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Process

· All new member requests will be sent a copy of the dues form and a member request form to be completed. This can be sent to the requestor by anyone on the executive committee. The Chair and the Treasure should be cc on this communication.
· Forms that are completed are returned to the Treasure to adjust the membership roster and tabulate dues. If the New Member Request is returned and the dues are not yet received, the Treasure can forward the New member Request to the Chair and adjust the roster. If annual dues forms are received and indicate change in information, Treasurer will assess if New Member or Transfer Form should be completed as well. If so she will forward form to member for completion.
· Treasure will forward the completed form to the Chair to sign and forward to Jodi Shaver MALPH assistant. MALPH will then add the person to the list server.
· Chair will forward the completed request to the welcoming committee/secretary who will send the welcome packet and make one contact via email/phone to the new member to discuss packet and answer questions.



