
Member Communication Plan 
Note: The date ranges below are suggestions. You know your members best — adjust send timelines as 
needed. 

Email 1: Pre-Transition Announcement 

🗓 Timing: 3–6 months before go-live 

Send this email to alert members that a new system is coming and to confirm email addresses are 
current. 

Sample copy: 
Exciting news! We have a new software system! We switched to Muse to 

provide better service and to ensure you receive all of your 

benefits. The new system will allow for easier account access. More 

information about logging in is coming soon! 

📌 Purpose: Alert members to the upcoming change and confirm correct email addresses are on file. 

Email 2: Login Instructions 

🗓 Timing: 1 month before go-live 

This email walks members through how to access their account in the new system. 

Sample copy: 
We are one month away from moving to a new member experience! Here 

are details on how to log in to access all of your benefits and 

account information: 

Login instructions to include: 

● Log in at the top of the page. 

 
● Log in at the bottom of any ticketed item you select. 



 
● Log in with the email you used to purchase your membership. An email will be sent the day 

of our full transition with your email and member ID. 

 
● Once logged in, click on your initials in the upper right corner and click My Account to 

manage your account. 

 
● In Profile, you can add a photo or update your name. 

 



● Login & Security allows you to update other account details. 

 
● Purchases & Payments shows all transaction history and recurring payments/donations. 

 
● Membership shows benefits for your membership level. Use Manage Membership to 

renew or enable auto-renewal. 

 
● Digital Membership Card allows you to add a card to your Apple or Google Wallet. 

 



● Members shows everyone on your membership. You can add and update members as your 
level allows. 

 
📌 Purpose: Give members step-by-step login instructions before the system goes live. 

Day of Go-Live: Migrated Membership Details Email 

Sent by: Muse team, on the arranged date and time. 
Editable: Yes — this email is fully editable in Muse before sending. 

This automated email delivers each member their digital membership card and account details on 
transition day. 

Default email template: 
Dear [MEMBER_FIRST], 
 
Thank you for your membership with [MUSEUM]! Here are your membership 

details: 
 
Membership Level: [LEVEL] 
Member ID: [ID] 
Membership Valid Through: [EXPIRATION] 
 
[BARCODE] 
 
We look forward to seeing you at the museum soon, 

📌 Purpose: Provide each migrated member with their digital membership card and account details on launch day. 


