Tips for Using the How are you doing?

 E-mail The How are you doing? e-mail is used to check in on members and to ask for any comments, suggestions, or questions for the community. 

Send this letter to current members once a year. Your community administrator and leaders with report access can run the “Members” report within the members-only area of www.ifma.org to identify these members. 

Personalize this letter with information about specific community benefits. Be sure to include information about the next community event. Be sure to track any feedback your community members give you. 

Track responses from members so that you are able to see if there are any trending issues or concerns that the community can address. 

Dear <informal name>,
The <community name> of IFMA is committed to delivering the highest level of service and support to facility professionals around the world. Your six-month member “check-up” is a part of that commitment.

Every six months of your membership, we contact you to make sure you’re benefitting from the resources and opportunities available to you through your local community.
· Has your community membership experience met, exceeded or fallen short of your expectations?

· Are you taking full advantage of your community member benefits?
· Are you participating in our meetings? <provide link to calendar of events OR upcoming meeting>
· Provide information about any other opportunities in the community
If your experience isn’t consistent with what you envisioned when you joined the <community name> of IFMA, please let us know. Tell us what you expected to get out of your community membership. We’ll recommend offerings based on your interests and goals, and steer you toward services that will enhance your IFMA experience over the next six months.

Our members are our greatest asset. We exist to provide you with the best career support possible. Your feedback will help us ensure that we’re meeting your professional needs.

On behalf of IFMA, I thank you for being a part of the <community name> of IFMA. We look forward to serving you for many years to come.
Please take a moment to review your member profile below. If anything is incorrect, please logon to your member profile at: https://www.ifma.org/my-account/login. 

Member ID: <member ID>
<first name> <Last name>
<title>
<company>
Email: <email>
<address 1> <address 2> MERGEFIELD Address_2 
<city>, <state/province>
<country>
Work: <work phone> MERGEFIELD "WORK_PHONE" 
Fax: <fax> MERGEFIELD Fax_Number 
Mobile: <mobile phone>
Home: <home phone> MERGEFIELD "HOME_PHONE" 
Sincerely,

<signature if available>

President

<Community Name> Community of IFMA

