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CHAPTER DIRECTOR SECTION

BNI Meeting Agenda
1.
7.00 A.M. – 7.15 A.M.  OPEN NETWORKING:   Meeting begins punctually with 15 minutes of open networking.   Leadership Team and Visitor Hosts should be there 10 - 15 minutes early to welcome visitors.  Visitor Hosts to introduce visitors to members.  NOTE: The chapter leaders will make or break the quality of most meetings here!  Be positive, professional, enthusiastic and be in control (Call the meeting to order - 14 minutes into the meeting)



“Ladies & Gentlemen – please take your seats for the next

 part of the meeting”

The Chapter Director chairs the meeting, always standing when speaking, and covers all items on the agenda, except those designated for Membership Co-ordinator, Secretary/Treasurer and Education Co-ordinator.

2.
WELCOME VISITORS & MEMBERS.  INTRODUCE LEADERSHIP TEAM, MEMBERSHIP COMMITTEE, VISITOR HOSTS, EDUCATION CO-ORDINATOR & EVENT CO-ORDINATOR.  Explain roles and ask these members to stand and be recognised.  Ask members and visitors to turn off or silence their mobile phones and pagers.  Also introduce visiting BNI Director or Ambassador at this time.    

Read the following script as a guideline:
Good morning everybody, and a very warm welcome to all our visitors to this week’s meeting of the …………Chapter of BNI.

I would like to start this part of the meeting by introducing the Leadership Team of the Chapter

My name is [Joe Bloggs] and I am the Chapter Director.  My role is to chair the meetings of the ……… Chapter every week, ensuring that we follow the structured agenda developed by BNI that is proven to maximise the business passed in any BNI chapter.

On my left is [Jane Smith], the Membership Co-ordinator, who has two principal responsibilities:

Firstly, Jane tracks the performance of the Chapter in terms of the business that is passed between our members. Like any good business, we set goals and monitor our progress towards achieving those goals.

Secondly, Jane chairs the chapter Membership Committee which is charged with the following important tasks: The Membership Committee is responsible for:

· Dealing with new member applications, including following up on all references
· Dealing with any conflicts of interest that may arise within the chapter
· Administering the policies and procedures of BNI within the chapter, 




and… most importantly,

· Planning for the future growth of the chapter

The members of the Membership Committee are [Joe Soap], [John Doe] and [Mary McIvor].
And on my right is [Henry Harvey], the Secretary/Treasurer of this Chapter.   Henry’s job is to administer the subscription payments of the members and to manage the finances of the ABC Chapter.

I would also like to introduce our two Visitor Hosts, [Pete Smith] and [Wendy Jones].   Also [Brian Brainwave] who is the chapter’s Education Co-ordinator and is responsible for filling a weekly slot at these meetings to improve our networking skills.   Finally I would like to introduce [James Cox] who is our chapter’s Events Co-ordinator.

3. PURPOSE AND OVERVIEW OF BNI:  Use one of the "Suggested Opening Remarks" (see page 12 of the manual).   Also include the following statement if there are visitors: 

“BNI is the most successful organisation of its type in the world; there are currently thousands of chapters in operation with tens of thousands of members; members of BNI have passed millions of referrals and this translates into billions of pounds worth of business being done between the members.   Of the worldwide totals, over half a million referrals were passed in the UK and Ireland, resulting in over £185 million worth of business for our members last year.   The philosophy of BNI is based on Givers Gain - if I give you business, you will want to give me business”.   

Be very brief if there are no visitors.  (Approx. 7.16)

4. NETWORKING EDUCATION:  The Education Co-ordinator, or the designate chosen for that week, gives a 3 - 5 minute presentation on some aspect of improving the networking skills of members. (Approx 17 minutes into meeting)
* 5.
ANNOUNCE BNI CHAPTER NETWORK LEADERS:  (1st meeting in month) Present Notable Networker certificates (preferably framed) or Notable Networker blue badge holders at the first meeting of each month, and announce:
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1st  in Visitors   



Remember: your goal is RECOGNITION - make members feel great about their efforts!    Bring recipients to the front of the meeting; don’t pass certificates down the table.

* 6.
PASS BUSINESS CARD BOX:  (Approx 7.20)  Explain the use of the business card box, and why it goes around.   Suggested wording for this:    

“I am now going to pass around the business card box.    For the visitors, this is a box containing all the cards of the members of this chapter.   Members, this is for you to replace the cards you have given away during the week in the course of passing referrals.    Visitors, we would like to receive your cards too, but will you please pass them around the table separately.   Please do not put them in the card box – that is a privilege reserved for members.”
Also at this time, pass around (in the other direction to the Business Card Box) the Thank You for the Business / Show Me the Money box so that members can thank other members for invoiced business they have completed in the past week.  This is a way of recognising the efforts of their chapter colleagues. 
*7. WELCOME NEW AND/OR RENEWING MEMBERS TO THE ORGANISATION:   (Approx 7.23)    Give approved new members a new member pack.  Ask them to come to the front for a formal induction into the chapter:

· Have the members of the chapter stand.  Ask the new member(s) to recite the BNI Code of Ethics after the Chapter Director.  Aim for making an impact, have fun!   

· Welcome them warmly into the chapter with a round of applause from everyone.

· Ask them to stay after the meeting for a brief new member orientation from the Chapter Director. 

Also recognise Renewing Members whose reapplications have been approved by the Membership Committee.
8.      
MEMBERS INTRODUCE THEMSELVES AND GIVE 60-SECOND

          
PRESENTATION:     (approx 7.25)
Announce that members now have an opportunity to continue the process of educating their fellow members in what they do and how they add value.  
Remind them of the 6 key things they should say (name, company, LCD's (least common denominators), type of referrals they want, memory hook, benefit statement).   Suggested words:

“This is the time in the meeting when we give members 60 seconds to continue the process of educating their fellow members on who they are, what they do, how they add value and what sort of business they are looking for.”

Let visitors know they will be introduced after all the members, so that they will be able to see what is expected.

When people exceed their time, you should:


-   Stand


-   Say "Thank You"   

9. WELCOME VISITORS to BNI and ask MEMBERS to INTRODUCE   THEM:  (Ask them to stand and say briefly what they do)   Tell them they may give a brief overview of their business within chapter time limits.    Also say to visitors:

“We are glad you are with us.  We are going to ask you to make a decision today regarding applying, and later in the meeting we are going to tell you how you can lock out your competitors from this chapter”    
10.
MEMBERSHIP CO-ORDINATOR’S REPORT:  This should be no more than 2 minutes and be given every week.  It should address:
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(a)    Average number of monthly referrals
      
See ‘Summary PALMS

(b)    Average number of monthly visitors                
Report’ on BNINet

(c)    Referrals last month, and total referrals to date      for recent history
(d)    Value of business transacted in the last period  


A suggested wording for the report follows below:

It is my pleasure to present the number of referrals exchanged within our Chapter.

· Our monthly average is ________ referrals a month.  

· Last month we passed _______ referrals.    

· Since the beginning of this year/last year* we have passed a total of ______ referrals.
*For the first three months of the year include the total for the previous twelve.

· And since the chapter started we have passed a total of _______ referrals - and here they are (hold up the pink slips on a rope or in a transparent plastic sack if there are too many to hold up).   

· From the Thank You for the Business / Show Me the Money box, the total value of business transacted by members of this chapter over the last month / six months / twelve months (pick one) is £____________.
· In addition to referrals, last month we had _______visitors.   This month we are aiming to increase the number to _______ because every visitor represents a potential new customer for our members.
11.
MEMBERSHIP COMMITTEE REPORT: by Membership Co-ordinator or Committee Member to update members regarding professions still needed in the chapter, pending applications, policies and matters of interest from the Membership Committee. 
This will be a brief report about membership issues as they relate to your chapter.  The Membership Co-ordinator may wish to report on any of the following items or delegate someone on the Membership Committee to do the report, but the Membership Co-ordinator should approve the report.

· Top five vacant categories (Most Wanted List).
· Remind members of one of the membership policies by reading and explaining the policy.
· Notify the group when an individual is no longer a member and when the category is opened.   Have the members remove the cards from their card files. 

· Announce news of forthcoming member recruitment activity.
This information, although brief, is very important to a well functioning chapter.   Every group must have good administration.   BNI members appreciate being reminded and informed about how the chapter operations are being administered.
12. SECRETARY/TREASURER   announces:
(a) Speakers for the next 6 weeks (remind them to bring their biography sheet and a wrapped door prize)  .
(b) Introduce that week’s speaker(s) using the biography sheet as a starting point.

13. SPEAKER(S) GIVE 5-10 MINUTE PRESENTATION, INCLUDING     QUESTIONS AND ANSWERS:  Chapters with over 30 members  may have two 5 minute speakers.   After each speaker, say to the members:
“Now that we know more about what (Speaker’s name) does and how he/she adds value, let’s do our best to bring him/her a referral next week.”   
14. 
REFERRALS & TESTIMONIALS:  This is the most important part of the meeting (you should be starting this item no later than 8.15).   Make sure all the members always stand and participate.  
Tell them to do one of the following three things: 

       
 (i)       “I HAVE _____ referral(s) today…….” and elaborate on one referral

 (ii)    “I HAVE a testimonial about business I’ve done with one member of    this chapter

  
(iii)
 “I HAVE brought a visitor today” 

Make sure members don't apologise for not having any of the above, and always start with a member who has a referral. 
After all the members have contributed, turn to the visitors and say:  “VISITORS, tell us what part of the BNI meeting impressed you the most.”  
15.
REFERRAL REALITY CHECK: Membership Co-ordinator picks two randomly selected referrals passed two weeks ago and asks the members who received them to please stand and share with the chapter the outcome of the referrals.  Suggested wording as follows for each of the recipients of the two selected referrals:
· Was there a phone number and have you contacted the person written on your referral slip?

· Did the person take your phone call?

· Was this a genuine opportunity to do business?

16.
SECRETARY/TREASURER’S REPORT:  (Approx. 8.25) It should address:

A.  RENEWALS

At the first meeting of the month, if there are renewals indicated from the Membership Dues Report in BNINet, make the following announcement:
“The following members’ dues will have expired by the 1st of (next month): ______, _______, _____;   to renew your memberships, please see me immediately after the meeting to fill out a renewal application form for submission to the Membership Committee for approval”. 

Also announce any members whose subscriptions are overdue when appropriate (marked as late in BNINet), who will also need to submit a renewal application together with the mandatory £20 late fee. 

This statement should be repeated at subsequent meetings during the month for any members whose dues will expire on the 1st day of the following month (or are already overdue), and who have not yet submitted a renewal application form with the appropriate dues.
B.  VISITOR STATEMENT

The Treasurer must give the statement below about the dues structure verbatim.     (It is OK to read this initially until you get to know it.  Do not leave any of it out.) This can be omitted if there are no visitors.    Statement as follows:
"For the visitors here today, we welcome you to submit an application for membership.  Along with your application you will need to submit your registration fee and membership fee.  The registration fee is a one time investment of £100 and annual dues are £400, plus VAT on both these amounts.  A significant saving of 10% can also be made if a two year subscription is taken out.

We like to compare the value of this investment of £500 plus VAT with the cost of getting business in any other way.  The cost of a single insertion of a small display advertisement in a newspaper today can run between £200 and £2,000.  Sending out flyers by mail can be equally expensive.  The small investment to get into BNI is the most efficient and cost effective way there is to get new business, and is tremendous value!

Membership dues can be paid by cash, cheque, Visa, MasterCard, Maestro, Delta or Solo.”  
17. CHAPTER DIRECTOR THANKS VISITORS    If there are Visitors, the Chapter Director suggests to them (as a group) that they should ask themselves two questions at this time.  Chapter Director then reads the following ‘Closing Visitors’ statement, verbatim:   

1. "Do you think that what you have seen here this morning is a viable way of generating new business for you or your company?"  

2. "If your answer to this is yes, then you should ask yourself if you (or your company) would like to participate and receive a share of the new business that is going to be generated between the members of this group in the months and years to come”.

“Because of our policy of allowing only one person from each profession or trade, the positions tend to fill up very quickly, and you will not only be securing your own position, but will also in effect be locking out your competitors from the group!  If you don't have a cheque or credit card with you, then to avoid disappointment, I would recommend that you fill out the application and hand it in today, and either fax in your credit card details, or write out and fax back today a copy of your cheque, which we will accept as commitment to join the chapter.”

Remember that during the entire meeting, you will be leading up to this close.  When the Secretary/Treasurer gives their report, they always put in the “compare the value” statement; when you tell about only one person per profession, you are subconsciously instilling a fear of loss into them if they don’t join now.  You should always tell them that BNI is the most successful organisation of its type in the world, and growing rapidly.  All of these points will reinforce the visitor’s desire to get into BNI and secure their position in the chapter. 

Chapter Director then asks the Visitors to go with Visitor Host(s) for a brief Visitor Orientation, or if the facility does not allow for a separate area for the orientation, Visitors meet with the Visitor Host(s) to do the Visitor Orientation immediately following the meeting.   The Chapter Director makes the following statement:

“Would all of our visitors (use their names, example:  Joe, Bobby, Suzy) please stand”.  Start applauding “We want to thank you for being here today and we look forward to receiving your application for membership.   We invite you to (go/meet) with our Visitor Host(s); would (use Visitor Host(s) names) please stand?   These folks will be conducting a complete and thorough Visitor Orientation to answer any questions, but more importantly, they will show you how to use the application to lock out your competition.”

“Feel free to leave your things here, as you may come back and network after your orientation is completed.   Thanks again for being here this morning.”   Pause to allow them to leave the meeting area, (or proceed to item No. 18 on the agenda if orientation is conducted after the meeting).

Tips:
Get the visitors and Visitor Host(s) to stand, and stay standing.   This helps in recognising the visitors and Visitor Host|(s).

Teach the Visitor Host(s) to begin walking towards the area where they will be conducting the orientation.  This will encourage the visitors to follow them to the designated area.

Make sure that your Visitor Host(s) always have current application forms and pens and follows the Visitor Host Orientation Script (on page 20 of this manual) with them to conduct the orientation.

18.   BNI ANNOUNCEMENTS, REMINDERS, SPECIAL REPORTS:   General announcements relating to networking events, member training sessions and other regional activities.   (Approx. 8.28)

19.   DOOR PRIZE DRAWING FOR MEMBERS BRINGING VISITORS OR REFERRALS  (done by Membership Co-ordinator):  Each speaker brings a door prize.   (Approx. 8.29)

20.
CLOSE MEETING: If there are visitors still in the room, the Chapter Director asks them to congregate in an assigned place in the room right now with the Visitor Hosts for a visitor orientation.  
· The Chapter Director should then give a positive quote for the week, and request that members focus on bringing in referrals or visitors for the next meeting.   (No later than 8:30)

· *VISITOR HOST(S) CONDUCT Visitor Orientation & CHAPTER DIRECTOR CONDUCTS a New Member Orientation and informs new members that they are required to attend a full Member Success Training with their BNI Director.










Information to be taken from BNINet
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