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• Power of One
• TYFCB
• AVR

• Mentoring & 
Accountability

• Value/Benefits of 
Membership

• Visitor 
Strategy

Growth Retention

Engagement
Standards 

& 
Expectations
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Chapter Mission, Goals & Strategic Direction
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Membership Committee – role descriptions
• Community Builder – growth & goals
• Member Relations – conflict 
• Member Engagement – participation 
• Quality Assurance – applicant & renewal 

interviews

• Vice President

• Chapter Consultant

 Reference: Chapter Operations Manual

• Collaborative Focus 

• Chapter Standards – define, 
communicate, execute, 
actions to recognize & hold 
accountable

• Goals – guide chapter to 
achieve chapter goals 
through strategic initiatives

• Accountability – ensure all 
LT roles are being carried 
out 
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BNIConnect: Reports (Outputs)

 Reports | Chapter:
• Chapter Roster Report
• Membership Dues Report – renewals
• Summary PALMS Report – participation
• Personal PALMS Report – member, 7-month
• VP Report
• Chapter Visitor Report – CB Chair, Visitor Host
• Visitor Registration Report – VHC 
• Visitor Not Attended Report – CB Chair, VHC



2021/2022 Leadership 
Team Orientation

BNIConnect: Operations (Inputs)

 Click Operations | Chapter:
• Manage Visitors – Visitor Host Coordinator
• Meeting Management

• Enter PALMS
• Manage Memberships

• View Pending Applications
• New Member Applications
• Renewing Members

• Manage Goals
• Create Email
• Manage News
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Reporting2You.com: Reports

 Chapter Reports:
• Chapter Level Traffic Lights (“MRGTL” report)
• Chapter KPI Report (“MCKPI” report)
• Chapter Performance Report (“MCP” report)

 Member Reports (shows Member level):
• Member Evolution Report
• Member Monthly Report
• Weekly Alert Report
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Key Membership Committee Activities
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New Member Applications

• www.bnibc.ca/<....yourchaptername...>/ApplyNow

• QR Code



The Perfect Online New Member Application

Visitor Submits Application

Applicant immediately receives 
an email with a copy of the 

application 

1 Day Post Submission

VP and DC receive an 
announcement that an app is 
pending and needs approval

Within 7 days VP Approves 
Application

Notice is immediately sent to 
applicant to proceed to 

payment

Within 2 days Applicant Pays

Confirmation of payment sent 
to applicant

Confirmation of payment 
selection sent to P, VP, ST, DC, 

RA

Application Reconciled by Regional Office

Member immediately receives welcome email

All chapter roles and DC receive notice of new member

1 day later, President receives induction alert email



Oh no!  Application Incomplete!

Visitor Starts an online application 
but doesn’t finish it

1 Day Post Submission

Applicant receives a reminder to 
continue the app

VP receives a notice that there is 
a partial app submitted

4 Days Post Submission

Applicant gets 2nd reminder to 
complete the application

15 Days Post Submission

Regional Admin notified of partial 
app that can be voided



Application Complete, but Needs Approval

Visitor Successfully Submits 
an Online Application

1 Day Post Submission

VP and DC receive an 
announcement that an app 

is pending and needs 
approval

8 Days Post Submission

VP receives 2nd notice to 
approve the application

15 Days Post Submission

VP receives 3rd notice

DC receives 1st notice

19 Days Post Submission

VP receives 4th notice

22 Days Post Submission

VP receives 5th notice

DC receives 2nd notice

AD receives 1st notice

25 Days Post Submission

VP receives 6th notice

28 Days Post Submission

VP receives 7th notice

29 Days Post Submission

VP receives 8th notice

DC receives 2nd notice

AD receives 2nd notice



Application Approved, but Needs Payment
VP Approves Online New 

Member Application

Applicant immediately 
notified of approval with a 
link to proceed to payment

4 Days Post Submission

Applicant 1st reminder to 
complete payment

7 Days Post Submission

Applicant 2nd reminder

8 Days Post Submission

ST 1st Alert

10 Days Post Submission

Applicant 3rd alert

15 Days Post Submission

ST 2nd Alert

DC 1st Alert

22 Days Post Submission

ST 3rd Alert

DC 2nd Alert

VP 1st Alert

29 Days Post Submission

DC 3rd Alert

VP 2nd Alert

AD 1st Alert



Application Status

Draft Application –

Needs Review

Applicant bailed and needs to 
complete the app. If abandoned 
needs to be voided by Regional

Admin

Application Submitted –

Needs Review

Applicant finished the app and 
now it needs VP\MC approval

Application Submitted –
Approved

Ready for payment from 
Applicant. Regional Admin may 

send payment reminder.

Payment Selected –

Approved

Payment method chosen but 
Regional Admin needs to verify 

and reconcile
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Online New Member Applications Video Guide

https://support.bniconnect.com/hc/en-us/articles/360052751932-Online-
New-Member-Applications-Video-Guide

12-minute video
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The Applicant Interview Process
• Supporting Documents found in BNIBusinessBuilder.com (BNIUniversity.com)

Click Resources | Membership Committee (& Vice President)

• Interview form
• Applicant letter of expectation
• References Verification

• Licenses & Insurance
• Personal References
• Digital Footprint research

• Best Practices
• Interviews must be conducted with 2 MC Chairs at same time; 2nd interview optional
• Completion within 7-10 days
• Competition seats: 14-21 days, depending on number of applicants
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Paper Applications are not accepted, 
without exception.
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Seven Month Check-In 
vs

Nine Month Renewal Interview
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Member Renewals
• You will need:

• BNIConnect
• Reports: Membership Dues Report
• Reports: PALMS (Summary and/or Personal)
• Operations: Pending Applications

• Reporting2You
• Evolution Report
• Month Report
• Member 6m details (click on their name in the Month Report)

• Seven Month Check-In notes
• Renewal interview if appropriate



The Perfect Member Renewal



The Not-so Perfect Member Renewal

Video link:

https://www.schoox.com/aca
demies/library2.php?acadId
=8723&id=3619652
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The Renewal Process
Timeline Prior to Membership Expiry

• 5 months: 7-month check-in

• 4 months: renewal planning

• 3 months: renewal interview – if required

• 2 months: renewal in BNIConnect by VP

• 30 days: when pre-approved by VP, member submits application to renew with payment

• 15 days: last chance before auto-approval for VP to take action other than approval

• 14 days: when member is auto-approved; member submits application to renew with payment

• Renewal complete: member is re-inducted into the chapter
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When is a Renewal Late?
• BNI Administrative Policy #3: Membership fees are payable 30 days prior to the 

due (expiry) date. Members not paid by the due (expiry) date are considered 

late and will be assessed a late charge. If fees are not paid within 30/45 days, 

the member will officially be dropped by BNI.

• 0+1 day: status changes to Late; late fee assessed upon renewal payment

• 0+15 days: status changes to Expired; lose access to BNIConnect & App

• 0+30/45  days: member is removed from the chapter
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Example: July 1st Expiry
• February: 7-month check-in assigned and completed

• March: MC QA Chair assigns renewal interview (if required)

• April: renewal interview is completed (if required), MC deliberation 

commences

• By May 1: MC has deliberated; VP has Pre-Approved in BNIConnect

• By June 1: member submits application to renew with payment

• June 15: Member is automatically Pre-Approved, if not already

• July 1st week: member is re-inducted into the chapter; celebration 

ensues

Late renewal:

• July 2: Member status is Late; 

late fee added to renewal

• July 15: Member status is 

Expired; lose access & visibility 

in BNIConnect

• August 1/15: Member status is 

Dropped
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Reports | Chapter | Membership Dues Report
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Member Re-Induction

• Membership re-inductions are conducted on the first week of the month, for 

those members whose membership renews that month (and the entire renewal 

process has been completed)

• As part of the recommitment, you may choose to have the renewing members 

recite the BNI Code of Ethics

• This is a Celebration! Member renewals aren’t guaranteed, so when it happens, 

acknowledge that a member has found value in being part of BNI, and 

specifically your chapter.
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What are all those emails?



Renewal Reminder to LT



Renewal Reminder to Member



Notice of Pre-Approval to Member



Renewal with Profile Changes



Renewal Approved



Confirmation of Payment / Reconciliation Request



Alternate Outcomes for Renewal

• Membership Committee Approves Renewal with Conditions

• Membership Committee Declines Renewal

• Member opts out of Renewal
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Conflict Resolution

• Conflict resolution by Membership Committee

• Conflict resolution by Conflict Resolution Committee
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Chapter Success Meeting
• All Leadership Teams must coordinate with their Chapter Consultant to set 

the dates & times for the full year

• All Chapter Success Meetings will be held on Zoom, using your Chapter 
Zoom Account

• The Vice President and all Membership Committee members must attend 
the full CSM each month

• (The President, Secretary-Treasurer, Visitor Host Coordinator & Mentor 
Coordinator attend the first half only.)

• It is expected that members who are presenting in the CSM are prepared in 
advance of the meeting.
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The Leadership Team Resource Page

• BNI Business Builder | Resources | Membership Committee

• Chapter Operations Manual
• Request for Leave of Absence (Medical or Certificate of Credit)
• Request for Transfer (to another chapter)
• Transfer of company-paid membership
• Accountability letters
• Request for classification change

bniltresources.com
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Where do I go for help?

• BNI Connect / BNI University – click on the ?

• The Leadership Team Resource page

• Your Chapter Consultant

• Bottom of the weekly Newsletter
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Thank you!


