Your connection ALA

to knowledge, resources and networking Association of Legal
Administrators

RECRUITMENT & RETENTION

CD-Rom Index By Category
(Last Updated: August 27, 2013)

Key to Reading:

Adobe Acrobat PDF Documents—red
Microsoft Word Documents—blue
Microsoft Excel Spreadsheets—green
PowerPoint Presentations—orange

Notes: While certain documents may have been prepared for one audience, e.g., General
Counsel, they can generally be modified to fit another audience, e.g. Managing Partner. Please
keep this in mind when reviewing the index for documents that will assist with your recruitment
and retention efforts.

If you have recruitment and retention resources that you’re willing to share with other chapters,
please forward them to the ALA Membership Department at membership@alanet.org for
consideration.

Document
Document Description Number
Recruitment
Ad—Get Answers. Get Connected. Be Successful! 0-100
Ad—Get Connected. Get Answers. Now. 0-106
Article—ALA Opens Doors 0-102
Article—Practicing Law is Hard. Running a Law Firm is Harder 0-110
Article—What Can ALA Do For You? 0-104
Campaign Themes 3-130
Campaign Themes and One-Liners 0-114
Flyer—ALA "Resume” 0-103
Flyer—Are You A Member? 3-163
Flyer—Even if you Don't Read the Other Stuff, READ THIS! 0-111
Flyer—Infinity & Beyond 0-113
Flyer—Wanted: New Members 4-216
Flyer—We Want You!/Project R.E.A.P. & S.E.W. 4-221
The Inside Line: Bringing You the Latest Information on ALA Happenings Online

(http://www.alanet.org/members/chapters/ALAhappenings.ppt)
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Recruitment—Continued
Flyer—“$25” for 25 Years Referral Recognition and Reward Program 4-222
Flyer—Bring in a New Member Competition—Let the Games Begin! 5-102
Flyer/Magazine Tip-on—Don't Let This Be Your Last Issue 0-101
Flyer/Ad—“You're a Member of a Professional Association...” 5-114
Letter—Administrators via a Chapter—#1 3-160
Letter—Administrators via a Chapter—#2 3-161
Letter—Administrator via Chapter & HQ Combined 3-162
Letter—Administrator via General Counsel 3-159
Letter—Administrator via Managing Partner—#1 3-132
Letter—Administrator via Managing Partner—#2 3-133
Letter—Administrator via Managing Partner—#3 0-108
Letter—Administrator via Managing Partner—#4 0-115
Letter—Corporate Administrator to Corporate Administrator 3-164
Letter—Follow-up to Prospects re No Response 3-155
Letter—General Counsel or Administrator to Join 3-165
Letter—General Counsel to General Counsel 3-166
Letter/Newsletter Article—The Gift of ALA 4-218
Letter—Government Administrator 3-167
Letter—Invitation to Member Night 3-156
Letter—Invitation to Managing Partner Luncheon—Administrator 5-103
Letter—Invitation to Managing Partner Luncheon—Managing Partner 5-104
Letter—Law School Students via Deans 3-168
Letter—Meeting Announcements to Prospects 3-154
Letter—Non-Member Subscribers to Publications 3-171
Letter—Personal Injury Plaintiff (PIP) Prospects 3-172
Letter—Unatffiliated Invited to Join Chapter—#1 3-173
Letter—Unaffiliated Invited to Join Chapter—#2 3-174
Letter/Newsletter Article—The Value of One 4-219
List Development—Request for Assistance from Headquarters 3-131
List Development—Sample Prospective Member Leads from HQ 3-157
Member-Get-A-Member Flyer 3-169
Member-Get-A-Member Fax-back Form 3-170
Membership Brochure 5-115
Recruitment Ideas 3-128
ROMAR—Overview 3-186
ROMAR—ALA News Article re Program Success 3-187
ROMAR—Program Checklist 3-188
Retention
Benefits of ALA Leadership 0-105
Campaign Themes and One-Liners 0-114
Certification Online
(http://www.alanet.org/members/chapters/ALAhappenings.ppt)
Coupon for Free Lunch 0-107
Flyer—Infinity & Beyond 0-113
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Retention—Continued
Letter/Newsletter Article—The Gift of ALA 4-218
Letter—Inviting Participation in Mentoring Program 3-140
Letter—Managing Partner Urged to Encouraging Conference Attendance 0-109
Letter—Thank-you to Managing Partner for Supporting
Administrator's Membership and Participation in Chapter 3-134
Letter/Newsletter Article—The Value of One 4-219
Letter—Welcoming New Members 3-147
Letter—Welcoming New Members via E-mail 3-142
Membership Brochure 5-115
Monthly Anniversary Treats 3-127
Recognition Certificate 0-112
Retention Calls—Information re Calls by HQ Staff 3-184
Retention Call Log 3-144
Retention Calls—Script for Calls by Chapter President 3-185
Retention Ideas 3-129
ROMAR—Overview 3-186
ROMAR—ALA News Article re Program Success 3-187
ROMAR—Program Checklist 3-188
The Inside Line: Bringing You the Latest Information on ALA Happenings Online
(http://www.alanet.org/members/chapters/ALAhappenings.ppt)
Thoughts from a New Member Poem 3-145

“Administrivia”

Approving National Applications for Membership 5-101
Benefits of ALA Leadership 0-105
Importance of Recruitment and Retention 3-100
Membership Committee Annual Plan 3-135
Membership Committee Statement of Purpose 3-136
Regular vs. Associate Members—Differences in Benefits 4-220
Thoughts from a New Member Poem 3-145

Award Program Entries in Recruitment & Retention

2009-10 Award Entry—15 Place (small)—Tulsa 0-116
2009-10 Award Entry—15' Place (medium)—Central Florida 0-117
2009-10 Award Entry—1! Place (large)—Orange County 0-118
2009-10 Award Entry—2"? Place (medium)—Maryland 0-119
2009-10 Award Entry—2" Place (large)—Greater Los Angeles 0-120
2009-10 Award Entry—3" Place (large)—Minnesota 0-121
2009-10 Award Entry—Honorable Mention—Boston 0-122
2009-10 Award Entry—Honorable Mention—Cleveland 0-123
2009-10 Award Entry—Honorable Mention—Gateway 0-124
2009-10 Award Entry—Honorable Mention—Golden Gate 0-125
2009-10 Award Entry—Honorable Mention—Greater Kansas City 0-126

(Category Continued on Next Page)
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Award Program Entries—Continued
2009-10 Award Entry—Honorable Mention—Houston 0-127
2009-10 Award Entry—Honorable Mention—Las Vegas 0-128
2009-10 Award Entry—Honorable Mention—Mile High 0-129
2009-10 Award Entry—Honorable Mention—New Jersey 0-130
2009-10 Award Entry—Honorable Mention—New York City 0-131
2009-10 Award Entry—Honorable Mention—Pittsburgh 0-132
2009-10 Award Entry—Honorable Mention—Puget Sound 0-133
Brochures
ALA's Prospective Member Brochure 5-115

** Brochure samples from the 2009-10 Chapter Awards Program
competition are coming soon. Please check back soon! **

2009-10 Award Narrative—1°% Place (medium)—Greater Kansas City 0-134
2009-10 Award Narrative—1% Place (large)—Oregon 0-135
2009-10 Award Narrative—2" Place (medium)—Austin 0-136
2009-10 Award Narrative—2" Place (large)—Minnesota 0-137
2009-10 Award Narrative—3" Place (medium)—Maryland 0-138
2009-10 Award Narrative—3" Place (large)—Houston 0-139
2009-10 Award Narrative—Honorable Mention—Capital 0-140
2009-10 Award Narrative—Honorable Mention—Metropolitan Detroit 0-141
2009-10 Award Narrative—Honorable Mention—Mile High 0-142
2009-10 Award Narrative—Honorable Mention—New Jersey 0-143
2009-10 Award Narrative—Honorable Mention—Northern Virginia 0-144
2009-10 Award Narrative—Honorable Mention—Puget Sound 0-145
2009-10 Award Narrative—Honorable Mention—Valley of the Sun 0-146

Dropped Members

Coupon for Free Lunch (enticement to return) 0-107
Dropped Member Checkilist 3-123
E-mail Follow-up Messages 3-125
We Want You Back! Memo Sent by HQ 3-124
We Want You Back! Survey 3-126

The Health of Your Chapter

Chapter Demographics 3-198
Evaluation of Your Chapter’s Vital Signs 3-119
Evaluation of Your Chapter’s Vital Signs Score Sheet 3-120
Re-birth for Struggling ALA Chapters 3-121




Document

Document Description Number

Monitoring and Evaluation Tools
Attendance Analysis Matrix, page 1 3-113
Attendance Analysis Matrix, page 2 3-114
Attendance Sign-in Matrix 3-116
Attendance—Guest, Potential and New Members 3-117
Campaign Performance 3-118
Direct Mail Campaign Tracking Matrix 3-122
Dropped Member Checklist 3-123
New Member Tracking Process 3-146
Retention Call Log 3-144
Telemarketing—Analysis Matrix 3-199
Telemarketing—Tracking Matrix 3-200

New Members
Attendance—Guest, Potential and New Members 3-117
Checklist—New Member 3-141
Checklist—New Member Orientation Kit 3-143
Coupon for Free Lunch 0-107
Letter—Welcoming New Members 3-147
Letter—Welcoming New Members via E-mail 3-142
New Member Tracking Process 3-146
Regular vs. Associate Members—Differences in Benefits 4-220
ROMAR—Overview 3-186
ROMAR—ALA News Article re Program Success 3-187
ROMAR—Program Checklist 3-188
Thoughts from a New Member Poem 3-145

Renewal Process

Chapter Dues Reminder E-mail—#1 3-175
Chapter Dues Reminder E-mail—#2 3-176
Flyer—Have You Paid Your Dues? 3-180
Letter—First Notice (ALA) 3-179
Letter—Second Notice (ALA) 3-181
Letter—Loss of Discount (ALA) 3-178
Letter—Loss of Membership (ALA) 3-177
Letter—Thanks for Renewing E-mail 3-182
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Surveys
Chapter Demographics 3-198
Committee Participation 3-189
Committee Preference Form 1 3-190
Committee Preference Form 2 3-191
Continued Interest of Prospects 3-158
Electronic Survey Option 3-192
Educational Interests 3-194
How Are We Doing? 3-193
Member Interest 3-195
Member Satisfaction—#1 3-196
Member Satisfaction—#2 4-217
Teaser Flyer Promoting Membership & Survey Participation 3-197

We Want You Back! 3-126



