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Member Management Checklist

	
	Yes
	No
	In progress

	1. Do you spend time planning for the future needs of your club’s membership?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. Do you have a budget allocated to your member recruitment, induction, and orientation program?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3. Do you have yearly action plans that set out what you will do, how you will do it, and by whom?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4. Do you regularly assess the progress of your action plans?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5. Do you have a Membership Coordinator or someone appointed with responsibility for looking after your new and existing members?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6. Is the Member Coordinator position a part of your committee and therefore in your constitution?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7. Is the Member Coordinator educated on member management issues and strategies?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8. Do you have a written:

· Member Management Program?

· New and Existing Member Policy?

· Procedures to support the Program and Policy?


	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	9. Do you have an information kit to give to potential members?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10. Do you have an orientation process and information kit for new members?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11. Do you collect information from members who leave your organisation that may help with retaining current and future members?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 




