New Member Onboarding Checklist
Agency:____________________________________________________________________________
Contact:___________________________________________________________________________
Email: _________________________________  Phone: ____________________________________

Week 1: 
· Send a welcome email the day the member joins with relevant log-ins. 
· Mail a new member resources package with a welcome letter. (Include log-in information, product and service brochures, a copy of your publication, etc. This is something you hope they keep on the shelf in their office.) 
· Welcome new members with a handwritten thank you card from membership staff. 
· Assign the member to a board of directors or membership committee member who will ‘mentor’ their membership journey. Provide contact information and outreach schedule.
Week 2:  
· Send welcome letter from the chairman. This can be sent with your publication, an event promotion or separately.
· If you have an area of the website that lists agency members, be sure the agency is recognized and send a quick note letting them know they are recognized. 
· Follow the agency on social media from your association’s pages.
· Send a reminder email about website access, publication subscriptions, BIM access and Virtual University, etc. Encourage them to provide their agency roster including the contact information and vitals for all staff. 
· Invite new member and staff to attend an orientation session (if applicable). This can be a quick, even pre-recorded webinar that reviews website resources, event schedule and publications.  
· Welcome phone call/email from “volunteer mentor”. Mentor to report back to staff via email. 
Week 3: 
· Communications staff to reach out about creating a TrustedChoice.com profile and see if they are eligible for reimbursement activities. Also suggest they do the web check-up with Trusted Choice national staff. 
 Week 4: 
· 30 days out follow-up with a phone call from staff to see if they have any questions about membership. Continue to encourage them to provide their agency roster so their staff has access to all member benefits. (Now they’ve likely seen everything once.) 
Week 5: 
· Phone call from staff to obtain E&O policy expiration date if they aren’t insured by the Big “I”. Be sure to follow-up 60 days in advance asking for opportunity to quote, if now is not the time. 
· Encourage agent to register for Big “I” markets online market access including affluent  homeowners
· Introduce agency to standalone personal umbrella coverage 
Week 6:
· Follow-up email about TrustedChoice.com profile and other benefits they may not be taking advantage of yet. 
· Check to see if agency is signed up for Big “I” markets.
· 

Week 7: 
· Phone call from education staff about education opportunities, webinars, etc.  
Week 8:
· Staff or young agent committee member to send an email/call about the young agents program. Here’s a video to help speak to the benefits of young agents involvement in the association = increased clients and revenue. 
Week 9:
· Check to see if new agency signed up for Big “I” Markets.  
· Send agency information about Big “I” Employee Benefits and Big “I” Retirement Products. 
· Point them to other benefits including a UPS discounts 1800members.com/IIABA, Caliper, etc.
Week 10:
· Send a reminder email to sign up for top benefits or education offerings.  
· Send Big “I” Flood territory manager contact information. 
· Phone call from staff about Big “I” markets, RLI, Big “I” Retirement Benefits and Flood. 
Week 12: 
· Send quick membership satisfaction survey. 
· Ask if any staff members would be interested in volunteering for your association. 
Conference/Meeting Time: 
· Before next meeting/conference have a member from the board/membership/events committee make a personal phone call to invite them to the conference or event.
· Staff/volunteers to seek out new agency. They can be easily recognized via a sticker on their badge. 
E&O:
· [bookmark: _GoBack]Be sure to follow-up 60 days in advance of the agency’s expiration asking for opportunity to quote. 
Volunteer engagement:
· Provide a list of volunteer opportunities to members early and encourage them to participate. The sooner they’ve got ‘skin in the game’ the more committed they will be in the association.  Tasks can be small: welcoming at events, helping with charity drive, etc. 
Volunteer mentor outreach schedule:
· Phone call or email week two
· Phone call invitation to next major meeting
· In-person meeting if agency staff attends a conference 
· Phone call/email at time of membership renewal
