[image: image3.png]®
JiLiill





Visitor Day Telephone Confirmation Sheet

Your Name


Chapter name



	
	Name
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	Occupation
	Yes/No
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TELEPHONE FOLLOW-UPS
To ensure the Chapter's success, please use the telephone confirmation sheets to follow up with each individual on the mailing.  It is absolutely imperative to make two follow-up calls to anyone who expresses an interest in coming.

A sample dialogue may go something like this:

First Call: (to be made on the day before the next chapter meeting)

"Hi, my name is ___________ and I'm a member of the ____________chapter of BNI.  You recently received some literature inviting you to attend a visitor day meeting of the _________ chapter.  I'm making a follow up call to see if you will be attending, as it is a catered breakfast, and we are making arrangements for seating.

 ………, thank you for your time, we'll include you on our roster for the visitor day meeting. Incidentally, we'd love to have you bring a guest with you who might be interested in increasing their business by generating referrals, so please feel free to do so - I'll give you a call a day or two before the meeting just to check final numbers, and reserve seats for you.  I look forward to meeting you then."

Be positive, your attitude on the phone will influence them whether or not to come.   Always encourage your guests to bring a guest with them to the visitor day   –   think big!

Second Call: (to be made on the day before the Visitor Day)

"Hi John, I'm just calling to see how many seats I need to keep for you at the breakfast meeting tomorrow - are you coming alone, or will you be bringing someone with you...?   Good, it is a catered breakfast, so we have to let the restaurant know.  I'll reserve ____seats for you. Don't forget to bring lots of business cards, and we start at 7.00 a.m. sharp".

Be sure to keep track of calls on the telephone confirmation sheet, and try and judge the commitment of the person's acceptance to come - we need to have a fairly accurate count for the restaurant. Use the following method:

Allocate a (1), a (3), a (5) or a (5*) to each person on the second call, to judge their commitment.  If they say they will try and come, put a 1 next to their name.  If they say they think they can be there and it sounds of interest, give them a 3.   If they say they will definitely be there - and promise not to let you down - give them a 5.  If they are a personal associate of yours and they are committed to coming, give them a 5*.
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  “The” Business Referral Organisation™
PRIVATE 

Points to remember for next week's meeting
1.
Do the letters on your own / your company's letterhead 


(you will be promoting your business at the same time).

2.
Remember to invite only people who either live or work in the vicinity of the Chapter.  It is important NOT to invite anyone whose business category is already represented in the chapter.

3.
Lay out the letter exactly as per the pro-forma example - especially where words are shown in bold or italics. 

4.
Use plain envelopes, not ones with your company name or logo on them.    Use 9"x4" envelope - (not A4 size, and not window envelopes).

5.
Do not use labels for the addresses or print them directly on the envelopes :  addresses must be hand written.
6.
Do not insert the letters or seal the envelopes - we will be including two additional items with the letters next week.

7.
Remember to sign all your letters - we will be short of time at the meeting, so don't leave it until then.

8.
Print (don't write) the details of your recipients on the follow-up list. (see attached)
9.
Next week, do not forget to bring with you:


•
the signed letters


•
the addressed envelopes


•
the completed follow-up list

Making Inviting Easy over the Telephone

SCRIPT A

Script to use for ringing potential invitees that you already 




know

Hello Mr Jones

How’s business? 

( whether its good, bad or indifferent, say: )  great, let me tell you why I’m ringing.  

I am working with a group of professional business people in ( insert location ), who are looking for a good ( insert profession ) to refer business to.  

Can I send you an invitation to meet my colleagues?

He/she should answer yes, and so reply “Great, I’ll put it in the post”. 

GET OFF THE PHONE!

SCRIPT B

Script to use for ringing potential invitees with a trusted 




third party

Hello Mr Jones

You don’t know me, but Mr Bloggs tells me that you are the best ( insert profession ) in the   ( particular area ).

The reason why I’m ringing is because I am working with a group of professional business people in ( previous area ), who are looking for a good ( previous profession ) to refer business to.

Can I send you an invitation to meet my colleagues?

He/she should answer yes, and so reply “Great, I’ll put it in the post”. 

GET OFF THE PHONE!

{YOUR LETTERHEAD}-

1st June 2004

Dear  __________  (name - never Sir or Madam, etc)

You are cordially invited to the Visitors Day breakfast meeting of the xx chapter of   Business Network International at _____________, on xxx 2004,  at 7:00am – 9:30 a.m.,  where BNI’s National Director, Martin Lawson,  will share BNI’s secrets to success through "word-of-mouth" marketing.

BNI is a business and professional networking organisation whose primary purpose is to exchange qualified business referrals.  It is the most successful organisation of its  type in the world today, with over 3,700 chapters in operation in the UK, Ireland, USA, Canada, Sweden, South Africa, New Zealand and Australia, Singapore, Malaysia, Israel, Germany, Netherlands, Switzerland, Spain, Italy and Norway.  Last year, members of BNI passed more than 3.3 million referrals which generated more than £850 million worth of business for its members.
What makes BNI unique is that it allows only one person per profession to join a chapter.  Thus, once you've joined, there is no conflict in passing leads, and none of your competitors can participate!  The ________ chapter is currently looking for a  __(insert profession)_____ to refer business to. 

I would like to invite you to the Launch meeting so you can learn more about the organisation, and find out if you would be interested in generating a steady source of referral business for yourself.

Seating may be limited, so please RSVP by calling me, or _____________ on ___________. There is a nominal £____meeting fee, which does include a full sit down breakfast.  If you have any questions, please contact me.  Remember to bring plenty of business cards to pass around, as you will meet a lot of local business people.

Yours sincerely,

Your Name
Your Title

Member, ___________ chapter of BNI
P.S. Please feel free to bring any business associate(s) with you who may also be interested in finding out how to generate more business through word of mouth referrals - this is a unique and really exciting opportunity for any individual or organisation to increase their business!

Who should I Invite?

In the first instance, be selfish!  Think what professions are already in your chapter that have a natural affinity with your own.  List them below, and then think what other professions / businesses should be in that Power Circle because they are normally a natural sources of business for yours.  These are the best people to invite.  e.g. A photographer might have a caterer and a florist in their Power Circle, but would do much better with a limo company and an event organiser as well.

The strongest chapters have six or seven power groups of 5-7 members each.  The chapter should focus on inviting people who will complement the existing power groups in the chapter.  If your own Power Circle is complete, help others by inviting businesses that will complement their Power Circles.
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My Power Circle 








PAGE  

