WORKSHEET: LEADS STATUS



How the membership leads process works: 

1. A prospective member, relocating member, or Rotarian who is referring a potential member completes the form at rotary.org/join.

2. Based on the information provided in that form, a Rotary staff member assigns the candidate to the appropriate district. 

3. An email is sent to the governor, district membership committee chair, and assistant governors. Together, they decide which club seems to be the best match. 

4. The district membership chair will assign the candidate to a club in My Rotary and update the lead status to “District assigned candidate to club.”

5. This sends an email to the club’s president, secretary, and membership committee members. Together they decide what to do next. (Contacting the candidate to learn more about them is a best practice.) Then one person should either: 

· Invite the candidate to a meeting to learn more about Rotary, and update the status in My Rotary to “Club contacted candidate.” 
· Update the status to “Candidate sent back to district for reassignment.” This requests that the district reassign the candidate to a club they feel may be a better match, and the person should add a note explaining why. 

6. If the candidate is invited to join a club, one person will update the status one final time to “Club admitted candidate.” 

7. During the process, the district membership chair follows up with all clubs to answer questions and make sure there is progress. 

BEGINNING 1 JULY, 2020: Club leaders can add information about all prospective members and track progress, directly through “Manage Membership Leads.” 

If everyone involved uses the Manage Membership Leads tool to keep track of the candidate’s status, it allows everyone to see and celebrate progress. See page 3 for a full list of status options. 
Sign in to My Rotary to view your membership leads. (This document can show you how.) Then analyze the current status of your leads by answering these questions. We will discuss the responses during the session. 

1. What is the process in your district for viewing and assigning these leads to clubs? (If you don’t know, discuss it with your district governor.)


2. How long ago was the last lead assigned to your district?



3. What is the oldest lead you can see?



4. What is the status you see most often listed for leads?



5. Are there any relocating or referred members who haven’t been contacted yet?



6. How will you follow up with clubs that have not taken any action after a lead has been assigned to them?


7. How many leads have been invited to join Rotary? (This information can be found in the Membership Leads Executive Summary, which you can access through the View reports option.)


8. What questions do you have about managing membership leads?





	STATUS (DISTRICT LEADERS) 
	DESCRIPTION/USE 


	District reviewed inquiry 
	It was reviewed but no action was taken. Leave feedback about any missing information or what follow-up is needed. 

	District contacted candidate 
	A district leader called or emailed the candidate. 

	District assigned candidate to district officer 
	A district officer has been designated to contact the person and manage the prospect. 

	District assigned candidate to club 

	The candidate has been assigned to a club, and the district can no longer manage the prospect. 

	District assigned candidate to youth program 
	The candidate is assigned to a youth program. This closes the inquiry.  A district officer facilitates contact with Rotaract chair or other chair.

	District rejected inquiry 
	This closes the inquiry. A district might reject a lead because it turns out to be spam, a solicitation attempt, an incorrect use of the form, or a test. 

	District determined candidate not interested in club 
	This withdraws a candidate from a club they have been assigned to and allows the district to continue looking for a club that matches the candidate’s preferences. 

	District determined candidate not interested in Rotary 
	This closes the inquiry. A district officer may determine that the candidate is no longer interested, perhaps if they never replied to phone calls or emails. 

	District sent back to RI for reassignment 
	This sends the lead back to RI to be assigned to another district. It closes the inquiry for the district and club to which it had been assigned. 

	 STATUS (CLUB LEADERS) 
	DESCRIPTION/USE 


	Club reviewed inquiry 
	It was reviewed but no action was taken. Leave feedback about any missing information or what follow-up is needed. 

	Club contacted candidate 
	A club leader called or emailed the candidate. 

	Club assigned candidate to club officer 
	A club officer has been designated to contact the person and manage the prospect. The feedback box can be used to designate the specific club officer. 

	Club assigned candidate to youth program 
	The candidate is assigned to a youth program. This closes the inquiry. A club officer facilitates contact with Rotaract chair or other chair. 

	Candidate attended club meeting 
	The candidate has attended a meeting but hasn’t been proposed for membership. 

	Club proposed candidate for membership 
	The candidate is awaiting club approval. 

	Club admitted candidate 
	The candidate has become a member. This closes the inquiry and moves the lead from the online page to the historical report. 

	Club rejected inquiry 
	This closes the inquiry. A club might reject a lead because it turns out to be spam, a solicitation attempt, an incorrect use of the form, or a test. 

	Club determined candidate not interested in Rotary 
	This closes the inquiry. A club officer may determine that the candidate is no longer interested, perhaps if they never replied to phone calls or emails. 

	Candidate sent back to district for reassignment 
	This sends the lead back to the district to be assigned to another club. It closes the inquiry only for the club that sent the lead back. 
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