
Step Five: 
The replacement 
employee will 
receive an email 
regarding the 
Company
Membership
Replacement 
and a link to the 
application. They 
click the Green 
button to access the secure LeTip Wired
application. (Image on the next page)

How to Request a Company Replacement 

Only company owned memberships have the ability to request a company membership
replacement. When a company owned account wants to change their employee in the chapter, as 
the full-time member, they need to request a company replacement and submit a new application 
along with a $75 processing fee. The following steps show the process for a member to request a 
company membership replacement application and the chapter board approval steps.

Step One:
From the My Account menu 
options, select “My Profiles”.

Step Two:
Select “Network Information” 
from the My Profiles menu 
options. (Image below)

Step Three:
From the Network Information page, click on the 
Blue “Company Membership Replacement”
button in the middle of the page.

Step Four:
The “Request Company Replacement” box
appears with the current member’s name,
chapter, and category. Fill in the Replacement 
Contact information and click the Blue “Submit 
Request” button to send the replacement
employee the automated email with the
Company Membership Replacement Application.



Step One:
From the Board Member 
Tools menu options, select 
“Applications”.

Step Two:
This is the chapter’s appli-
cations page with a list of 
all applications sent through 
Wired. The status column 
indicates “Pending” (if the application was sent 
and not yet signed/returned) or “Submitted 
(signed applications awaiting chapter’s approval/
denial). Click on the potential member’s name to 
view their application. (Image below)

Step Three:
Once you’ve selected the potential member’s 
name, their application displays for the chapter 
to approve or decline. Click the Green button to 
approve the Company Membership Replacement 
application or click the Red button to decline the 
application. If declined, the board will need to 
contact the company to inform them the
replacement employee has been declined and 
ask for another representative for consideration. 
Note: A chapter cannot keep voting no on a 
qualified company replacement employee to kick 
them out. 

This completes the process for a Company Membership Replacement application. Once approved 
the new representative is automatically added to the roster replacing the prior employee and LeTip  
creates the new replacement’s badge to send with their card caddy and lapel pin.

Step Six: 
The link in the email the replacement employee 
received will take them to the secure LeTip Wired 
Application. The replacement employee fills out the 
entire application with their contact information,
details and payment information for the $75
Company Replacement processing fee. Once 
they’ve signed the LeTip Membership Application 
and completed the LeTip Application Agreement, 
they will click the Green “Submit Application” button 
to send their Membership Replacement Application 
to the chapter board for approval. 

Board Member Steps (Once the application has been submitted) 
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