HCMS Membership Committee 
Membership Retention Process-Proposed with staff notes


1) HCMS Staff
a) Prepare drop list to include the following data points per physician:
i) Branch affiliation
ii) Specialty
iii) Physical address 
iv) Medical school affiliation
v) Age
vi) International medical graduate
b) Prepare a list of leaders/committee members with the same data points.
c) Manually, look at one leader at a time to identify who on the drop list will be match to each leader. Sort your drop list by the various criteria above to identify at least 10-drop list physicians to assign to the physician leader. Match at least two common attributes. HCMS plans to usually start with the branch affiliation followed by the specialty. Produce list for leader physician.
d) On your master file, record your matches.
e) Provide customized and entire list to leaders. This allows them to contact personal friends even if they’ve been assigned to someone else.

2) Monday, March 15, 2010
a) Each committee member will receive a personalized drop list. This list will include 10 physicians with whom you share at least two of the following:
i) Branch affiliation
ii) Specialty
iii) Physical address (may be in your same building or zip code)
iv) Medical school affiliation
b) Each committee member will receive the complete drop list. 

3) Monday, March 15 – Friday, April 2, 2010
a) What to do with the personalized Drop List:
i) Email or call physicians on your list. You may choose to email them first to determine the best time to set up a phone call. 
ii) Use the attached resources for sample e-mail, telephone script and common objections to assist you in your efforts. 
iii) Document your efforts on the spreadsheets provided to you. 
iv) Notify Regina Palasota of negative or positive feedback.
v) Notify Regina Palasota of action needed (invoice required, physician has further questions, needs to discuss payment options).

b) What to do with the complete Drop List:
i) Please feel free to contact any physician on the list; however, they may have been assigned to another physician leader. Please check the list to see if they are already being contacted by an HCMS member before contacting them.
ii) If you contact additional physicians, please inform Regina Palasota to help avoid contacting the same physician twice.

4) Friday, April 2, 2010
a) Target date to have completed your emails/phone calls
b) Return tracking spreadsheet to Regina Palasota

