


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

February 8, 2021

Dear [Recipient Name]:
We have all made a commitment to ourselves and the other Members to create a positive organization that should result in increased business for all. In order to do this, we must all adhere to the attendance policy. 

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.” Experience has shown that the success of a Chapter can be tied directly to the Chapter’s attendance practices.

After reviewing the Chapter’s attendance records, it is noted that you have been absent at least three times during the last six months. BNI®’s policy, which you agreed to follow, states that a Member is allowed three absences every six months. No further absences will be allowed during this current period. 

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 encourage you to arrange for a substitute to participate in your place should you be unable to attend. First, an appropriate substitute in this case would not be counted as an absence. Second, having a suitable substitute would allow continuity within the Chapter for the passing of referrals! Finally, other Members would appreciate your consideration and recognize your commitment. When thinking about who to use as a substitute, don’t forget your customer. Who better to promote you to our Chapter?

Attendance therefore, is critical to the Chapter and is a condition of continued membership. We must remind you that failure to comply with the policies of BNI® may result in your current membership being ended. As such, please make every effort to be present at the meetings or arrange for a substitute. Thank you for your eager participation!

Sincerely,

The Membership Committee

BNI® [Chapter Name] Chapter

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