Retention Process for Suspending Members
1) Fifteen (15) days prior to the billing cycle, the Financial Secretary goes into Member Management and sets the billing amount for all members to $0 balance so members are only charged for the CURRENT year’s dues when the new billing cycle begins. The reason for dues is to pay the per capita, so when the per capita is paid, the council is in fact paying for each member and the council has that year to collect its dues. 
2) Fifteen (15) days prior to the billing cycle, the Financial Secretary mails first dues letter to all members.

3) After 30 days, the Financial Secretary sends a Second notice of dues letter to all members who have not yet paid their dues.
4) After 30 days, the Financial Secretary gives the Council Retention Chairman a list of all members who have not yet paid their membership dues. Note: previously, the Retention Chairman could NOT be the Financial Secretary or Treasurer; now, the Financial Secretary and Treasurer may not serve on the Council Retention Committee. 
· If no one was home and there was no answering machine or voicemail or the phone number listed has been changed or disconnected, the Committee Member will note the date on which they attempted to contact the member and why they could not reach the member.

· If the phone number is valid, the council retention chairman or one of his retention committee members will make THREE attempts to contact each member on their list.
· If they left a voicemail or message with a family member, that too will be noted and dated. 
· If they reach the member, the Retention Committee Member will explain to the member the benefits of being in the Knights of Columbus, not the least of which includes the Accidental Death Benefit for the spouse.  He will also review the Council activities to see if there are any activities the member would like to be involved in. 
· If there is an emotional hardship, such as divorce, a recent diagnosis of a major disease, a death in the family, and so forth, the committee member will note this on his call sheet and noted for the Grand Knight so the member’s dues can be forgiven for the current fiscal year.  
· If there is a financial hardship, such as loss of a job, loss of insurance benefits in the family, unforeseen expense or debt, and so forth, the committee member will ask the member if they are able to pay their dues on a monthly basis (such as $5 per month) instead of all at once for the year and will note this information for the Financial Secretary.  
· If the member says that they cannot afford even a payment plan, the committee member will note that for the Grand Knight so the member’s dues can be forgiven for the current fiscal year.
· If the Committee Member talked to the member and they said that they will pay their dues, the Committee Member notes that in his records for the Financial Secretary.  
· Prior to the end of each month, the retention committee chairmen will gather the notes from each committee member and give a report to the Grand Knight who will present the findings at the next Officer’s meeting to determine if the members in arrears are to be suspended or need council support. 
· As our Supreme Knight has reminds us, we are to “make every effort to retain rather than suspend our members… Further, an emotional or financial hardship is NOT a reason to suspend a member.”

5) The Financial Secretary will present the Grand Knight with a Knight Alert letter for him to sign after the council retention committee has done their work. The Financial Secretary then sends the Knight Alert letter to the delinquent member.
6) If the member has not made an effort to pay his dues within 15 days after the Knight Alert Letter is sent, the Financial Secretary will complete the “Notice of Intent to Retain” which MUST be signed by Grand Knight AND the Financial Secretary.

· The original copy is sent to the member;

· The “Supreme Office Copy” is scanned and emailed to membershiprecords@kofc.org
· The third copy the Financial Secretary retains for the council records.
Supreme and State Actions:

· The Supreme Knight sends a personal letter to the delinquent member to express his interest in having the member retain his “Good Standing” status.
· The State Retention Chairman reviews members to be suspended, which is located on the State Conservation List, which comes out every Saturday. He will share this list with the State Membership Director and other members of the state retention committee.  

· A member of the committee will contact the delinquent member to be sure that all the retention steps were properly followed and convey to the member the fraternal benefits of remaining a Knight in “Good Standing,” to not the least of which includes the accidental death benefit for the spouse of each member. The committee member will report to the State Deputy whether or not he was able to retain the members assigned to him. If the proper retention process was not followed, he will inform the State Deputy of that as well.
· The District Deputy of any member who is on the State Conservation List from his district will also receive a District Conservation List. It is the responsibility of the District Deputy to contact the delinquent member’s council to verify from the Grand Knight and Financial Secretary that proper retention steps were followed in trying to retain the member. He will also personally contact the delinquent member to see if he can assist the member in retaining his “Good Standing” status. The District Deputy will report to the State Deputy whether or not he was able to retain the members assigned to him. If the proper retention process was not followed, he will inform the State Deputy of that as well.
7) If 60 days have passed since the “Notice of Intent to Retain” was mailed, but not more than 90, the council Financial Secretary will complete the Form 100 with all member information provided and check the “Suspension” box. The form MUST be signed by both the Financial Secretary, with the date, and the Grand Knight.  A copy of the Form 100 will be kept with the Council’s “Notice of Intent to Retain” form and the other copy will be scanned and sent by email to Membership Records at Supreme (membershiprecords@kofc.org).

· If 90 or more days have passed, the Supreme Office assumes that the member’s council was successful in retaining the member and the “Notice to Retain” becomes void.
· If a member is retained and the next year he subsequently becomes delinquent again, the entire process must start over at the beginning.

· It is the duty of each District Deputy to be sure that every Financial Secretary in his district receives clear and concise instructions on these procedures.
· Because of the accidental death policy that is available to the widows of all members who qualify, these retention action steps MUST be followed in order or the suspension request will likely be rejected at the State or Supreme level.
