Asking for Referrals

By Laura Stack, MBA, CSP, The Productivity PRO®

You’ve prepared, and you’ve delivered.  Don’t walk away from successful programs without taking advantage of your best source of advertising—delighted clients!  Most of my bookings come from referrals and repeat business, which reduces the time I spend marketing.  So take the risk and the time to ask, “Who do you know?”

If possible, ask for referrals in a separate phone call or meeting.  Here is a sample script I use:

1. Make sure it’s a convenient time for your client to talk.  “Hi Bob, it’s Laura Stack!  How are you?  (Blah, blah, blah, put some short small talk here).  Do you have a few minutes to chat with me?”

2. Emphasize the importance of your call.  “I have an important question to ask you.”

3. Remind the client of successful previous programs or the value you provide.  “Bob, I know you said the evaluations on our time management program were excellent and that I could count you among my delighted clients.”

4. Request help.  “I’m trying to expand my business, and I value your help.  I’ve found that my best source of advertising is satisfied clients.”

5. Ask to brainstorm ideas.  “So I was hoping we could brainstorm about people you know who might also benefit from my training programs.  If you’re open to that, I’ll give you an idea of the type of people I’d like to connect with.  Would that be that okay with you?” (They always say, “Sure!”)

6. Explain the type of client you’re looking for.  (For me; put your market here) “I work primarily with large corporations with over 500 employees who bring in outside training vendors or have training universities.  Do you know someone who coordinates training in an organization like that?”  OR “Which industry associations do you belong to that could benefit from my message? Do they have an annual conference?  Do you know the executive director or a contact person there?”  

7. Ask for permission to use the contact’s name.  “Jennifer Jones?  Wonderful, thank you!  Do you have a number where I could reach her?”  Chat a little bit about the referral to gain some context.  Then, “Would it be okay if I mention your name when I contact her?” Lastly, “Could you tell me a little about Jennifer and how I should approach her?”  (Or better yet, ask Bob to call Jennifer and personally recommend you.  It’s easier to connect with someone after you’ve received an introduction).  Don’t press for more than one contact.  If they want to give you additional names, they will!

8. Show your appreciation.  “Bob, thank you so much.  I really value your advice and appreciate the support you’ve given me.  It’s sure nice having you in my corner.  I’ll keep you posted on my progress.”

After the call, I always send a note with a small gift to thank the client for the referral.  I had specialty chocolate made with my logo printed on it with the words “Thanks a Billion!” on them, with my name, company, and phone number on the box lid.  Then another note and small gift follow if I book a program with the referral.  This gift usually prompts an email from the client, thanking me for the gift and providing another name!

Laura Stack, MBA, CSP is “The Productivity PRO.”(  She is the President of NSA/Colorado and can be reached at Laura@TheProductivityPro.com. 

