Sample Delinquency letter 1: Unpaid Chapter Dues

Dear {CHAPTER} ASHRAE Members:

Reference:
Unpaid Chapter Dues 

Although Society membership is a prerequisite to local membership, you are NOT obligated to join your local {CHAPTER} Chapter. Your local dues are only $XX.XX, and you can pay them at the same time you pay your Society dues.
Your membership in {CHAPTER} Chapter helps support our local efforts in keeping you informed of local activities through newsletters, seminars, and meetings regarding up-to-date programs, speakers and the latest technology in the area. Positive aspects of local involvement are being able to network with other industry professionals, and maintaining your professional education by earning Continuing Education Units (CEUs) or Professional Development Hours (PDHs). By being involved, you’ll be a stronger contributor on the job and enhance your chances for career growth.

Please note that the {CHAPTER} Board of Governors has decided to cease distribution of any local announcements (i.e. the Chapter Newsletter, emails, and mailings, etc.) to those members who have not brought their local dues up to date.  

If you have any questions, please feel free to contact me at XXX-XXXX during the day, or via email at {your email preference at work or at home} at YYY.YYY@YYY.COM. If you find that you have not paid your dues, you can go to the ASHRAE website and pay your dues online at www.ashrae.org.  Should you have any questions regarding this effort, do not hesitate to contact ASHRAE headquarters at 1-800-5ASHRAE.

Remember that PAID members have the greatest impact on the local Chapter’s financial bottom line.

Respectfully Submitted,

ZZZZ ZZZZZ, Membership Promotion Chair

Sample Delinquency Letter 2: Unpaid Society Dues

Dear {CHAPTER} ASHRAE Members:

Reference: Unpaid Society Dues 

As you know, we strive to reduce our Chapter’s delinquency counts throughout the year by reminding members to pay their dues once their paid Society year is complete. In our efforts to notify our members, we want to make sure there is no confusion about an individual member’s status regarding being past due. The following is an attempt to help clarify the information regarding membership and delinquencies.

When someone joins ASHRAE, and Society has received their dues payment, their annual membership year begins and continues on a 12-month billing cycle.  

1.
At three months prior to the one-year anniversary of the original billing, the member is contacted to renew his/her dues for the following year.  If the member does not renew, they become “unpaid” the first day after the expiration date.

2.
For the first three months (0-90 days past due) after the anniversary date, they will continue to receive renewal notices, though their membership remains active.

3.
After the three months following the expiration date (91-180 days past due), the member is technically expired and in a “grace” period.  Members are no longer in good standing and cannot receive member benefits. 

4.
Six months after the expiration date (181 days past due), the member is “cancelled.” They are dropped from the membership roster at this time.

Cancelled members can reinstate with back dues to maintain an original election date, or they can rejoin as a new member.  Reinstatements must be processed manually by staff.  Rejoins can be done anytime on the website by re-applying as a “new” member.  

To most members’ surprise, paying their dues three to six months late simply removes them from the “current” delinquency list for remaining months on the billing cycle.  We understand that making dues payments are sometimes not a priority.  If you miss paying your dues one time, however, you might find yourself in catch-up mode until you make two payments close together at some point during the billing cycle.  

Please also remember that Society membership is a prerequisite to local membership.  Local membership in the {CHAPTER} Chapter helps support our local programs, meetings and events. You can pay you local dues of $XX.XX at the same time you pay your Society dues.  This will allow us to keep you informed of all local activities.  

If you have any questions, please feel free to contact me at XXX-XXXX during the day, or via email at {your email preference at work or at home} at YYY.YYY@YYY.COM.   If you find that you have not paid your dues, you can go to the ASHRAE website and pay your dues online at www.ashrae.org.  Should you have any questions regarding this effort, do not hesitate to contact ASHRAE headquarters at 1-800-5ASHRAE.

Remember that PAID members have the greatest impact on both Society’s and the local Chapter’s financial bottom line.

Respectfully Submitted,

ZZZZ ZZZZZ, Membership Promotion Chair

Sample Delinquency Letter 3:  Member notice for chapters

DATE:

Dear Society Member:

Your name has been supplied to me by the ASHRAE Society because your membership is not up-to-date.  

As I'm sure you know, Society membership is a prerequisite to local membership. As a member whose dues are unpaid after six months, you will lose your members-only benefits, and no longer receive the ASHRAE Journal, Insights or other Society benefits.

To ensure your member benefits remain active, please make your payment as soon as possible. If you wish to make your payment by credit card you may do so by calling the Society headquarters at 1-800-5-ASHRAE. Your dues may also be paid online at www.ashrae.org – just login and click Renew Membership.

Thank you very much for your cooperation.

Sincerely,

(Name)

(Membership Promotion Chairman)

(Address)

(Telephone)

