Membership Chairman Procedures:

For individual or spousal referrals from the membership:

· The member writes the name(s) of the invitee(s) on an invitation letter, signs and puts his or her number on the letter.  Places it in an envelope and hand addresses it to the invitee(s).

· The Chair takes the envelope and logs the invitee information with the date the letter was sent.

· The Chair places a tri-fold pamphlet and a Q and A sheet in the envelope and mails it.

· After three weeks the Chair asks the member to make contact with the invitee to see if they received the information and ask if there are any questions.

For Group, Business, or Organizational invitations:

· The Chair, in cooperation with any referring member, custom writes a letter of invitation to the invitee group and includes a tri-fold and a Q and A sheet. (Multiple copies will be sent as needed.)

· The Chair will follow up in three weeks to see if the invitation was received and to ask if there are any questions.

· The Chair will facilitate speakers for invitee groups as requested.

For Assigning Mentorships:

· New members will be assigned to a seasoned member.

· The seasoned member will be given a checklist of things to cover with the new member.

· The mentorship will be ended at the discretion of the members involved when the new member feels comfortable.

