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HOW TO IMPLEMENT:

Set up and lay out the calendar. Within your office, schedule the 
upcoming dates and venues you want for when/where you want to 
host the referral events.

Send out a “save the date” to invitees. Reach out to your best clients. 
(Your Marketing team can help you determine which clients to contact.) 

1.  

2.     

a.     

3.     

a.     

4.  

5. 

Extend an invitation to interact on a monthly basis, thank clients 
for their partnership and encourage them to bring friends who 
are approaching or who have begun retirement.

Send email invitations monthly through your firm’s CRM or other 
email service with information to RSVP to clients and clients’ guests 
for the event.

Feedback card – very simple

Track results. Using a spreadsheet similar to the attached, track your 
results from the event – how many people attended, how many were 
existing clients, how many were referrals, how many appointments 
were set.

Send the event recap to your mailing list, with brief summary and 
pictures taken at the event. Also, include an invitation to the next 
event through your firm’s CRM. BONUS: The referral script for when 
clients RSVP can help drive additional referrals. 

Asks for feedback (How did we do?)

Captures clients’ and prospects’ contact information

Provides opportunity for attendees to schedule a review with the firm

i.               
ii.             
iii.             



THE “REFERR AL”  SCRIPT

It’s an implied referral, and if the client says that they hadn’t 
planned on anyone else coming, the office states, 

“Clients typically bring guests with them, so 
I’ll save four seats for your group and you can 

call us back if there’s someone 
you’d like to bring.”

Anytime you host a client event; 
always imply a referral when guests RSVP.

“Who will you be bringing as guests?”

 F POOR

 F POOR

 F NO

 F FAIR

 F FAIR

 F MAYBE

 F GOOD

 F GOOD

 F DEFINITELY

 F EXCELLENT

 F EXCELLENT

1. I think this event was:

2. The location chosen was:

2. I would attend another event like this:

For future events, I suggest:

Name:

Address:

City:

State:

Zip:

Email:

I am a guest of:

HOW DID WE DO?
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SCRIPT FOR 
POSITIONING CLIENT REFERR ALS

The key to successfully asking for referrals is this:  
Do not ask the client to do you a favor by giving referrals. 
Let the client know you’re willing to offer your services 
to the people they refer.

ADVISOR: “It’s hard to believe we’ve already been working together this long. 
How would you say your experience has been with our firm so far?”

CLIENT: “It has been wonderful! You have exceeded all of our expectations, 
and your staff is incredible. I have to say it has been so nice not having to 
check the markets every day because I know our accounts are in good hands. 
Thank you for all of your help.”

ADVISOR: “It’s my pleasure. Before our meeting ends, there is something 
very important I want to talk to you about. The two of you are exactly the 
type of clients I love working with. You may recall when we first met I told 
you it was never my goal to be all things to everyone but rather, all things to 
few. For that reason, I keep my practice fairly small, which means I can’t work 
with everyone. However, from time to time, openings do come up. In my 
experience, the best way to fill those openings is with the friends and family 
of my best clients – clients just like you. So here’s the offer I would like to 
extend: in my schedule each week I leave one or two appointments open for 
referrals from my top clients. If you ever know anyone who you think could 
use my help, just give me a call and we can discuss it. I will always do my very 
best to help them.”

CLIENT: “Thank you, that’s wonderful.”

ADVISOR: “Now, sometimes, people don’t feel comfortable making an 
appointment with an advisor they’ve never met, so if it’s easier, you can bring 
them to any one of my events. Just know that if you give me their name, 
we’re going to roll out the red carpet for them.”

CLIENT: “Thank you again. We know how busy you are. We will certainly keep 
your offer in mind.”



Financial professionals tend to spend a lot of time and effort on prospecting – 
looking for those ideal clients to fill appointment space in their calendar. The fact 
is, your single best source for new clients is your existing clients. Think about it 
– you already know you like working with your existing clients. The best place to 
find more people like them is from among their family and friends. 

If you want to tap the well of referrals that your existing clients represent, you 
need to have a plan and a process in place for doing so. This booklet provides 
many of the materials you’ll need to get your client referral process in place, 
from a complete how-to guide for client referral events, to an effective feedback 
form that will help you garner names and addresses from those events, to 
scripts that will help you keep the referrals coming in. They’re small steps that 
could make a big difference in your practice.
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