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Standard Operating Procedure – EAHP AISBL
Subject: Collecting Membership Dues
1. Scope and goals

Define the processes to communicate with EAHP delegates and collect their yearly membership dues
2. Relevant documents

1.1. Standard letter to invite Members to submit their members contact list
1.2. Standard email reminders
1.3. Standard letter to invite member to pay

1.4. Standard invoice
1.5. Template for membership contact details

3. Abbreviations

1.1. European Association of Hospital Pharmacists: EAHP
1.2. General Assembly: GA

1.3. Director of Finances: DF

1.4. Managing Director: MD
1.5. Deputy Managing Director: DMD
1.6. Senior Accountant:  SA
4. Responsible person(s)/owner(s) of the project

1.1. Owner of the project: DF and MD
1.2. Execution: SA
1.3. Supervision: DF
5. Processes

1.1. Send Invitation to pay letter 
with email by 1st of March of each year. Fees are based on the number of members per member association.  The request for membership lists should be sent out in early December each year.  Calculation is based on the membership fee schedule approved annually by the GA.
1.2. Check with SA regarding which payments are outstanding
After 1 month following sending the initial letter 
1.3. Send 1st email reminder to the countries who have not paid 
Draft email to be approved by MD and/or DMD – 1 month following 1st mailing
1.4. Check if payments received with MD and/or DMD – on-going

1.5. Send 2nd email reminder to the countries who have not paid 

Draft email to be approved by MD and/or DMD
1.6. Send 3rd email reminder : Call the countries who have not paid, 3 months after sending 1st mail with invoice
1.7. SA advises the MD and/or DMD if any unjustified delays
1.8. DF to raise membership dues payment with concerned delegates at the GA
1.9. SA follows up on payments after GA
5.10  If payment not received by following February (12 months later), MD to raise the subject at the April Board meeting, to consider excluding member, as per EAHP statutes.
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6. Revisions
	Dates
	Point
	Reasons

	6 September 2023 MD
	All
	Revisions related to current office structure and new procedures implemented.

	4 February 2025 MD
	All
	Revisions related to current office structure and new procedures implemented.
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