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--- INITIAL INQUIRY & IDENTITY VERIFICATION ---
[ ] Member Full Name
[ ] Membership ID Number
[ ] Date of Inquiry
[ ] Verification Method Used (Photo ID Scan, Security Question Response, Email Confirmation Link, Phone OTP)
[ ] Notes on Identity Discrepancies
[ ] Agent Verification Signature

--- REASON FOR CANCELLATION ASSESSMENT ---
[ ] Primary Reason for Cancellation (Relocation, Financial Constraints, Injury or Health Issues, Dissatisfaction with Facilities, Lack of Usage, Moving to a Competitor, Other)
[ ] Contributing Factors (Pricing/Membership Cost, Operating Hours, Class Availability, Equipment Maintenance, Staff Professionalism)
[ ] Detailed Member Feedback
[ ] Date of Cancellation Request

--- SIDE EFFECTS ASSESSMENT ---
[ ] Primary Reason for Cancellation (Relocation, Financial Constraints, Injury or Health Issues, Dissatisfaction with Facilities, Found another gym, Other)
[ ] Attempted Retention Offers (Membership Freeze/Pause, Discounted Monthly Rate, Plan Downgrade, Personal Training Trial)
[ ] Early Termination Fee Amount
[ ] Effective Cancellation Date
[ ] Detailed Cancellation Notes
[ ] Staff Confirmation Signature

--- RETENTION & ALTERNATIVE OFFER IMPLEMENTATION ---
[ ] Primary Retention Strategy Used (Membership Freeze/Pause, Plan Downgrade (Basic Tier), Discount/Promotional Rate Offer, Referral Credit Incentive, No Retention Attempt (Member Insisted))
[ ] Discount Percentage Offered
[ ] Effective Date of New Offer
[ ] Follow-up Required Actions (Update CRM Record, Notify Billing Department, Send Confirmation Email, Schedule Re-engagement Call)
[ ] Member Feedback on Offer
[ ] Staff Member Authorization

--- FINANCIAL SETTLEMENT & FINAL BILLING ---
[ ] Final Outstanding Balance
[ ] Payment Method Used (Credit/Debit Card, Bank Transfer, Direct Debit, Store Credit)
[ ] Payment Processing Date
[ ] Included Settlement Items (Monthly Membership Fee, Late Payment Penalty, Early Termination Fee, Unreturned Equipment Fee)
[ ] Payment Receipt/Invoice
[ ] Staff Verification Signature

--- ACCESS & EQUIPMENT RETRIEVAL ---
[ ] Returned Items List (Gym Key Fob/Access Card, Locker Key, Leased Fitness Equipment, Member ID Card, Uniform/Staff Apparel)
[ ] Date of Access Deactivation
[ ] Staff Member Name
[ ] Condition of Returned Equipment
[ ] Staff Verification Signature

--- ACCOUNT CLOSURE & CONFIRMATION ---
[ ] Cancellation Effective Date
[ ] Cancellation Status (Completed, Pending Notice Period, Escalated to Management)
[ ] Confirmation Reference Number
[ ] Post-Cancellation Tasks Completed (CRM Updated, Email Receipt Sent, Auto-Pay Disabled, Access Key Deactivated)
[ ] Final Support Agent Notes
[ ] Support Agent Authorization
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