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What are recurring membership 
programs? 

• Recurring (or sustaining) programs are for 
memberships with no expiration date as long as a 
set amount is paid on a recurring basis.  

• These memberships are dues-based only, not 
contributions based.  

• These are most often used when membership 
dues need to be paid in installments.  

• This type of membership is not available online. 
• There are no renewal notices for this 

membership program 
 
 
 

 



How to set up a recurring membership 
program 

1. From Memberships, click Add 
2. Enter the general information about the program, such as name and description 
3. On the General tab,  select Recurring/Sustaining 
4. Click Next 
5. On the Payment Options/Levels tab, select the payment options for this membership, 

like Monthly, Annually, Quarterly or select all 
6. Enter the names of each level in this program, number of members, number of cards, 

& number of children 
7. On the Prices tab, define the prices for each payment option 
8. On the Benefits tab, select the card format & name formats for cards. Enter any 

benefits that are offered for this program 
9. On the Dues tab, select if the portion of the dues is tax deductible. Select if any 

membership promotions apply 
10. Review all information and save the changes 
 
For more information, see this article 

https://www.blackbaud.com/files/support/guides/altruac/MEMWorkflowRecurringLifetime.html


Adding Recurring Memberships 
• Once the recurring program has been setup, you can 

now accept payment and add memberships to records.  
• From the constituent record, Memberships tab, click 

Add 
– In the ‘What are they paying for’ section, select the 

program in the drop down and the level.  
– Select the payment option 
– If you are entering a payment at the same time, select 

mark first payment. If you need to create a recurring gift 
schedule (or installment schedule), select create recurring 
gift.  

– Finish filling out the form and save the changes.  
 

 



Make first payment option 

• When adding a recurring/sustaining 
membership, you have the option to make the 
first payment. This allows you to make the first 
payment and add the membership all in one 
step.  

• You will need to fill out the ‘How are they 
paying’ section on this form 



Create recurring gift option 

• When adding a recurring/sustaining membership, you 
have the option to make the create recurring gift. This 
allows you to add the membership to the record and 
accept payment later.  

• This actually creates a recurring gift record in the 
system.  

• On this recurring gift, you can set up automatic 
payment information. For example, if they want to pay 
automatically every year, quarter, month, etc.  

• You can also still make a payment directly on the 
record and it will apply to the outstanding amount due.  



Create recurring gift option (cont.)  

• The benefit of this option is that you can allow 
Members to pay for memberships in 
installments 

• If you’ve set up the recurring gift to be paid 
automatically via credit card or direct debit 
you can run generate payments. This process 
will generate any payments due from 
recurring gifts and put them into a batch for 
you to commit to the system.  



Generating Automatic Payments 

• There are two ways to generate the automatic 
payments. If you are generating both credit 
card payments as well as direct debit, use the 
generate payments feature.  

• If you do not use direct debit and only 
generate credit card payments, use Credit 
Card Processing. This process will generate the 
payment and authorize it all in one step.  



Credit Card Processing 

• From Financials, click Credit Card Processing 
• Add a new process  

 
 



Credit Card Processing (cont.)  

• If you have a monthly recurring gift schedule, you 
can set up a job schedule to run credit card 
processing every month. 

• Click the name of the  
process and go to the  
Job Schedules tab 
• Add a new job schedule 

 



Run Credit Card Processing 

• This will generate a batch of all recurring gifts 
that were set up to be paid automatically by 
credit card.  

• You will want to open this batch, verify 
authorization codes exist and commit to the 
system 

• If you set up a job schedule, the system will only 
create the batch. It will not commit it. This step 
has to be done each month in order for next 
months gifts to be generated.  



Reminders & Acknowledgements  

Reminders can be generated for these recurring gifts. 
To set up reminders, go to Marketing and 
Communications, click Reminders 

Revenue Query: 
 

 
 



Reminders and Acknowledgements 
(cont.) 

Sample recurring gift reminder letter 
 
 
 
 

  
 
 
 
 
 

 



Reminders and Acknowledgements 
(cont.) 

If someone does not want a reminder, you can 
unmark the reminder checkbox on the 
recurring gift.  

 
 
 
 

 



Reminders and Acknowledgements 
(cont.) 

Anytime someone gives a gift, its best to send 
an acknowledgement letter and recurring 
memberships are no exception.  
 

Whether you send these letters once a year or 
every time a gift is generated, it’s a must! 
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