
<<Enter Date>> 
Name
address
city, st zip

Dear BNI Member:

Please consider this to be your final warning letter regarding lack of compliance with BNI’s attendance policy (please refer to BNI General Policy #5). 
BNI policy states that a member is allowed three absences during every six month term, either October though March, or April through September. As of <<Enter Date>>, you have used your allotted 3 absences for the present term. 
Attendance is critical to our chapter. After reviewing your performance record and taking into account your participation in our chapter, we request that you agree to the following terms: 
<<Enter either the terms of probation, or removal from chapter>>

If you feel you have been given this warning in error, please contact us immediately. We are here to help you enjoy a successful BNI membership.
Thank you for your participation.

Sincerely,

The Membership Committee


