JCNA Membership Renewal

At the 2007 AGM the board asked me, Deanie Kennedy, Rocky Mtn. Jaguar Club membership chair for the past 15 years, if I would prepare a document explaining the steps I take when I process our membership renewals each year.  
There are many new people that take on the position of membership chair for their clubs and there is no document that explains the process for them.  

Our membership is set up so that all memberships expire December 31 of each year.  On December 1st I send out a letter to all of our current members letting them know that it is renewal time and I ask that they get their renewals back to me by December 31. I print an extra set of my club mailing labels at this time that I use to send out the club membership cards as the renewals come in.  
I also get a list from our club’s chief judge of all Certified Judges as well. More about this in a moment.

In our January newsletter I print a list of all members that HAVE renewed and ask any one not on the list to please send their renewals in right away.  I keep a roster that I update as the renewals come in. My cut off date is January 31st. Former members who have not renewed are removed from our database and I print the new club membership cards. I do keep their information in another database because many renew after I have dropped them from our roster.
For any new members I complete the JCNA form NEWMEM-01 Rev. 09/06. I send a list of the new members with the updated JCNA roster to Nelson Rath, JCNA’s national membership chair.  If I have any members that are renewing that were members in the past but not on the current JCNA roster, I complete form JCNA Form MEMCHG-04 Rev. 02/00. This is the form that is used to reactivate members that are not on the current roster.  I also use this form to make name and address changes for current members.  

Then around February 5th I pull out my JCNA roster (Nelson sends this list of current members to all membership chairs in December). I go through the list and line out any one that hasn’t renewed that was on last year’s list. I make any name changes, spelling corrections etc. 
Here is where I use the list provided by our Chief Judge of all Certified Judges. I add a “J” in the Judge’s column for any Certified Judges that are not marked on the JCNA roster. The Chief Judge should have a CJ in the judge’s column. This way the judges will receive the coveted “J” on their JCNA membership cards denoting them as certified judges.
Next I line-out member’s names who have not renewed and add all of the new member’s names that I am including on the NEWMEM-01 forms.  This gives me the total number of members that I need to pay dues for, for the new year.  Then I prepare form JCNA Form TRANS-03 (Rev. 09/06) and mark the appropriate boxes and mail the check for dues and the updated list. I always keep a copy for my records, it is handy because it has all of the members JCNA numbers on it. These forms are due to Nelson Rath by February 15th.  It is VERY important that Nelson receive the club’s dues by February 15th so that the club is in good standing with JCNA and the club will be able to vote or give their proxy to someone at the AGM held in March. If Nelson does not have the club’s dues on time, it creates a lot of last minute work and panic getting the check for renewal in time for the AGM. Please do not wait until you think all of the straggler members have renewed to send in your dues.  You can always submit JCNA form MEMCHG-04 Rev. 02/00 to reactivate former members.
I have all of the forms set up as Word Document FORMS that can be filled in on the computer and printed off.  If you would like copies of them, I am going to have them posted on the JCNA web site.  I find this makes my job a little easier and I am sure it makes Nelson’s easier because it makes them easy to read.  If I can ever be of any assistance to any of you please feel free to contact me.

Deanie Kennedy 
dkennedy@ecentral.com 

303-489-3944
