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MAKING REFERRALS

Step-by-Step

Referral Guide

When a member lets you know that they are moving, tell them about the Member Referral Program (MRP) and explain
how you can help them transfer their finances to a credit union near their new home! If they agree to participate,
complete the paper-based or online MRP Referral Form. Note: Referrals to provinces other than British Columbia and
Ontario must be processed using the paper-based MRP Referral Form.

Do you have access to the Central Portal System (CPS) to process online referrals?

Is this referral request fairly urgent?

YES

e Complete the referral using the paper-based MRP Referral
Form. Visit the MRP Website and click on “Downloads” on the
left-hand menu. Download and print the MRP Referral Form.

e Ensure all sections are completed, especially member account
information and contact information at the member’s new
home. Make sure to print your first and last name under
“Referred By” to ensure that you receive the incentive gift card.

e With the member’s input, use the Credit Union Central of
Canada (CUCC) Credit Union Finder to locate a credit union
near their new home. If time and circumstances permit,
contact the new branch to set up an appointment for the
member to sign off on their new accounts. You can even order
new MemberCards and/or cheques, if applicable.

e Print the form and have the Primary Member sign it, otherwise
you will not be able to send the referral to the new credit union.

e Copy the form for your files, and give one to the member.

e Fax a copy of the form to the credit union branch you’re
referring the member to and one to Central 1. If you don’t
fax a copy to Central 1, this will delay the incentive program
process. For referrals to provinces other than B.C. and Ontario,
fax a copy of the form to the Credit Union Central of that
province. You can find the contact information in the FAQ
section of the MRP Website.

* Follow up with a telephone call to the new credit union.
This will ensure that the new credit union has received the
referral and the member has set up an appointment to
open a new account.

* Within 4 to 6 weeks, your Branch Manager will receive a
thank-you letter from Central 1 for your efforts in retaining
a member within the Canadian credit union system and
present you with a $25 gift card.

NO

Contact your MRP Coordinator or your branch Security
Officer to grant you access to the MRP via CPS.

Your branch Security Officer will update your CPS profile
using the CPS Modification/Deletion Request Form.
They will inform you once you have access.

Log in to the CPS. Click the “Load” button beside the Member
Referral Program to bring up your credit union’s home page.

Click on “New Referral” on the top right side of the

Member Referral Program homepage. Ensure all sections
are completed, especially the Primary Member’s account
information and contact information at their new home.

With the member’s input, use the Credit Union Central of
Canada (CUCC) Credit Union Finder to locate a credit union
near their new home. If time and circumstances permit,
contact the new branch to set up an appointment for the
member to sign off on their new accounts. You can even
order new MemberCards and/or cheques, if applicable.

After completing the Member Referral Form, click
“Continue” to bring up the print page. If you need to make
any changes, simply click “Modify” to go back to the Form.

Print the form and have the Primary Member sign it,
otherwise you will not be able to send the referral to the
new credit union. Retain a copy for your records.

Press “Done” to continue, and click “Yes” on the
“Authorization: Primary Member” page to send your
referral to the new credit union. You will see the following
text: “Thank you, your referral has now been sent.” Close
the window.
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RECEIVING REFERRALS

One of the great benefits of the MRP is effortlessly growing your membership. How? Being part of the MRP means that
credit unions across Canada can refer their moving members to your credit union.

You will receive referrals in two ways:

* Your MRP Coordinator will receive email notifications emails from the CPS when an online referral has been sent to your
credit union or branch. They may delegate to you and other branch staff to complete the referral process.

* You will receive paper-based referrals via fax.

You’ve received a referral. The first step is to contact the staff member who completed the referral at the member’s original
credit union to gather more information about the member’s product services and needs.

Has an appointment been set up for the member to come in to their new branch
to sign off on their accounts?

* Prepare the application and account forms so they « Contact the member to welcome them to their new
are ready when the member comes in for their community and invite them to come into the credit

appointment. Be prepared to answer any questions union to sign new membership application papers.
about your credit union services and products, as there
will likely be changes from the member’s previous
credit union.

*  When the member arrives for their appointment,
make their first interaction with your credit union
outstanding! Be quick and efficient if they are in a
hurry; be friendly and knowledgeable if they have
questions.

¢ Once the member has set up their account, you will
need to complete the MRP Verification Form and fax a
copy to Central 1 Marketing. As the MRP is a dues-funded
program, it is important to track the number of members
and money retained within the credit union system.

QUICK LINKS
Central Portal System CUCC Credit Union Finder MRP Website
https://cps.cucbc.com http://locator.cucentral.com www.central1marketing.com/MRP



