Membership Chair Checklist

Early August:
1. Update Membership Form, post on website, email to editor, send out a reminder that its time to renew.
2. Update Thank You Letters
3. Start New Membership Report for the Year
4. Create proposed budget and final budget for respective years.

All Year Long:
1. Sort new and renewing applications
2. Check application for complete address, spelling ect.
3. Database, 
a. Enter/update member information into database.
b. Enter payment information into database.
4. Mail envelope to include
a. Card
b. Welcome new/renewing letter
c. Receipt
d. Place “Thank You label on back of envelope
5. Treasure, Richard Locke
a. Mail checks, Deposit Slip.   
6. Email Swag Chair any swag purchases that have been marked on membership form
7. Document 
a. Record Membership Statistics into the report
b. Report Statistics at the Board Meeting
8. Newsletter
a. Email the Editor a quarterly list of new members to be included in newsletter
9. File applications in folder, for Historian
