Sample Template Letter 1 to New Member from an MP Chair
Good afternoon, <New Member Name>.

I am writing today on behalf of the <Chapter Name> ASHRAE Chapter, as I am currently serving as the Membership Promotion Chair.  It was brought to my attention that you recently joined ASHRAE, and our Chapter, through the <Name of Conference>.  I would like to welcome you to ASHRAE, and to the <Chapter Name> ASHRAE Chapter.

You have chosen to join a wonderful organization!  As I’m sure you may be aware, membership in ASHRAE has many benefits including:

· Access to the latest and best technical information in the HVAC&R industry

· Professional development

· Networking with peers

As a member of the <Chapter Name>, you are entitled to reduced meeting fees and free PDH credits for the technical presentations that are held.  Chapter dues are <Dues Amount> per year, <any information about dues specials for new members>.
The <Chapter Name> typically holds its meetings on <date of meeting>, at the <location>. I have attached a schedule of the year’s meetings for your reference; I do hope that you will be able to join us at some (or all!) of the meetings. 
<If applicable, mention any upcoming shows, events or noteworthy occasions>.
Again, welcome to the <Chapter Name>ASHRAE Chapter.  I, along with the other Chapter officers, look forward to seeing you soon at a meeting!

Best regards,

<Your Name>
<Chapter Name>, Membership Promotion Chair

<Contact information>

Sample Template Letter 2 to New Member from an MP Chair

<FIRST NAME>,

I see that you recently joined ASHRAE. Welcome!

I am not sure if you are aware, but ASHRAE has local chapters, and each new Society member is assigned to a local chapter. You have been assigned to the <CHAPTER NAME> Chapter in <TOWN or GENERAL AREA>, and I am the current Membership Promotion Chair for the chapter. I want to invite you to participate with us, and I will add you to the email distribution list for the chapter.

Participating with the local chapter offers several benefits:

1.
The Chapter provides PDH certificates for participation in each monthly chapter meeting. This may easily help you meet your state PE licensing requirements. I recently went through an audit in <STATE> and all certificates were accepted. If you are registered in Florida or New York, I am not sure we fully qualify, but would make the effort.

2.
Several nuclear engineers have recently joined our area. Because of that, the local chapter is reaching out to these engineers, their firms, and their management to see if there are any particular program topics or workshops that the chapter could provide that would directly support their efforts. We would be glad to hear from you in this area too.

3.
If you are able to participate with the local chapter, you will have networking opportunities with other local engineers.

There is a separate fee for local chapter dues. Our chapter has a meal plan that includes all meals for your membership year. The cost for our chapter dues are $___. You can pay us for that directly at your first chapter meeting, and in the future, when you renew with Society, you can include your chapter dues with your membership payment.

Again, welcome to ASHRAE and if I can be of any help to you, please feel free to contact me. I look forward to hearing from you.

<MP CHAIR NAME>

