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MPI Global Onboarding Strategy

• Global communications begin on the day a member joins through the 
first nine months of membership. 

• Onboarding communications are in place to welcome a member to 
MPI, reinforce the value of their membership, and set the member up 
for success. 

• Key information is shared about how to access and utilize benefits and 
how to connect with fellow members and their chapter.

• First year members are the most difficult to retain. Onboarding efforts 
help ensure each member is engaged and satisfied.

• Chapter and Global communications should work in harmony to avoid 
overlap and save on volunteer resources (time).
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Example: Onboarding Communications

May 1   Email 1: Welcome + Receipt

May 5   Email 2: Five Key Things for Membership

May 7-14  Personal Outreach 1: Welcome Email

May 8-14  Email 3: New Member Orientation

May 15   Email 4: Networking Tips + Digital Membership Certificate

June   Welcome Kit (Letter and Printed Membership Certificate)

December  Email 5: Maximize Your MPI Membership Benefits

February  Email 6: MPI Values Your Membership

This is an example of the Global communication timeline for a membership expiring who joined on May 1.



Day 5 – Email
Navigating Your Benefits

Day 1 - Email
Welcome

Global Messaging – Week 1



Global Messaging – Month 1
Week 3 – Email

Register for Global 
Orientation

Day 15 – Email - Networking Tips



Global Messaging – Month 2
Month 2 – Welcome Kit 

sent via Mail (US and Canada)



Month 9  - Email
Thank You / Connection Tips

Month 7 – Email
Reminder of Benefits

Global Messaging – Month 7 and 9



Global New Member Orientation

• Hosted monthly by Global Staff
• 45-minute Zoom session
• Mpi.org member account tour
• Education highlights: MPI Academy and Chapter offerings
• Networking highlights: Member Directory, MPI 

Communities, how to maximize Chapter connections
• Leadership highlights: Volunteer Pathways
• Career Center, MPI Consulting, MPI Foundation, and 

other opportunities
• Tips for getting started



Recommended Chapter
Onboarding Efforts



Chapter Best Practices

• Form a New Member Committee or assign a Chapter 
Leader(s) to welcome and engage new members.

• Connect early to learn why members joined and what 
they hope to get out of membership.

• Check in on a regular basis to see how new members are 
doing.

• As much as possible, keep membership contacts 
consistent for your chapter. This helps build 
relationships.



Recommended Chapter Effort
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Recommended Chapter Communication: 
First Month Welcome Call and Email
On/Around Pull the New Members report with the following filters. 

January 1 Start Date = December 1of prior year
End Date = December 31 of prior year

February 1 Start Date = January 1 of current year
End Date = January 31 of current year

March 1 Start Date = February 1 of current year
End Date = Last day of February current year

April 1 Start Date = March 1 of current year
End Date = March 31 of current year

May 1 Start Date = April 1 of current year
End Date = April 30 of current year

June 1 Start Date = May 1 of current year
End Date = May 31 of current year

July 1 Start Date = June 1 of current year
End Date =  June 30 of current year

August 1 Start Date = July 1 of current year
End Date =  July 31 of current year

September 1 Start Date = August 1 of current year
End Date =  August 31 of current year

October 1 Start Date =September 1 of current year
End Date =  September 30 of current year

November 1 Start Date = October 1 of current year
End Date =  October 31 of current year

December 1 Start Date = November 1 of current year 
End Date =  November 30 of current year

• Use the  New Members report to view all 
members who joined or rejoined during the 
last month.

• Refer to the JoinType column to see if a 
member has joined or rejoined. 

• Send a welcome email (use the template 
below); follow up with a call if time allows.

• Invite and encourage the member to attend 
your next event.

• Find out why they joined and what they hope 
to achieve with their membership.

Use this email 
template!

Need help 
with reports? 

Click here!

https://mpiweb2-my.sharepoint.com/:w:/g/personal/crichards_mpiweb_org/IQCCBWines9rQrIX4MT7L0TFAYsepcixQsmVtvJ79n3UGr0?e=LXk94x
https://mpiweb2-my.sharepoint.com/:w:/g/personal/crichards_mpiweb_org/IQCCBWines9rQrIX4MT7L0TFAYsepcixQsmVtvJ79n3UGr0?e=LXk94x
https://www.mpi.org/docs/default-source/chapter-leader/membership/memberhip-team-roles-and-responsibilities/clrp_memberreportsguide_updated-0725.pdf?sfvrsn=d904b55_6


Recommended Chapter Communication: 
3-Month Check-in Call/Email
On/Around Pull the New Members report with the following filters. 

January 1 Start Date = October 1of prior year
End Date = October 31 of prior year

February 1 Start Date = November 1 of prior year
End Date = November 30 of prior year

March 1 Start Date = December 1 of prior year
End Date = December 31 of prior year

April 1 Start Date = January 1 of current year
End Date = January 31 of current year

May 1 Start Date = February 1 of current year
End Date = Last day of February of current year

June 1 Start Date = March 1 of current year
End Date = March 31 of current year

July 1 Start Date = April 1 of current year
End Date =  April 30 of current year

August 1 Start Date = May 1 of current year
End Date =  May 31 of current year

September 1 Start Date = June 1 of current year
End Date =  June 30 of current year

October 1 Start Date =July 1 of current year
End Date =  July 31 of current year

November 1 Start Date = August 1 of current year
End Date =  August 31 of current year

December 1 Start Date = September 1 of current year 
End Date =  September 30 of current year

• Use the  New Members report to view all 
members who joined or rejoined in a 
certain period. 

• Refer to the JoinType column to see if a 
member has joined or rejoined. 

• Check in with a phone call or email to see 
how the member is doing.

• Share information about your next event, 
education offerings, or open volunteer 
opportunities. 

Use this email 
template!

Need help 
with reports? 

Click here!

https://mpiweb2-my.sharepoint.com/:w:/g/personal/crichards_mpiweb_org/IQCLL4u8aO3PRYxUePhhQh6QAVaVYZEIlNDvPcuf6ZbznSs?e=fILWQy
https://mpiweb2-my.sharepoint.com/:w:/g/personal/crichards_mpiweb_org/IQCLL4u8aO3PRYxUePhhQh6QAVaVYZEIlNDvPcuf6ZbznSs?e=fILWQy
https://www.mpi.org/docs/default-source/chapter-leader/membership/memberhip-team-roles-and-responsibilities/clrp_memberreportsguide_updated-0725.pdf?sfvrsn=d904b55_6


Recommended Chapter Communication: 
9-Month Check-in Call/Email
On/Around Pull the New Members report with the following filters. 

January 1 Start Date = April 1 of prior year
End Date =  April 30 of prior year

February 1 Start Date = May 1 of prior year
End Date =  May 31 of prior year

March 1 Start Date = June 1 of prior year
End Date =  June 30 of prior year

April 1 Start Date =July 1 of prior year
End Date =  July 31 of prior year

May 1 Start Date = August 1 of prior year
End Date =  August 31 of prior year

June 1 Start Date = September 1 of prior year 
End Date =  September 30 of prior year

July 1 Start Date = October 1of prior year
End Date = October 31 of prior year

August 1 Start Date = November 1 of prior year
End Date = November 30 of prior year

September 1 Start Date = December 1 of prior year
End Date = December 31 of prior year

October 1 Start Date = January 1 of current year
End Date = January 31 of current year

November 1 Start Date = February 1 of current year
End Date = Last day of February of current year

December 1 Start Date = March 1 of current year
End Date = March 31 of current year

• Use the  New Members report to view all 
members who joined or rejoined in a certain 
period. 

• Refer to the JoinType column to see if a member 
has joined or rejoined. 

• Check in with a phone call or email to see how 
the member is doing.

• Share information about your next event, 
education offerings, or open volunteer 
opportunities. 

• Reminder of upcoming renewal – invoice will be 
sent next month.

Use this email 
template!

Need help 
with reports? 

Click here!

https://mpiweb2-my.sharepoint.com/:w:/g/personal/crichards_mpiweb_org/IQDYlAQFhA1cRY2MdlW-vDzYAerdlqxaXfsLsUpBixt2tpM?e=Zo8XU8
https://mpiweb2-my.sharepoint.com/:w:/g/personal/crichards_mpiweb_org/IQDYlAQFhA1cRY2MdlW-vDzYAerdlqxaXfsLsUpBixt2tpM?e=Zo8XU8
https://www.mpi.org/docs/default-source/chapter-leader/membership/memberhip-team-roles-and-responsibilities/clrp_memberreportsguide_updated-0725.pdf?sfvrsn=d904b55_6


Chapter Transfers

• Another group of members to consider are members who transfer from another 

chapter to your chapter.

• They are not necessarily new to MPI, but new to your chapter.

• Depending on the date range you select, transfer members may not show up on the 

New Member report. You can view them on the Chapter Transfers report. 

• A welcome email and/or phone is helpful to get them acquainted with the unique 

opportunities your chapter has available.

• Transfers should be welcomed in the month the transfer happens.



Recommended Chapter Communication: 
Welcome to Chapter Transfers

• Use the  Chapter Transfers report to view members who have recently 
transferred into your chapter.

• On/around the last day of the month, pull the report for the entire month. E.g., on 
January 31, pull the report for January 1 – January 31. 

• The report will show you members who have transferred in and out of your 
chapter. For the purposes of this outreach, focus on the members who have 
transferred in. 

• You can identify members who have transferred into your chapter by viewing the 
New Chapter column. Your chapter will be listed in this column if the member 
has transferred into it. 

• Send an email or make a phone call to these members to welcome them to your 
chapter. 

• Focus on what makes your chapter unique and how to get involved.

Use this email 
template!

Need help 
with reports? 

Click here!

https://mpiweb2-my.sharepoint.com/:w:/g/personal/crichards_mpiweb_org/IQDjhJYQDA24Rbcwzg8LJmHnAe5mK5gGGt-5WfKBKo8TumM?e=2FrbuD
https://mpiweb2-my.sharepoint.com/:w:/g/personal/crichards_mpiweb_org/IQDjhJYQDA24Rbcwzg8LJmHnAe5mK5gGGt-5WfKBKo8TumM?e=2FrbuD
https://www.mpi.org/docs/default-source/chapter-leader/membership/memberhip-team-roles-and-responsibilities/clrp_memberreportsguide_updated-0725.pdf?sfvrsn=d904b55_6


Tips for Getting Started 

• Welcome emails should be sent to all members who join, 
rejoin, or transfer into your chapter. 

• If time allows, phone calls are also helpful. Split call lists 
among a few volunteers to help with capacity.

• Create your email temples at the start of the year. 
• Update them as needed with new event information, 

volunteer opportunities, or other timely announcements. 
• Send your emails using mail merge to save time and 

personalize the message. This process typically takes just 5-
15 minutes to complete.

• If time allows, send the first new member email when you are 
notified that the member joins. 



Additional Onboarding Ideas

• Create an Ambassador or Buddy System to pair new members with 
longtime members.

• Send thank you notes to new members for attending events.
• Recognize new members at events, in emails/newsletters, on social 

media, or on your Chapter website. 
• Promote volunteer opportunities to help new members get involved.
• Host a new member orientation to review Chapter-specific benefits.
• Promote the monthly Global New Member Orientation to 

supplement chapter orientation.
• At your events, seat board/committee members and new members 

at each table.



Additional Onboarding Resources

• Global Orientation Session Information and registration:
mpi.org/membership/mpi-member-orientation/

• Member Services can be reached at feedback@mpi.org 

mailto:feedback@mpi.org
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