[ORGANIZATION NAME]
[Organization tagline]
[Organization address]   ·   [Membership email]


[Letter date]
	MEMBERSHIP RENEWAL NOTICE


RE: Renewal of membership «Member ID» for «Member Name»
Dear «Member Name»,
Thank you for another year with [Organization name]. Our records show your «Membership Type» reaches the end of its current term soon, and this notice sets out everything you need to continue without interruption.
RENEWAL DETAILS
	Member name
	«Member Name»

	Membership type
	«Membership Type»

	Member ID
	«Member ID»

	Current term ends
	«Membership End Date»

	Renewal deadline
	«Renewal Deadline»

	Renewal dues
	«Renewal Dues Amount»



THREE WAYS TO RENEW
1.	Online: sign in at [Member portal address] and choose Renew. It takes about two minutes.
2.	By mail: send a check payable to [Organization name] to [Organization address].
3.	In person: visit the front desk during office hours, or call [Office phone].
Renewals received by «Renewal Deadline» keep your benefits, program registrations, and member rates continuous. Memberships not renewed by that date lapse at the end of the current term.
If your circumstances have changed, or if you would like to talk through membership options, write to [Membership email]. We would be glad to help.
Sincerely,

[Membership director name]
Membership Director, [Organization name]




