


[Recipient Name]
[Company Name]
[Street Address]
[City, ST ZIP Code]

February 8, 2021

Dear [Recipient Name]:
You are a crucial part of our meeting, and we look forward to seeing you each week. It is important to our BNI® Chapter that we have a full turnout each week, and when you are not there, you are missed. Please refer to BNI® General Policy #5: “Attendance is critical to the group. If a member cannot attend, they may send a substitute (not a member of your chapter) to the meeting. This will not count as an absence. A member is allowed three absences every rolling six months. More than this and the member’s classification is subject to being opened by the chapter’s Membership Committee.”

To review your reported absences, log into BNI Connect®. Go to Reports > PALMS Attendance Report. The default date range will be approximately the last 6 months. You can edit the date range to reflect the last six months. You will see each date and a red A for each date you were absent. Please notify your chapter vice president at your earliest convenience should you feel any information entered in BNI Connect is incorrect.

We would also like to take this opportunity to remind you about the BNI® substitute program. If you send an appropriate substitute (not a Member of our Chapter) to the meeting in your place, you will not be counted absent. 

We thank you for your participation and look forward to seeing you next week.

Sincerely,

The Membership Committee

BNI® [Chapter Name] Chapter

cc: BNI® [Chapter President]
BNI® [Regional Office]
BNI® [Director/Director Consultant] 
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