STANDARD OPERATING PROCEDURES of LEARA 

# 2004051200 

MEMBERSHIP COMMITTEE, 
APPLICATIONS and RENEWALS 

1. Membership Committee: 
a.  Committee Chairperson: The President may appoint a LEARA Trustee who serves at his pleasure.  
b.  Committee Members: The Committee Chairperson may recruit any other LEARA member(s), who serve at the pleasure of the President and Chairperson.  
c.  Duties of the Membership Committee include, but are not limited to: 
       i.  encouraging membership in LEARA, as well as ARRL, 
      ii.  maintaining LEARA’s Membership Database (“Database”), 
     iii.  maintaining LEARA’s web-site, 
     iv.  processing membership applications & renewals, 
      v.  coordinating and maintaining ARRL affiliation.  


2. Forms: 
a.  Appropriate application and renewal forms shall be maintained and modified, as required, by the Membership Chairperson and/or Committee.  
b.  Completed forms shall be accepted and processed by the Membership Chairperson and/or Committee.  


3. Verification of a new or former-member applicant’s license shall be made in one or more of the following ways: 
a.  photocopy of applicant’s FCC license, 
b.  personal verification by an active LEARA member, who so indicates by signing the application, 
c.  on-line verification by a Membership Committee member at the FCC’s web-site or reliable on-line call-book such as arrl.org or qrz.com.  


New Applicant Procedure: 
a.  Receive completed application and dues.  
b.  Forward dues to the Treasurer.  
c. Verify license validity per Sec. 3 above.  
d. Acknowledge the application (E-mail, US Mail or telephone), advising that further information will be forthcoming via USPS.  
e.  Conditionally enter new applicant into the Database (Type = P – Pending) to allow delivery of the next scheduled newsletter.  
f.  Advise all Trustees of new applicant’s information via e-mail, asking any Board member with an objection to reply to all, describing the objection.  If no objection is received within three(3) business days, new applicant’s membership is considered effective. Any applicant about whom a Trustee indicates an objection is to be discussed at the next Board meeting.  
     i.  Membership becomes effective and dues becomes non-refundable upon approval by the Board of Trustees.  
    ii.  The Trustees may reject the application of any individual where the Trustees believe said individual’s 
         membership is not in the best interest of the Association.  
g. After Trustee approval: 
     i.  Enter a badge order and send badge(s) to new member(s) within a reasonable time.  
    ii.  Send a welcome letter, together with Auto-patch and repeater operating instructions to new
         member(s) within a reasonable time; badge(s), welcome letter and instructions may be sent together, 
         provided timing is reasonable.  
  iii.  Update the LEARA Database to show appropriate membership type; i.e., M – Regular Member.  
  iv.  Keep the Newsletter Editor advised of new member(s) for inclusion in the next issue.  
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4. h.  If membership is denied: 
     i.  Send the applicant a communication to that effect, along with a dues refund.  
    ii.  ‘Archive’ the applicant in the Database indicating the reason for denial in ‘Comment’ field.  


5. Former member applicants (those who allowed membership to expire) may be processed directly into the Database as though membership had not expired, provided the former member’s information is readily located in LEARA’s records or Database (active or archive), and the former member: 
a.  left LEARA in good standing, 
b.  had never been banned or expelled from LEARA, 
c.  otherwise meets membership criteria, 
d.  submits the required dues, which becomes non-refundable if all conditions are met. 
e.  If any of the above is not met, the application shall be submitted to the Trustees’ next meeting, for consideration as a new applicant.  
f.  Keep the Newsletter Editor advised of reinstated member(s) for inclusion in the next issue.  


6. Membership Database: 
a.  The Database is property of the Lake Erie Amateur Radio Association.  
b.  No form of the Database nor any portion thereof, other than printable-only reports (such as pdf), shall be shared with anyone except LEARA Trustees, Membership and Election Committee members, unless specifically authorized by a majority of the Trustees.  
c.  The Membership Chairperson is responsible for the Database and its maintenance.  
d.  The Database shall be maintained as current as possible based upon information obtained from renewal notices and/or other reliable sources; if the member leaves LEARA under adverse conditions, it will be so noted in the ‘Comments’ field.  
e.  A copy will be maintained in an off-site secure location, up-dated as often as necessary to assure continuity.  
f.  The Chairperson’s copy, backed up by the secure-location copy, is the only official LEARA membership record.  


7. Renewal notices and rosters: The Database is capable of producing a personalized renewal notice for each voting member, as well as a current roster.  
a.  Renewal notices are designed to accommodate window envelopes, the Election Committee may use them for that purpose.  To insure that the latest information is on the notices, these shall be printed within the week prior to mailing ballots and supplied to the Election Committee.  
b.  Current Rosters, by request of and in cooperation with the Election Committee, may accompany ballots.  
c.  An up-to-date roster may be provided to any member in good standing upon request to a Membership Committee member.  


8. Renewal reminders: 
a.  The Database can produce personalized Renewal Reminders for delinquent members; notices for members who receive newsletters are mailed in April on or about newsletter time.   
b.  The Database can produce separate notices for members who do not get the delinquency messages, such as members who receive newsletters via e-mail or other classes of membership who receive no newsletter; these are mailed in March.  

LEARA Secretary 
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LEARA President 
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Revisions:  
4.f. allows approval via e-mail per vote at trustees’ meeting 3/10/2001.  



8.   added (Renewal Reminders)  05/12/2004.  

(page 2 of 2)..

\SOP_Mmbrshp – 05/12/2004  –  msg  
