilized if needed.
3. Be convincing on why an ASHRAE membership is important to maintain.  Tell your “ASHRAE story”.  Potential topics to discuss with the member are,

a. Explain how you find ASHRAE’s technical resources valuable.  Can you share an experience you had using a technical resource (handbook, guidelines, etc) that helped you on a design project, during construction, etc. that benefited the client?  Have these resources skyrocketed your knowledge and earned you a promotion?  
b. Have you expanded your network via ASHRAE?  Have you received technical advice or job offers via your ASHRAE network?
c. Other ideas?

Sample Delinquency Emails

6 Months Delinquent (Email & Call)
Email Subject Line:  ASHRAE Membership - Expiring This Month
Hi X,

My name is XXX and I’m the Membership Promotion Chair for the XXX Chapter.  I am writing to inform you that your ASHRAE membership will expire at the end of this month.  

**Consider inserting the number of years of the person’s membership if they’ve been a member for 5 or more years.  Otherwise delete the entire highlighted line below. Delete the same line at the end of this letter.**

If you choose not to renew by the end of the month, you will no longer receive the ASHRAE Journal, Insights and other Society benefits.  As a loyal member of X years, it would be unfortunate to see your membership expire.  To ensure your membership remains active, please consider renewing your membership as soon as possible.  You can renew,

1. Online at Renew My Membership
a. Please update your contact information while you’re logged in…super important!
2. Call 1-800-5-ASHRAE

3. Sending in the attached application.  **Attach the latest application to email**
Don’t forget to support our Chapter by paying the chapter dues ($XX), which go directly to us and help fund our events!  
**Suggest inserting your MP events in the line below or attach brochure to email.** 

On behalf of the Board of Governors and Officers of the XX Chapter, I would like to thank you for the X years of loyalty you’ve provided ASHRAE and we hope you will continue your membership and join us at future meetings and events!

Please let me know if you have any questions or need assistance in renewing. 
Thank you, 
XX 

Membership Promotion Chair, XX Chapter

P.S. If you have a combined 12 years of schooling and work experience or a PE license you are eligible to upgrade your Associate member grade to full Member when you renew at no additional cost.  Please contact me for more information.  

4-5 Months Delinquent
(Email and call 5-month delinquent members)
Email Subject Line:  ASHRAE Membership - Expiring Soon
Hi X,

My name is XXX and I’m the Membership Promotion Chair for the XXX Chapter.  I am writing to inform you that your ASHRAE membership will expire soon.  

**Consider inserting the number of years of the person’s membership if they’ve been a member for 5 or more years.  Otherwise delete the entire highlighted line below. Delete the same line at the end of this letter.**

If you choose not to renew soon, you will no longer receive the ASHRAE Journal, Insights and other Society benefits.  As a loyal member of X years, it would be unfortunate to see your membership expire.  To ensure your membership remains active, please consider renewing your membership as soon as possible.  You can renew,

1. Online at Renew My Membership
a. Update your contact information while you’re logged in…super important!
2. Call 1-800-5-ASHRAE

3. Sending in the attached application.  **Attach the latest application to email**
Don’t forget to support our Chapter by paying the chapter dues ($XX), which go directly to us and help fund our events! 
**Suggest inserting your MP events in the line below or attach brochure to email**

On behalf of the Board of Governors and Officers of the XX Chapter, I would like to thank you for the X years of loyalty you’ve provided ASHRAE and we hope you will continue your membership and join us at future meetings and events!

Please let me know if you have any questions or need assistance in renewing.  

Thank you, 

XX 

Membership Promotion Chair, XX Chapter

P.S. If you have a combined 12 years of schooling and work experience or a PE license you are eligible to upgrade your Associate member grade to full Member when you renew at no additional cost.  Please contact me for more information.  

1-3 Months Delinquent
Email Subject Line:  ASHRAE Membership - Expired
Dear ASHRAE Member,

My name is XXX and I’m the Membership Promotion Chair for the XXX Chapter.  I am writing to inform you that your ASHRAE membership recently expired and is now delinquent.  After six months past due, you will lose all member benefits.  

To ensure your membership remains active, please consider renewing your membership as soon as possible.  You can renew,

1. Online at Renew My Membership
a. Update your contact information while you’re logged in…super important!
2. Call 1-800-5-ASHRAE

3. Sending in the attached application.  **Attach the latest application to email**
Don’t forget to support our Chapter by paying the chapter dues ($XX), which go directly to us and help fund our events!  
****Note to MP Chairs…suggest inserting your MP events in the line below or attach brochure to email.**
On behalf of the Board of Governors and Officers of the CT Chapter, we value the support of all our members and we hope you will continue your membership and join us at future meetings and events!

Please let me know if you have any questions or need assistance in renewing.  

Thank you, 

XX 

Membership Promotion Chair, XX Chapter

P.S. If you have a combined 12 years of schooling and work experience or a PE license you are eligible to upgrade your Associate member grade to full Member when you renew at no additional cost.  Please contact me for more information.  

Past 6 months – fully expired

Obtain these contacts on Cancellation List
Email Subject Line:  Your ASHRAE Membership is Cancelled
Hi X, 

I’m writing to inform you that your ASHRAE membership is past the 6 month delinquency period and has fully expired.   I hope you consider rejoining ASHRAE to support the advancement of the HVAC industry and to take advantage of many great benefit such as,

· Networking at Chapter meetings and Annual/Winter Conferences – Networking is one of the most valuable resources in today’s market place.

· ASHRAE Handbooks

· ASHRAE Journal

· High Performance Building Magazine

· ASHRAE Bookstore Discounts

· Member discounts to monthly Chapter meetings

· and many more!
You can renew, 

1. Online at www.ashrae.org using your login information.
a. Update your contact information while you’re logged in…super important!
2. Call 1-800-5-ASHRAE

3. Sending in the attached application.  **Attach the latest application to email**
On behalf of the Board of Governors and Officers of the CT Chapter, I would like to thank you for the X years of loyalty you’ve provided ASHRAE and we hope you will continue your membership and join us at future meetings and events!
If you have any questions or need help rejoining, please let me know!
Thank you, 

XX 

Membership Promotion Chair, XX Chapter
May Email – Memberships expiring in June
**In years past, all ASHRAE memberships expired on June 30.  You may find there are a lot of members within your Chapter who is due to expire at the end of June.  To prevent massive delinquencies, consider sending an email out in May and again in June to all members due to expire in June.  You can find out who is expiring on June 30 under the “End Date” column in the “Chapter Master List” report.**
Email Subject Line:  ASHRAE Membership – Expiring June 30!

Greetings ASHRAE Member!

If you are receiving this email, your membership is due to expire on June 30.  This is a friendly reminder to login to www.ashrae.org and renew your membership before the end of June.  June 30 is the end of our fiscal year, so it’s important everyone renew before their account expires if possible.  

To ensure your membership remains active, please consider renewing your membership as soon as possible.  You can renew,

1. Online at Renew My Membership
a. Update your contact information while you’re logged in…super important!

2. Call 1-800-5-ASHRAE

3. Sending in the attached application.  **Attach the latest application to email**
On behalf of the Board of Governors for the XX Chapter, I’d like to thank you for your loyalty and support of ASHRAE and hope you will continue your membership for years to come.  

If you have any questions or require assistance in renewing, please feel free to send me an email or call me at XX.

Thank you, 

XX 

Membership Promotion Chair, XX Chapter
P.S. If you have a combined 12 years of schooling and work experience or a PE license you are eligible to upgrade your Associate member grade to full Member when you renew at no additional cost.  Please contact me for more information.  

