[image: ]  Membership Renewal Email Templates
A ready-to-send set for small community groups · free from Swoop Community
How to use these
Copy a template into your email, swap the words in [brackets] for your details, and send. They run in order — a heads-up before the date, a couple of reminders after, a win-back for old members, and a thank-you when someone pays.
What goes in the brackets:
1. [First name] — the member's first name
1. [Group name] — your club or group
1. [Membership type] — e.g. Individual, Family, Junior
1. [Amount] — the renewal fee
1. [Renewal due date] — when their membership lapses
1. [Renew link] — your payment or renewal page
1. [Your name] — who's signing the email

1 · Renewal coming up
Send about 30 days before the renewal date.
Subject:  Your [Group name] membership is due for renewal soon
Hi [First name],
A quick heads-up — your [Membership type] membership with [Group name] is up for renewal on [Renewal due date].
You can renew in a couple of minutes here: [Renew link]. It's [Amount] for the year.
Thanks for being part of [Group name] — glad to have you with us.
[Your name]
[Group name]

2 · Due now
Send on or around the renewal date.
Subject:  Time to renew your [Group name] membership
Hi [First name],
Your membership with [Group name] is due today. Renewing keeps your spot and everything that comes with it.
Renew here: [Renew link]  ·  [Amount] for the year.
Any trouble at all, just reply to this email and I'll sort it out.
Thanks,
[Your name], [Group name]

3 · Friendly nudge
Send about a week after the date if they haven't renewed.
Subject:  Did your renewal slip your mind, [First name]?
Hi [First name],
No stress — renewals are easy to miss. Your [Group name] membership lapsed on [Renewal due date], but you can pick up right where you left off.
Renew here: [Renew link]  ·  [Amount].
Hope to keep you with us.
[Your name]
[Group name]

4 · Last reminder
Send about 30 days overdue, before you close the membership.
Subject:  Last reminder: your [Group name] membership
Hi [First name],
This is the last reminder I'll send. Your [Group name] membership is still open to renew, but it'll close soon if we don't hear from you.
Renew here: [Renew link]  ·  [Amount].
If you'd rather not continue, no hard feelings — just let me know and I'll take you off the list.
[Your name], [Group name]

5 · Win-back
Send to members who lapsed a while ago — say 60 to 90 days.
Subject:  We'd love to have you back at [Group name]
Hi [First name],
It's been a while, and we've missed having you at [Group name]. If the timing's better now, you're welcome back any time.
Rejoin here: [Renew link].
Either way, thanks for being part of it — the door's always open.
[Your name]
[Group name]

6 · Thanks / payment received
Send the moment a renewal comes through.
Subject:  Thanks [First name] — you're all set
Hi [First name],
Got it — your renewal's gone through and your [Group name] membership is active through [Renewal due date]. Nothing more to do.
Thanks for sticking with us. It genuinely helps keep [Group name] running.
[Your name]
[Group name]
Tired of sending these by hand?  Swoop Community sends every one of these automatically, timed to each member's renewal date — so renewals get chased without you lifting a finger. Free for up to 25 members at swoopcommunity.com.au.
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