Instructions for Learning Center Membership Transmittal Form
Effective Date July 1st, 2009

To ensure that we are able to acknowledge all memberships, provide a timely response and streamline the membership card process, a new transmittal form has been developed.

This form will serve three purposes:

First, is to provide the process and information which will be used to print and mail membership cards.

Second, it will provide a hard copy that can be used to acknowledge new members names, membership fees and renewal fees, as well as acknowledge what has been sent by a Learning Center and has been received by Headquarters.

Third, it will standardize the information that is sent by the Learning Center to Headquarters regarding new members and renewals.

 Instructions: Please download the Excel spreadsheet, Learning Center Membership Transmittal Form.  Type all appropriate information into the excel spreadsheet, save the form and send an electronic copy to members@hq.seniornet.org.  Also, please print the spreadsheet and mail the form with check(s) to SeniorNet Headquarters at: SeniorNet, 12801 Worldgate Drive, Suite 500, Herndon, Virginia 20170. 

Please note only the completed Learning Center Transmittal Form will be used to process new membership cards and acknowledge membership renewals and new memberships. 

Learning Center Coordinators, we really need your help to ensure that your staff is aware of the importance of accurately and completely filling out the forms. Also, please note the "additional notes" and handling charges listed at the bottom of the Learning Center Transmittal Form.



 If you have questions or concerns, please send an email to members@hq.seniornet.org or call 571-203-7100 ext. 7111. 
