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Membership Form Online 
 
 

 
 

The ability to complete termination forms online has existed for several years. Recently 
we revised this form to make the process easier for chapter staff. The advantages of 
online forms are: 

• Helpful hints and further instructions or clarifications are included on the 
screens – but don’t appear on the finished form. 

• Online forms look cleaner and are more easily read – especially after being 
faxed several times.  

• In the case of the termination form, you’ll see that by entering the NECA Member 
Number for the firm that you wish to terminate into the system, all relevant 
information about the member – address, etc. will be automatically added right 
onto the form. This makes it easier for you. 

• Chapters don’t have to keep a supply of forms handy 
• NECA doesn’t have to spend money printing and mailing forms 

Note that this form is not “electronic” in the sense that it is NOT automatically 
transmitted to our database. This form requires you to print the form (when you’ve 
completed it online), sign it and mail (or fax) it to the national office staff. 
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Confidential Notice of Member Termination Form 
From the private chapter site (same as on page 2) you can select the “Termination” sub-
menu of “Membership”. By clicking on “Termination” you should see a screen that looks 
like this: 

Screen 3 

 
As you can see, the system operates on the premise that you just enter the NECA 
Member Number of the firm to be terminated. When you enter a member number into the 
system and click on “Submit”, our database searches for that member – and the resulting 
screen should look like that on the following page.  
For this example, I entered NECA Member Number 4445 – and it recognized that 
number as the one for Miller Engineering Company. It automatically inserted the chapter 
name, name and address information for that member into the form as you can see on 
Screen 4. 
If you don’t know your member’s number, you can click on “Don’t Know Member #” 
and it will take you to a screen that looks like Screen 4 – but you’ll have to enter the data 
that would otherwise be provided – severe bummer! 
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Screen 4 shows the Automatic Completion of Information generated from our database 
based upon the NECA Member Number that I entered on Screen 3: 

Screen 4 

 
All that remains to be done is to enter the effective date of the termination (at the bottom 
of the screen above) and complete the answers to the “Six Easy Questions”. You can see 
the questions (and helpful hints) on Screens 5 through 7. 
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Answering the Six Easy Questions” – Screens 5 to 7 show the three parts to form: 
Screen 5 
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Screen 6 

 
 

 
There is a button at the bottom of the screen. In this case it says, “Preview Form”. By 
clicking on it a completed form will appear on your screen. 


	Screen 6

