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ORGANIZATION RESPONSIBILITY

The NARFE organization has a wealth of literature, pamphlets, video tapes, information, and other materials which they will supply to Chapters and Federations. These can be obtained by calling 1-800-627-3394, or Email to rr@narfe.org, or order by going to FORMS on the NARFE web site and using the Requisition for Printed Supplies (F-18). 
At the state (Federation) level, the 1st Vice President is normally charged with the responsibility of the Federation membership recruitment and retention programs and serves as the Chair of the Membership Recruitment and Retention Committees. He/she is assisted in this responsibility by the Membership Recruitment Sub-Committee and Membership Retention Sub-Committee Chairs, and the District Vice Presidents if so established.

At the Chapter level, the Membership Chairperson (usually the First Vice President or an

Appointee) has the main responsibility of membership recruitment, retention, and development.

This person should also select a committee of other members to assist in performing these duties. A well-developed membership plan with goals should be prepared, reviewed, and implemented (See Chapter and Federation Officers Manual F-10 page 32 for example). A portion of the budget should to be set aside for the Membership Program.

The Membership Plan should incorporate the recruitment, retention, and renewal of members. This will take the efforts of all chapter officers, with the assistance of members to be involved and participating in the functions of recruitment, documentation, correspondence, and other related communications such as phoning, letters, or emailing.

FEDERATION RESPONSIBILITY
The Colorado Federation will develop a membership plan each year (see FEDERATION MEMBERSHIP PLAN, Attachment A, page 10) and provide special recognition to those members and/or chapters who have recruited with high success.  The Federation provides a rebate to members and spouses who sign up for Dues Withholding and to a spouse that signs up as a member. The Federation will help in the development of chapter membership plans and assist, train, and guide all chapters towards increasing membership, retaining those members, and renewing those that have stopped their NARFE membership. The Federation District Vice Presidents have access to the Monthly Chapter Activity Report (M-112) and the Semi-Annual Membership Roster (M-114) in order to follow up and monitor those chapters in their realm. (Also see Attachment D, page 13, Dues Codes & Categories)
The Colorado Federation and its Chapters will recruit potential members based on the premise that those individuals eligible will receive:

1. Support from NARFE’s legislative agenda to protect or enhance their earned benefits.

2. Advice on any of those benefits.

3. Help or assistance for Office of Personnel Management (OPM) issues.

4. An informative monthly publication, NARFE magazine.

5. Participation and involvement at the local level with a chapter.
INCENTIVES

The National Office continually develops Incentive Awards Programs in which NARFE members and/or chapters may participate. These programs are published in the NARFE Magazine, Recruiters Journal and Quarterly News as they are implemented.

FEDERATION

Each year at the State Convention, recognition is given Chapters that have had the largest increase in membership percentages or other membership improvement in recruitment and retention focuses.
CHAPTERS

The following are suggestions your chapter may wish to try. These are not all inclusive – you may have other and better ideas.

1. Be sure to recognize new members at each chapter meeting. (Also give them a “New Member Kit” (See Attachment Q, page 27, Membership Materials Guide). Each chapter should make one up.)

2. Be sure to recognize guests (potential members) at chapter meetings.

3. At chapter meetings, recognize a member who has recruited a member.

4. Give recruiters a Certificate of Recognition. (These are available from the National Office.)

5. Give each new member a free lunch.

6. Give each recruiter one free lunch for each new member recruited. (Or any number determined by your chapter.)

7. Give one year free chapter dues to each new member or recruiter.

8. Give a discount on chapter dues for spouses.

9. Offer every new member a position (job) on some committee in your chapter.

10. Give a rebate for joining on dues withholding (See Attachment C, page 12)

THE CHAPTER MEMBERSHIP COMMITTEE
First, form the Membership Committee comprised of members who have assisted in recruitment and retention.

Second, the Membership Committee then should “create, implement, monitor, document and manage” a Membership Action Plan with set goals for membership development that would include delegating various responsibilities to members of the committee. (See Chapter and Federation Officers Manual F-10, page 32 for reference)
The Membership Committee, in coordination with the officers and chapter members, needs to set goals that are realistic and attainable. But it should also be goals which will require some extra effort and creativity. The committee may wish to break the goals down into segments such as a monthly, quarterly, or yearly goal.  These could include:
1. Members recruited

2. Spouses brought in as members

3. Members reinstated
4. Members signed up on the dues withholding program

6. Members changed from (National Only) status to chapter membership.

8. Prospective members signed up from the Monthly Chapter Activity Report M-112

9. Other
A review of the latest (Monthly Chapter Activity Report) M-112 is a very good format to use as a report for the above. (Also see Attachment D, page 13, Dues Codes & Categories)
Other things to consider:

1. Order membership forms, pamphlets, and publications. Use the Requisition for Printed Supplies (Form F-18) for printed supplies or order on the NARFE web site.

2. Contact NARFE National Headquarters. (Tel: 1-800-627-3394, E-Mail: rr@narfe.org) Ask for help. They will send you kits, pamphlets, etc. which will aid you immensely.

3. Distribute material to all committee members for reading and studying.

4. Get organized. Exactly what approaches are you going to take? Delegate! Who will do what?

5. Make periodic reports to chapter members.
6. At the close of the year, evaluate your plan and results.

7. At the close of the year, recognize those who have played a role in your membership efforts.

8. Consider some week-end or night time meetings to attract Active Federal Employees and retirees who are still working at another job.

MEMBER RECRUITMENT
Member recruitment involves attracting two categories of federal employees who have different and somewhat diverse needs. We have long recruited the retired or soon to be retired federal employees. Most of these people were under the old Civil Service Retirement System (CSRS). In the 1980's, the Federal Employees Retirement System (FERS) was introduced and now most of the current and near, or newly retired, are under the FERS. Beside the differences in retirement systems, we must realize the active federal employees have younger families, value their limited family time, and have different priorities than our retired or soon to be retired members. We must consider these differences when we attempt to recruit from both member categories. The recruitment plan should also be designed to bring in new members who are currently active federal employees (AFE’S),
SOURCES FOR RECRUITMENT

Federal Agencies:
Many agency retirees have organized groups and they meet periodically. If these become known and you can get an invitation to attend, this would be fertile ground to make a presentation on NARFE.  If a Federal Agency can be entered for a “bag lunch’ this will allow a NARFE member to give a talk and allow distribution of a NARFE Recruitment Kit. These kits can be put together with the following materials:  (See Letter of Introduction, Attachment E, page 14), NARFE Magazine, Membership Application (H-140A), Pop Quiz (F-123), Look at What NARFE has Done for You Lately (M-122).
Open Season Health Fairs:

Open Season Health Fairs are conducted throughout the state and are an avenue to recruit active federal employees.
We have friends with Anthem BlueCross/Blue Shield, located at 700 N Broadway, Denver, CO 80203. They informally provide to the Colorado Federation Membership Chair, a listing of all locations in Colorado that they will be attending agency Health Fairs (This is normally in October/November of each year).
The material that should be included and available to hand out to potential members are:

1. A letter of introduction to the organization from the National President or the Federation President. (See sample Introduction Letter, Attachment E, Page 14)
2. A NARFE Magazine 

a. A label can be placed in the vacant address box in the lower right hand corner with the following: “Courtesy Magazine. For information on joining, see application inside or www.narfe-colorado.com or contact {name and phone number}”
3. Application form H-140A

4. Pop Quiz Form (F-123)

5. NARFE’s Accomplishments (F-117) or Look at What NARFE has Done for You Lately

(F-122)
All Health fair NARFE representatives should be standing at eye level when individuals are approaching or at the NARFE table so that a conversation can be communicated on the benefits of joining NARFE and that the prospective member is ASKED to join. Prospect Information Cards (M-2) should be used to request from those who are asked to join, but decline at that time, to fill out the card so that future updated information may be sent to them. Be sure to place your membership ID# on the card. These cards are then collected and sent to Recruitment and Retention at National Headquarters. 

The Federation Membership Chair will assist in sending NARFE Representatives to Health Fairs, if permission is granted from the agency facilitating the Health Fair. The Membership Chair will provide chapters the locations of agency Health Fairs in their area.
Office of Personnel Management (OPM):

Twice each year (usually in March and September) the National Office does a membership mailing, with follow-up mailings in eight weeks, to all recent retirees. This is a blind mailing, meaning that OPM generates the listing, furnishes it to a contractor, and NARFE supplies the contractor with the material to be mailed. NOTE: OPM does not give NARFE the retiree listing. 

National Only Members:

Based on the most recent Semi-Annual Membership Roster (M-114) is a listing of National Only Members. These are members who have national membership only. An attempt should be made to invite them to become Chapter members.

M-112 Report (Monthly Chapter Activity Report)

On this report is a listing of “New Prospective Members”. This list is generated from persons who have contacted the National Office from the semi-annual mailings, advertisements, requests for information, and etc. These persons should be contacted by the Chapter Membership Committee.

Spouses:

Sign up the spouse. It gives member and spouse a common interest they can do together.
Former Spouses and Surviving Spouses:

Here is where we can possibly be of the most service. If they aren’t familiar with the policies and procedures of OPM, membership in NARFE can be a valuable asset.

New Members:

When you sign up a new member, ask about possible contacts in the currently active work force or for others who just retired from their Agency. New members are an excellent source of good prospects.

Newspaper Advertisement:

Many newspapers will accept an announcement of your meeting and print it free. Non-member active and retired federal employees will often call after seeing this ad. Be sure to include a telephone number in your ad. Other organizations or associations may accept paid in their newsletters or magazine. The advertisements may be eligible for matching funds. 

Community Involvement:

Find a worthwhile project within the community and have the chapter members contribute resources or manpower. This will familiarize the community with NARFE and possibly furnish some leads to new members.
Using some of the sources suggested above, your own members, plus from NARFE advertising, and a multitude of other sources, a listing of prospective members can be generated. It is imperative that the chapter FOLLOW-UP on these prospective members. These people are obviously interested in NARFE membership.

MEMBER RETENTION

We need to concentrate more on retaining those new members recruited as well as those who are members.  An integral part of Membership Development is Retention. Retention must start the first day a new member interacts with our organization and it should never stop. It is a continuous activity.

Retention is a way of life that is woven into the fabric of our organization. This section will consist of various thoughts and ideas that have been successful when applied at numerous chapters. 
Each new member is special. Each will bring unique skills to the chapter. Using these skills and getting the new member to participate will give the chapter a useful and long renewing member.  Organizations need to communicate with their members regularly, reminding them what they are getting for their dues.
Each member has joined NARFE for various reasons. Members who join before retirement do so for reasons that may be different from those members recruited after retirement. Once recruited, that member is your member and needs to be cultivated and nurtured. It may seem strange, but once a member joins he/she becomes the most likely member not to renew. That’s the reason that the first year of membership should be called the Conversion Year.

Each new member should be sent a Welcome Letter (See Attachment F & G, pages 15 & 16) and given a Welcome Packet (See Attachment R, page 28).
The chapter greeter or a chapter officer should introduce the new member to the presiding officer so that the member can be formally recognized at this meeting by the chapter membership.

Name tags should be worn at meetings. This will help new members get better acquainted with the chapter members.

New members as well as long standing members should be encouraged to sign up for dues withholding. This usually guarantees membership retention (See Introduce D/W letter, Attachment B, page 11 and Dues W/H Rebate, Attachment C, page 12.

Involve the new member in functions of the chapter. Find the new members interests and then find a committee or a position which they can be assigned. An active and involved member is more likely to remain a member.

Use the local media to have published announcements of meetings. Include what the program will be, and the time and place of the meeting. Also include telephone number for contact.

An active telephone committee, that contacts each member, should inform members of the meeting time and place, program, and any other special information. This committee can also collect information from the members as to illness or other information in which the chapter would have an interest. E-mail may also be used to augment the telephone committee.
Programs should be planned that are of interest to the membership and limited to a set amount of time. Meetings that are “brisk” help attendance. People lose interest if a meeting is long and drawn out. Have a Meeting Agenda to follow.

Each member should be given a Chapter Executive Board roster. Due to privacy concerns, you may wish to limit the amount of information you provide.

Where possible a “newsletter” should be prepared for the chapter. This is a sure way of reaching all of the membership, including those who are unable to attend meeting because of illness or still being employed. Templates and assistance in starting a chapter newsletter is available from the Federation newsletter editor or can be obtained from the NARFE Web site.
Committee Chairpersons should give periodic reports of the accomplishments of their committees.

The membership committee should report on members who are in arrears on their dues and contact, by phone and/or letter, those who have received a “Second Dues Notice”.

MEMBER RENEWAL
Second Notice Members
A member is sent a first renewal notice two months prior to their expiration date. A second notice is then sent to a member one month after their expiration date. The first indication that a member has not renewed their membership will show up on the Monthly Chapter Activity Report (M-112). Notice that a member shown as having been sent a second dues renewal notice or dropped for non-renewal notice, and whose expiration date is in the future is NOT in arrears and need not be contacted. For all others, it is important at this time to take steps to call (See Phone Tips, Attachment P, page 26) or write the member to renew.  (See samples of lapsed renewal letters Attachments K & L, Pages 20 & 21). When the member renews, send a thank you letter for renewing.

Dropped Members
All attempts should have been made prior to this stage for keeping the member(s) on the rolls; i.e. when the member showed up on the M-112 report receiving a 2nd notice.  If all attempts have been exhausted and now the member is showing up as a dropped member, it is now at this point to call again (See Phone Tips, Attachment P, page 26) and have the member renew their membership. If the member cannot be reached by phone, then a letter should be sent (see Dropped member Attachment M, page 22 and Attachment R, page 28, “Material Distributions Guide” for inclusion of other material to send with letter).  Some members may show up on the M-112 under the “Chapter Member” category as Logistical Support Area (LSA). These are National only members who have dropped and can be approached to renew under other circumstances.

If a member has an unknown address, these sources can be used to locate them by using the following:
Try the web site http://ssdi.rootsweb.ancestry.com/cgi-bin/ssdi.cgi. This is the social security death index site that, if you provide the name and address of the member, will give you the date of death; if the member is deceased.  If you do not receive a date of death, you should assume that the member is still alive. Also try http://www.peoplesmart.com or http://www.legacy.com/NS/ which are other sources for death.  Two others for address inquiry are by www.directoryassistance.com or www.411.com.  One more is to Google the name of the member.  It may turn up an address, work location, or an obituary on the member.

An exit interview can be conducted by phone or letter whereby the use of the Exit Survey (See Attachment O, page 24) can be answered to find out why the member let their membership drop and to see if a response can be given back to the members to rejoin.

DOCUMENTATION AND TRACKING

What you have started, based on the goals you have set, should be tracked from the documentation you have been following.  See attachment Q, Page 27 for an example of tracking your progress through the year.  This is an excel file that can be changed to your specifications.  The bottom line is to track your progress by indicating the percentage of progress.  If you have 10 dropped members and 2 have been reinstated than you have a 20% success. If before the end of your period you have 5 more reinstate, then you now have a 70% success rate.  Another way to track is to download the monthly Chapter Activity Report (M-112) and cut and paste the four major areas that will require action into separate “sheets” in an Excel file; New Members, Second Notice, Dropped, and Prospective members.  The columns can then be titled for purposes of documentation for tracking.  Continue to add to this file the next M-112 each month.
OTHER THOUGHTS AND ACTIONS
1. The Membership Committee should prepare a plan that covers recruitment, development, and retention of members. This plan should be discussed and approved by the Chapter Executive Committee. And, importantly, it should be presented at a chapter meeting.

2. Should an employing agency have its own newsletter, will they let you put in a short piece about NARFE?

3. Would it be worthwhile to have one of your meetings with a designated theme “BRING AN

ACTIVE OR RETIRED FRIEND”?

4. What do you do with copies of the NAREF magazine after they have been read? Why not get three or four volunteers to take copies to the local libraries, government offices, hospitals (and their libraries), senior citizens centers, beauty parlors, doctors’ offices, etc.?

5. Devote at least one chapter meeting each year to review, summarize and critique membership recruitment, retention, and development.

6. It might help to have a table, which is in full view and not in a corner, on which is displayed an abundant stock of member applications and other NARFE recruitment literature. (This is not only for new members but any member who wishes copies.)

7. The best recruiter of all is the chapter member, who in his/her daily contact in the community, church, at the grocery store, etc., tells an active or retired friend about NARFE.

CONCLUSION
1. Begin one step at a time. 

2. Have a Plan.

3. Have a Committee with members delegated for each facet of membership; Recruitment, Retention, and Renewal. 

4. Document results and recognize all for the accomplishments obtained.

ATTACHMENT - A
2011 – 2012 Federation Membership Plan

The Federation has initiated an aggressive membership plan with incentives that are offered to reward Chapter members for recruiting and retaining NARFE members.  Incentives have been successful and work well in increasing membership as well as retaining membership.

The Colorado Federation is proceeding with the plan as follows:

RECRUITER PINS

All members who recruit one (1) or more new members will receive a distinctive Recruiting Pin.  This special recognition can only be received during the announced recruiting cycle.

All members who have recruited one member will be acknowledged with a letter of thanks.

CHAPTER RETENTION PLAN

Objective:  Maintain and increase membership by reducing and/or minimizing the number of voluntary membership losses.  

· Any annuitant who signs up for dues withholding will receive a check for $5.00.

· Any spouse who joins NARFE will receive a check for $5.00.

· Any spouse who signs up for dues withholding will receive a check for $5.00.

Method: Provide a one-time $5.00 cash rebate to chapter members (current or new) who sign up for Dues Withholding.  The Colorado Federation will provide the funds for the project.

· Members will sign up for Dues Withholding on Form DW-2 for current members and DW-3 for new member retirees.

· The members will also complete the NARFE Member Request for Dues Withholding Rebate, Form C-7 (7/2009) (See Attachment C, page 12)
· The two forms are to be forwarded to the Federation 1st VP-Membership for processing the DW-2 to National HDQTRS and retaining the Form C-7 for the Rebate processing.  Members may also use the Combined Form C-7, Member Request for Dues Withholding Rebate, and DW-2, Dues Withholding Application for Retirees, as included.

· The $5.00 Rebate will be issued when the change to Dues Withholding is reported on the M-112, Monthly Chapter Activity Report, under ‘Payment Status Changes.’

NATIONAL PLAN

Continuation of the $8.00 recruiting fee for recruitment of an Active Federal Employee (AFE) 

was approved at the National Convention, September 2010.  
2011-2012 Federation Membership Plan   
ATTACHMENT - B

Introduce D/W Letter
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(DATE)
Dear (Name)
This letter has a message that would not only benefit you but NARFE as a whole. Dues Withholding is for federal retirees.  Last year our National Treasurer spent eighty thousand ($80,000) dollars for postage to mail out first and second dues renewal notices. That is $80,000 dollars we should have been able to use to a better advantage.

I guess by now you have guessed where I am going with this. The Colorado State Federation has 1613 dues paying members out of 6651members, or a little over 17%, are paying their dues through the "Dues Withholding Program." I am writing to members such as you who are paying their dues on an annual basis. When NARFE has to send a member a second dues payment notice they also send the membership chairman a report of what they have done. When a name appears on the report that is where the work starts. Most of the letters that must be written are to apply a little personal touch in a request for a member to pay their dues. We could cut down this letter-writing thing if we can get you to go on "the Program."

Going on Dues Withholding has its benefits for you. The first benefit is that it is CHEAPER!  By going on Dues Withholding, your annual National and Chapter dues are less than $3.66 per month, down from $4.16 per month when paying annually. You save $6.00 a year! Secondly, by doing so, you will be allowing your Chapter, your Federation, and your National Office to save on postage, on paper, and on effort. Yes, we have some members who need letters to get them to retain their membership.

As an incentive, if you switch over to the dues withholding program, the Federation has a "good deal" for you but you must follow some simple instructions.  Fill out the enclosed DW-2 form. Print in the space provided your Social Security Number. Print in your "CSA" or "CSF" number. (This is listed on your CSA 1099R or your recent Notice of Annuity Adjustment.) I’ve already printed in your name, street address, city and state. I filled in your NARFE number and Chapter number. Read and sign it with your signature in the space provided next to the RED X. Now, put this form in the Self Addressed Stamped Envelope provided. You will receive a $5.00 check from our State Federation. Please note: Your "dues withholding" will begin when your current annual paying dues expire. But remember that the rebates are a "one time offer."  Hurry, fill out and sign both forms and put them in the self-addressed stamped envelope.

If you need assistance, feel free to call me.

Warm Regards,

ATTACHMENT - C
NARFE MEMBER REQUEST FOR DUES WITHHOLDING REBATE

NARFE I.D. #_____________________________

Chapter No.__________________________

Name____________________________________________________

Address_______________________________________City____________State______Zip_______________

This is to certify that I have submitted a Form DW-2 authorizing appropriate deductions from any annuity payments to pay the amount of dues for which I am annually obligated.

My current dues expire:____ _________________________
I understand I will receive a one-time only $5.00 rebate from the Federation.

X





Signature

Date:______________________________

Mail DW-2 and this completed form to: Eva Heller, Federation Vice President


Form C-7 (07/2009 REV)

    2732 S. Garfield St., Denver 80210-6622

ATTACHMENT - D
NARFE DUES CODES AND CATEGORIES
A1

Annual Member Retiree

A2

2 Years Member Retiree

A3

3 Years Member Retiree

CURRENT FEDERAL EMPLOYEE SPECIAL INCENTIVES (AFE)

AA
=Current Federal Employee 1 Year

AB
=Current Federal Employee 2 Years

AC
=Current Federal Employee 3 Years

OPM BLIND MAILING INCENTIVES

AF
=Office of Personnel Management 1 Year

AG
=Office of Personnel Management 2 Years

OTHER CODES

B
=Dues Withholding National and Chapter

C
=Dues Withholding National Only

D
=National Life Membership (members must continue to pay chapter dues)

E
=Partial Life Membership (payments of Life Membership on quarterly basis)

F
=Honorary Membership (85 years of age with 20 years NARFE membership)

I
=Non-renewal

MEMBER TYPES



RECRUITED BY (RB)

A
=Annuitant




C
= Chapter 

C
=Active 




N
= National

D
=Distinguished

F
=Active Spouse

N
=Annuitant Spouse

S
=Survivor Annuitant

P
=Prospect

Renewal Notices:

· 1st Dues Notice mailed two months prior to expiration date.

· 2nd Dues Notice mailed one month after the expiration date.

· Members will be dropped from the rolls three months and 3 days after the expiration date.

· If a former member pay dues within one year of their expiration date, they are considered reinstated; and they retain their same membership number.  After one year, they are considered new members; and assigned a new membership number, unless they request to have their old membership number reassigned.

· National Policy allows multiple year collection of chapter dues.  There is no limitation such as 5 years; a member may pay chapter dues as far in advance as they desire.

· Dues withholding applications are only included with the first dues renewal notice.

ATTACHMENT - E

 Introduction letter
For recruiting packet
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Dear Federal Employee: 

When you retire from government service, you'll realize that your retirement benefits are the most valuable assets you own. Despite this, many federal retirees leave government service giving little or no thought to the preservation of their earned benefits. They seem unaware that these assets will erode if left exposed to inflationary and political forces. 

Some of us have taken a more responsible course. We recognize our duty and responsibility to join forces to protect our common interests. We have turned to the National Active and Retired Federal Employees Association (NARFE), the nearly 310,000-member Washington-based watchdog organization dedicated solely to the preservation of federal civilian retirees' benefits since 1921. 

While you may not retire for months or even years, NARFE is working to protect your future today. Many of our members are currently employed. When they are ready to plan their retirement, NARFE is there to help them make the transition from workplace to retirement. 

NARFE does more than just talk about protecting your benefits. NARFE keeps you informed about issues important to your retirement security while representing your interests in Washington and your state legislature. Congress and the administration understand that NARFE members form an important voting block. 

This letter complements the information you received from the person representing NARFE.   I’m sure you will acquire an understanding of how very important NARFE is to your retirement plans. 

Enclosed you'll find a membership application. Please use it to join NARFE today! For only $45.00 you gain a subscription to NARFE's popular monthly magazine, valuable money-saving services and access to the most complete federal retirement information available. If you have any questions about NARFE, please call toll-free at 1-800-627-3394 or visit our Web site at www.narfe-colorado.com 
Sincerely, 
Name

Position

ATTACHMENT- F 

 Welcome letter from Chapter
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COLORADO FEDERATION OF CHAPTERS

Your address

March 4, 2009


Members Name 

Address

City, Co 81076

 Dear xxxx,

 We have been notified by our National Headquarters that you have recently joined the National Active and Retired Federal Employees Association.  I would like to welcome you to the (name) Chapter (number) of NARFE.  While much of the work of NARFE is done through our National Office through contacts with Congress and OPM, the chapters also play an important role as the local contact with our members, and keeping members abreast not only of national issues, but state and local issues that affect us, and providing an opportunity to participate in the work of NARFE.  For this reason I would encourage you to become involved in our local chapter.

 The (name) Chapter currently has approximately XX members.   We hold meetings on (When) at 2 pm on the second Wednesday of the month.  The standard meeting format is a program and business meeting, followed by refreshments although this may vary from time to time.  Spouses are welcome, and encouraged to attend.  We usually meet at (Place).    

 The next meeting will be on Wednesday (Date), 2 pm at (Place).  (Describe the program that will be presented).   We have a calling tree for political action to protect our earned benefits and meeting announcements.  Please include an e-mail address if available.  Mine is xxxxxxxxx@yahoo.com.  
 I would like to welcome you and extend a personal invitation to you to attend this meeting, and I look forward to seeing you there and having the opportunity to see you again!
 Sincerely,

 xxxxxxxx, President

xxxxxxxx Chapter xxxx

ATTACHMENT - G

 Welcome letter from Federation
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COLORADO FEDERATION OF CHAPTERS

:

November 16, 2010

Dear xxxx,

As President of our State Federation of Chapters, I welcome you aboard! As part of our welcome procedure, I am writing to provide you some useful current information on NARFE and your chapter. 

Belonging to NARFE is vitally important to you, personally, since membership numbers really count when NARFE makes our case to legislators on federal employee benefits and retirement issues. NARFE is the only national organization devoted to doing this for all federal employees and retirees. Cost of living adjustments (COLAs), Social Security including Medicare and Medicaid, and FEHBP health insurance are among the issues in which we have a shared interest, and which are at constant risk of being eroded because of political or alleged budgetary reasons. 

We also invite you to join us at the monthly Chapter xxxx meetings held on the third Tuesday of each month at (address) at 1:30 pm. 

Colorado also has a web site www.narfe-colorado.com for those with internet service. It has lots of information. You may want to read the bi-monthly newsletter, or look at the other sections.  Check out the “Employed Member” section for working members.

Please give me a call or write me at the address below if you have any questions.  I look forward to talking to you personally and in hopes of seeing you at one of the meetings.

Sincerely,

Your name 

Address

Email

ATTACHMENT - H

 Prospective Member Letter
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COLORADO FEDERATION OF CHAPTERS

December 4, 2010

Dear NAME,

I am contacting you as you have shown to have some interest in the past of knowing about the National Active and Retired Federal Employees (NARFE) Association and the benefits of being a member.

NARFE is the only association that protects the earned retirement and health benefits of federal retirees, current federal employees, and their families.   NARFE represents the retirement interests of over 5 million current and future federal annuitants, spouses, and survivors.

NARFE’s national legislative program is advanced in Congress by a team of registered lobbyists backed by an informed network of grass root activists in every state and congressional district, and a member-supported Political Action Committee.  Our strong supporters and years of experience on Capitol Hill and in federal agencies have made NARFE a name respected by members of Congress and key players in the federal community.

Member benefits include an effective voice in Washington, D.C., the award-winning NARFE Magazine, up-to-date information through NARFE’s website; in-house experts who advise on retirement and insurance benefits; insurance (Dental, Medical, Life, Long Term Care); a united network of support with other Federal employees and retirees; and perks (discounts such as moving and travel companies, hotels, GEICO). Colorado also has a web site www.narfe-colorado.com. It has lots of information. You may want to read the bi-monthly newsletter, or look at the other sections.  

In Colorado we have 25 local chapters to serve you. Your local chapter is Chapter xxxx.  The chapter meets on the third Tuesday of each month. The date of the next meeting is (date) which you are welcome to join us.  The meeting is held at (address) at 1:30 pm. My hope is that you will join NARFE and assist us in our efforts to continue protecting your hard earned retirement and health benefits.        

A subscription to NARFE’s popular monthly magazine gives you access to the most complete federal retirement information and current legislative issues and is included with your membership.  

Again, NARFE is the only association dedicated solely to protecting and enhancing the health care and retirement benefits of federal employees and survivors. 

We have enclosed a self-addressed envelope to return your Membership Application. Membership costs are minimal, so please use it to join NARFE today!
Sincerely,

Your Name

Address 
Email 
ATTACHMENT - I 
Prospective Active Member Letter
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COLORADO STATE FEDERATION OF CHAPTERS                                                                   NATIONAL ACTIVE AND RETIRED FEDERAL EMPLOYEES ASSOCIATION

 Dear Active Federal Employee:

 
When you retire from government service, you’ll realize that your retirement benefits are the most valuable assets you own.  Despite this, many federal retirees leave government service giving little or no thought to the preservation of their earned benefits.  They seem unaware that these assets will erode if left exposed to inflationary and political forces.   

 Many of us have recognized the need to join forces with other federal employees and retirees to protect our common interests.  We have turned to the National Active and Retired Federal Employees Association (NARFE), the nearly 320,000-member Washington-based watchdog organization, dedicated solely to the preservation of federal employees and retirees’ benefits since 1921.   

 
While you may not retire for months or even years, NARFE is working to protect your future today. Many of our members are actively employed.  When they are ready to plan their retirement, NARFE is there to help them make the transition from workplace to retirement.


 NARFE keeps you informed about issues important to your retirement security while representing your interests in Washington.  

 Realistically, in addition to protecting your retirement benefits, NARFE does a great deal in support of federal employees as follows:

● Continues support in maintaining FEHBP for current federal employees; maintaining the portions paid by the government, (approximately 70%  with the remaining 30% paid by both current & retired federal employees. 

● Continues to oppose increasing the number of working years used to calculate the retirement pension, i.e., from the current 3 years to 5 years which Congress has recommended on numerous occasions.

● Continues to oppose reducing the percentage, from the current 55% to 45% for surviving annuitants. 

● Continues to oppose increasing the Federal Employee Retirement System (FERS) contribution from 0.8% to 1.3%.

● Opposes a change in the “Thrift Savings Plan” (TSP) whereby the government’s match of 5% to the employee’s 5% contribution continues vice the proposed increase of 10% by the employee while the governments match remains at 5%.

● Opposes any adverse changes to the Social Security Program; specifically privatization of the program and/or an increase to the current 6.2% contribution to the retirement plan.

 This packet provides some information about NARFE and its long history of serving the Federal Community.  I hope you will gain an understanding of how very important NARFE is to your retirement plans, as well as the benefits you enjoy as an active federal employee. In Colorado we have 25 local chapters to serve you. 

 Enclosed you’ll find a membership application. Please use it to join NARFE today!     

A subscription to NARFE’s popular monthly magazine gives you access to the most complete federal retirement information and current legislative issues and is included with your membership.  If you have any questions about NARFE, please call toll-free at 1-800-627-3394 or visit our National Web site www.narfe.org or Colorado Web site http://www.narfe-colorado.com  

 Sincerely,

Your Name, Address, Email, etc
ATTACHMENT - J
Recruiting Letter
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COLORADO FEDERATION OF CHAPTERS

(Date)

Dear (Name),

Please consider joining NARFE!  As you probably know, NARFE is the only organization representing active and retired federal employees. Benefits are provided to NARFE members through their chapter, the Colorado state Federation of NARFE and the national office located in Alexandria Virginia.
NARFE is an association of over 300,000 federal workers and retirees united to preserve the economic security and well-being of federal employees in retirement.
Our primary objective is to protect and preserve the benefits of federal employees, retirees and their families. NARFE is actively pursuing a legislative agenda in Washington, D.C. as well as in Colorado State Capital.  NARFE members in our chapter are also involved in community and social activities. 

Membership in NARFE is an important way for federal employees and retirees to make a positive impact on their future. NARFE members are united to enact legislation to allow annuitants to pay FEHBP premiums with pre-tax dollars; a benefit federal employees receive, while advocating the repeal of the Windfall Elimination Provision (WEP) and Government Pension Offset (GPO) provisions of the 1983 Social Security Act.

I am enclosing information about NARFE with a membership application.  There are 25 Chapters in Colorado and with your joining a chapter near you is ready to welcome you and invite you to attend and participate in their Chapter meetings and functions. In addition you’ll find our Federation newsletters with further information about our Colorado Federation of Chapters at www.narfe-colorado.com . I look forward to meeting you. 

If you have any questions, please contact me at 000-000-0000.

Sincerely,

Your Name

Address

Email
ATTACHMENT - K
Lapsed Renewal D/W Letter
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COLORADO FEDERATION OF CHAPTERS


DATE

 

Member's Name

Address

City, State Zip 

Dear                    , 

     Our information indicates that your NARFE membership dues were due for renewal (Put dues expire date here).  Your continued membership is of upmost importance in this era when budget cuts leave our retirement benefits very vulnerable.  The strength of our numbers equates to NARFE’s influence in Congress to gain support on legislation beneficial to the federal worker and retirees.

 

     As you no doubt know, National Dues are $40.00 annually.  Our annual chapter dues remained the same, $0.00 for a total of $00.00 a year.  To make it easier for you in the future, why not consider automatic Dues Withholding?  By opting for Dues Withholding, your National Dues are only $34.00 annually, saving you $6.00.  In addition to saving you the $6.00 annually, if you opt to sign up for Dues Withholding, the Colorado State Federation of Chapters will give you a one-time rebate of $5.00.  

 

     I know that many members say, “I don’t want OPM to mess with my check.”  If you think about it, OPM “messes with your check” two times a year - once, on January 1 of each year when your annuity is adjusted and once, on February 1 of each year when your FEHBP changes.  Both of these changes take place without any problems.  

 

     In view of the foregoing, I would strongly recommend you consider Dues Withholding.  All you have to do is fill out the DW-2 form I have enclosed and mail the completed form back to the address below.  I will mail the original to NARFE Headquarters in Virginia and have a check for Five Bucks mailed to you.  That’s not too bad a deal, is it!

  

     As an added benefit, dues withholding also cuts down the cost of renewing each year and saves our Association and your Chapter a lot of money just in postage costs. Please consider the advantages of Dues Withholding.

 

     If you desire to continue to pay your dues annually, please remit your check for $00.00 to Membership Services, NARFE, 606 N. Washington Street, Alexandria, VA  22314. I’ve also included a self-addressed pre-paid envelope with a filled out renewal slip 

 

     We sincerely hope you will renew your NARFE membership.

 

With warm regards,

 

Name

Address
Email

ATTACHMENT - L 
Lapsed Renewal Letter
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COLORADO FEDERATION OF CHAPTERS
DATE

Dear (NAME) 

I regret that you have allowed your membership in the National Active and Retired Federal Employees Association (NARFE) to expire. Perhaps it was simply an oversight. If this letter has arrived after you have renewed, then thank you for your understanding of the importance of renewing. If you have not renewed, then I urge you to reinstate your membership today. 

Why should you maintain your membership in NARFE? Your federal benefits and health insurance are probably among the most valuable assets you own. For almost 90 years, NARFE has been on the scene in Washington, D.C., to safeguard and strengthen those benefits. Today, we number more than 300,000-members strong. But to ensure NARFE’s continued success and to ensure your benefits are not reduced or even eliminated, we need you to re-join us.  

Some lawmakers are exploiting our economic situation by attacking the federal government’s most valuable asset – its workers and retirees.  Will you sit on the sidelines while politicians use federal workers and retirees as their “whipping boy?” NO!  This is the time for all federal workers and annuitants to stand with NARFE. If you value your salary, or your retirement annuity and health benefits, renew your membership! 
    
Now, more than ever, your membership will strengthen NARFE’s ability to safeguard our benefits. You earned your retirement benefits through long years of dedicated public service. Support NARFE’s legislative professionals in Washington and grass-roots political activists across the country. We can stop politicians from reducing the retirement and health benefits that are rightfully yours. 
NARFE is the only organization whose sole reason for existence is to protect your health and retirement benefits. NARFE must be at top strength. We need your support as never before.

You can renew now for only $XX.XX by filling out the enclosed renewal slip. That’s very little compared to what you could lose.  Don’t wait!    Please send in your renewal today in the self-addressed pre-paid envelope.

With warm regards,

Sincerely,

P.S. Membership includes a subscription to NARFE, our monthly magazine. It keeps you up-to-date on finances, health care coverage and legislation affecting your retirement income. What could be more important than that?

ATTACHMENT - M
Dropped Renewal Letter
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COLORADO FEDERATION OF CHAPTERS

Date
Dear (Name), 

I regret that you have allowed your membership in the National Active and Retired Federal Employees Association (NARFE) to expire. Perhaps it was simply an oversight. In any case, I urge you to reinstate your membership today as explained below. 

Some lawmakers are exploiting our economic situation NOW by attacking the federal government’s most valuable asset – its workers and retirees. The recent Debt Commission has made devastating proposals towards the Federal sector.  One proposal would base annuities on the highest five years of salary instead of the highest three years. For retirees a proposal that would reduce federal retiree health benefits and income security. They are considering worst proposals.

Why should you maintain your membership in NARFE? Your federal benefits and health insurance are probably among the most valuable assets you own. For almost 90 years, NARFE has been on the scene in Washington, D.C., to safeguard and strengthen those benefits. Today, we number more than 300,000-members strong. But to ensure NARFE’s continued success and to ensure your benefits are not reduced or even eliminated, we need you to re-join us now.  

Will you sit on the sidelines while politicians use federal workers and retirees as their “whipping boy?” NO!  This is the time for all federal workers and annuitants to stand with NARFE. If you value your salary, or your retirement annuity and health benefits, renew your membership! 
    
Now, more than ever, your membership will strengthen NARFE’s ability to safeguard your benefits. You earned your retirement benefits through long years of dedicated public service. Support NARFE’s legislative professionals in Washington and grass-roots political activists across the country. We can stop politicians from reducing the retirement and health benefits that are rightfully yours. 
NARFE is the only organization whose sole reason for existence is to protect your health and retirement benefits. NARFE must be at top strength. We need your support as never before.

Using the renewal slip enclosed, you can renew now for only $XX.XX which is your national dues and chapter dues combined. That’s very little compared to what you could lose.  Don’t wait!    Please send in your renewal today in the self-addressed pre-paid envelope.

Sincerely,

Name

Address

ATTACHMENT - N
Reinstatement Slip or Card

( CHECK ENCLOSED PAYABLE TO NARFE
( CREDIT CARD





ATTACHMENT - O
MEMBERSHIP EXIT SURVEY
Date
Member’s Name
Address
City, State  Zip
Dear Member:
We regret that you have chosen not to renew your NARFE membership.  It would be very helpful to us if you would let us know the reason(s).  If the problem lies with us, perhaps we can make changes for your benefit and/or for others who may feel the same way.
Listed below are some common reasons why members terminate their membership with NARFE.  Please check those items listed below that apply or if you prefer to contact me by phone, or e-mail, please do so at (phone, e-mail).
If these reasons do not fit your situation, please let us know your specific reasons on the reverse side of the form.
□
NARFE failed to meet my needs because__________________________________________
□
NARFE is not addressing issues important to me because_____________________________
□
I disagree with NARFE’s goals because___________________________________________
□
I cannot afford the .11 cents a day for protecting my health and retirement benefits.
□
I was not recognized or welcomed at the Chapter meeting.
□
I do not need NARFE. I can stop Congress and protect my benefits on my own.
□
My other reason(s) is/are_________________________________________________________.
□
I will rejoin if _________________________________________________________________

□
I would like to have a response to my reason(s) above?  If so, what is the best time to contact you?  Your phone number___________________________
Thank you for taking the time to share your views with us.  Please return this survey in the enclosed self-addressed, stamped envelope.
Sincerely,
Name
 Membership Chair
ATTACHMENT - O1
THE ANSWERS BELOW ARE TO ASSIST YOU IN GIVNG A RESPONSE TO THE EXIT SURVEY.

Answers to three statements above: NARFE does not claim to be perfect; it works on behalf of all its members but with limited, finite resources. However, NARFE is the only special advocate you have on Capitol Hill and in your state capital.  There is no one else! Because federal pay and benefits can be changed at the whim of Congress, we need a strong voice to represent us. Not renewing your membership and dropping out only serves to weaken NARFE’s advocacy, which ultimately mutes the only political voice you have in dealing with Congress.  You cannot assume any longer that the remaining NARFE members will protect your pay and benefits for you. Lend your support in strengthening the organization. NARFE needs everyone’s membership and dues to ensure it can maintain its strong political voice. Every member counts! Every member can make a difference!
Answers to cost of dues: Your membership and dues are critically needed for a strong approach on Capitol Hill. When memberships decrease, revenue decreases. If the current decline in members continues, there is a very real risk of NARFE losing the revenue necessary to sustain its political voice vital in helping hold back legislative reductions in your federal pay, retirement, health and other benefits. No longer can you or anyone depend on others to carry the day. NARFE’s future success in halting federal reductions depends upon every single NARFE member’s choice to renew.

What else can you belong to that works to protect your federal annuity and health insurance program? 
Answers to protect on my own above: NARFE is not “just another organization”. NARFE is the only organization dedicated solely to protecting the health care and retirement benefits of federal employees and their survivors. This organization provides you with your very own lobbying team that works every day on your behalf to ensure that your earned federal retirement benefits remain protected in Congress.

Answers to addressing issues important to me: NARFE has lived up to its promises. It has helped protect and keep our current benefits. Nothing crucial has been lost, and we want to keep it that way. NARFE is here to focus your action on issues. We need you to be an active member and take action on the issues. 

Answers to not welcomed:  “I’m sorry you felt unwelcomed. How can we correct this and make all our members feel more welcome?”  “Perhaps you could help us with the meet-and-greet committee so we can improve how we welcome new members at the next Chapter meeting”

NOTE: Answers are from articles and brochures of NARFE 
ATTACHMENT - P
Suggested Phone "Tips"
· Not every member has given NARFE a phone number and some of those listed 
may be wrong. 

· When a phone number isn't listed, search your local phone book. If you have 
Internet connections, you can consult online search engines such as Google, 
Yahoo and Excite and/or call the phone operator to see if a number is listed. 

· If you cannot find a phone number, write a personal note or letter to the member. 

Suggested Phone Conversation: 

· Call during reasonable hours (avoid dinner time) 

· Identify who you are and ask if it is a good time to talk about NARFE. 

· Ask them if they have renewed their membership 

· If they have, thank them for having done so and end the conversation 

· If they have not, press them to renew 

· If the answer is no, ask them why 

· Address those concerns if you can 

· Alternately, offer to take a message to get the question answered and promise a 
follow up call. You have a better chance of getting them to renew after you have 
addressed their concerns 

· Emphasize: 

· We have a more Conservative Congress 

· That Congress will be looking for ways to reduce the National deficit 

· Your retirement benefits will be targeted and potentially reduced 

· Right now, Congress is looking at reducing your future retirement 
annuities & increasing your health insurance premiums. 

· Can I count on your renewal? 
Get them to renew. If they have lost their renewal notice, offer to collect 
their dues from them. Do what it takes to bring them back into NARFE
ATTACHMENT - Q
MEMBERSHIP RENEWAL RECORD
	NAME
	DATE 2ND NOTICE
	CONTACT DATE
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	DATE DROPPED
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ATTACHMENT - R
MEMBERSHIP MATERIALS DISTRIBUTIONS GUIDE

NEW CHAPTER MEMBER KIT- (Retiree) 

1.  Welcome Letter 

2.  F-121 - Welcome to NARFE (optional)
3. Chapter Newsletter 

4. Bylaws (optional)

*SECOND NOTICE - Delinquent Dues 
(Retiree) 

1.  Personal Renewal or Personal Renewal D/W Letter

2.  F-l22 - "What Has NARFE Done for You 
    Lately?"  or F-117

3.  M-l – Reinstatement Card or slip
4.  SASE* 

*DROPPED MEMBER - (Retiree) 

1.  Personal Dropped Renewal Letter

2.  M-l - Reinstatement Card
3.  Exit Survey 

4.  F-l22 – “What Has NARFE Done for You  

    Lately?”

5.  SASE* 

NEW CHAPTER MEMBER KIT- (Employee) 

1.  Welcome Letter  

2.  F121 - Welcome to NARFE (optional)

3.  Chapter Newsletter 

5. Bylaws (optional)

*SECOND NOTICE - (Employee) 

1.  Personal Renewal D/W Letter

2.  F-l22 - "What Has NARFE Done for You 
    Lately?" or F-117

3.  F-123 - "Pop Quiz" pamphlet 
4.  M-l - Reinstatement Card or slip
5.  Exit Survey 

6.  SASE*
*DROPPED MEMBER - (Employee) 

1.  Personal Dropped Renewal Letter  

2.  M-l - Reinstatement Card
3.  Exit Survey 

4.  F-123 - "Pop Quiz" pamphlet 
5.  SASE*  / 
*POTENTIAL NEW MEMBER

1. Prospective Member Letter

2. Membership Application H-140A

3. F-122 – “What Has NARFE Done for You  

    Lately?” or “NARFEs Accomplishments”         (F-117)
4.  SASE*
5.  NARFE Magazine (optional but advised)
RENEWALS – LETTER OF THANKS

*IMPORTANT NOTE: It is highly recommended that you enclose a self-addressed, stamped envelope (SASE) in mailers indicated by asterisk to encourage responses.

Recruitment Resources

· F-60 - Membership Chair Duties & responsibilities

· FH-19 - Membership Development Manual

· FH-10 - Chapter & Federation Officers manual

· FH-6 - Membership Records Manual

· Posters – From NARFE website
· Recruiter’s Journal

· Quarterly News

· F-117 - NARFE’s Accomplishments

· F-85 - Gift Membership

· H-140A - Member Application (Do not leave home without it)
· F-l22 – “What Has NARFE Done for You Lately?”

Revised 1/15/11
REFERENCES

NOTE: Most of the items below are downloadable from NARFE web site.


F-10
 
Chapter & Federation Officers manual (08/08)

F-14C

Membership Application, self- mailing envelope (10/10)

F-60

Membership Chair Duties and responsibilities (06/10)

F-84 

Chapter Transfer form (02/08)

F-117 
NARFE’s Accomplishments (01/10) 
F-122

Look at What NARFE has Done for You Lately (06/10)
F-133

Your FERS Benefits 
FH-6

Member Records Manual (06/10)

FH-19 
Membership Development manual (08/08)

H-140A
Membership Application (Do not leave home without it)
M-1 

Reinstatement card (04/09) 
M-2 

Prospective Card (03/09)

M-112
Monthly Chapter Activity Report

M-114 
Semi-Annual Membership Roster
M-121
Welcome to Your NARFE Chapter (04/08)
DW-2

Dues Withholding Application for Retirees (10/10)
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MEMBER:___________________________________   


MEMBER ID:_______________ CHAPTER_________


RENEWAL AMT:__________








CREDIT CARD INFORMATION


CARD TYPE( MC ( VISA ( DISCOVER ( AMEX


CARD#________________________VALID THRU____/___


						    MM    YY


NAME ON CARD(PRINT)___________________________





SIGNATURE_____________________________________	
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Membership Services               


606 N. Washington St


Alexandria, VA 22314-9705
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