Explosive Client Referral System

6 STEPS TO BUILDING AN EXPLOSIVE CLIENT REFERRAL SYSTEM

Where do your new Clients Come From?
Where do accountants get the majority of their new clients from?
Accountants tell me that they get the majority of their new clients by way of referrals from existing clients.
Given that the majority of new clients come from referrals do accountants consistently and consciously ask their clients for
referrals to ideal clients?
Although accountants know that a significant percentage of their new clients are generated by word of mouth referrals,
they usually do not consistently or consciously ask for referrals. Very few accountants ask for referrals in a structured or
systemised way that will generate a steady flow of ideal potential clients.
If referrals are the best source of new clients why do accountants often leave it to chance and not ask for referrals? Maybe
we just need a system. This document helps you Build your own Explosive Client Referral System.

“People influence people. Nothing influences people more than a recommendation
from a trusted friend. A trusted referral influences people more than the best
broadcast message. A trusted referral is the Holy Grail of advertising.”
Mark Zuckerberg, CEOFacebook
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The Accountants Referral System
Do your clients enjoy working with you? Do they respect you and all you do for them? Maybe not all your clients recognise
you as the wonderful amazing person that you are, but most of them value you and respect you.
Have you ever worked with someone you liked and respected? Have you ever recommended the services of someone
who really helped you out, or referred a person or a business to someone else? We do it all the time. Often we don’t even
think about it. If you eat in a nice restaurant, if you go to a nice hotel; you are happy to share the positive experience and
you do not need anything for doing it.
Your clients who like you and respect you will be eager to recommend your services. What if you created a referral system
that will explode the number of referrals that you get from your existing clients rather than just leaving it to chance?

What are the 6 steps in building your Explosive Referral System
1. Building the Foundations of your Referral System
2. Carpe Diem – The First Time is the Hardest
3. The Follow Through - Making it Happen
4. Super Simple Conversations with Referred Prospects
5. Your New Client On-Boarding Process
6. Just Two Words - Thank You

“Advocates’ recommendations
are the most trusted source
across all age groups:
Millennials, Gen X, baby
boomers, and mature adults.”
Deloitte

STEP 1 - BUILDING THE FOUNDATIONS OF YOUR REFERRAL SYSTEM
The foundation is the most important part of anything you build. When you are creating your Explosive Referral System
spending enough time on our foundation accelerates your future success.
You want to create a system that ensures you:
•• Identify the right people to ask referrals for
•• Follow up on referrals and grasp the opportunities that you get.
•• Get referrals to your ideal clients and not just to any old client.
•• Only ask for referrals in a way that doesn’t negatively impact on your existing clients.
In order to do this we need to:
1. Look at where your previous referrals came from and Learn from the Past.
2. Visualise the Future Referrals You Want by focusing on where you want them to come from.
3. See the referral process and understand it from your Referrer’s Point of View.
4. Keep track of your referral activity by Capturing and Controlling the process.
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LEARN FROM THE PAST

In looking back at where our previous referrals came from, we want to focus on quality referrals you have received in the
past and ask yourself:

••
••
••
••
••

Who gave the referral?
What was the referral for?
Did your referrer understand your services before they made the referral?
How did you accept the referral and how did you follow up?
Is the new referral a continuing client today?

This gives us an outline of the blueprint for the process that is already working for you. We just need to build on and
develop that blueprint to create a system that gives predictable and reliable results.

STEP 1

PILLAR
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VISUALISING THE FUTURE REFERRALS WE WANT

In visualising our future referrals, we are going to generate and translate our past experience into getting the clients we
want in a way that we can control?

••
••
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What type of a client do you really want?
•• You need to define your ideal client avatar very clearly for this to happen.
Who are you going to seek a referral from?
•• Often clients tend to attract people like themselves so unless you want anyone coming through
the door you need to choose your referrers wisely
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••

Who has been good at giving referrals in the past?
•• They already know how to play the game and could be your best starting point. You are creating the rules
of your own game. Play with them so you get some early scores on the board.

••

Do your clients understand your services and they type of client you really want?
•• You need to educate your clients to understand exactly what type of a client you really want

••

Do your clients understand the type and breadth of services you want to provide to your ideal clients? Are you
just another accountant or are you different?
•• Your clients may have a perception of your services and what you do.
•• Explain to them exactly what you do and how you help people.
•• Educating your existing clients will help strengthen the relationship you have with them if nothing else.

••

Do they understand that you are open for business now and are ready and want to take on new clients now?
•• Your existing clients cannot be concerned that if they refer more clients to you that the quality of service
you provide to them will not diminish. They need to be specifically told “That business is booming and you
are ready for more”
•• Business owners understand about growing their business, explain to them how you are growing yours
and why you are consciously asking for this referral. Teach them your explosive referral model if it will help
them build their business.

STEP 1

PILLAR
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REFERRALS FROM THE REFERRER’S POINT OF VIEW

We need to understand the referral process from our Referrer’s perspective to improve our process of asking for the referral

••

How have your services been of benefit to your clients & what would prompt them to recommend you to
someone else?

••

How have you benefited them and their business?
•• Financially
•• Emotionally
•• Physically

••

How can they make a referral to you?
•• Make it really easy for them
•• What do you want them to say?
•• How do you want them to talk about what you do?
•• What specific trigger phrases and key words do you want them to use when they make the initial
introduction?

••

What does giving a referral entail?
•• Do you want them to send an email linking you up?
•• Do you want them to set up a meeting?
•• Do they make an introduction to you via LinkedIn?
•• They are busy people too, but anyone can make a 5 minute phone call if they really want. Do you want your
introduction by way of a phone call that you can follow up on?
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STEP 1

PILLAR

4••

CAPTURE AND CONTROL

••

How are you capturing the information in relation to who you asked for referrals and how you asked for them?
•• Keep track of your referral activities in your CRM package
•• If you don’t have a CRM and excel spreadsheet or even a notebook will do

••

How exactly is the referral communication process going to happen?
•• Take control of the referral
•• Ask them for specific people that fit the bill
•• Get their names and numbers
•• Give them a defined time frame to make the introductory call
•• Get them to make a phone call or send that email and make the introduction in the next 24 hours and you
will follow up with the prospect within 48 hours
•• You set the timelines as to when you are going to follow up on the referral

This final step is a critical part of the system. Many accountants who do currently ask for referrals leave the process in
the laps of the Gods. Close the loop. If this is your system, you need to take control if you want that steady stream of
prospective ideal clients. Do not just relay on the client to make the referral or the prospect to take action. Make it happen.

“Some people want it to happen, some wish
it would happen, others make it happen”
Michael Jordan
STEP 2 - CARPE DIEM – THE FIRST TIME IS ALWAYS THE HARDEST
If it was easy everybody would be doing it. Your competitive advantage is that if you seize the moment and follow through
on this process you will differentiate yourself from the vast majority of accountants. While many of your peers will talk
about referrals, very few will actually follow through in a conscious and consistent way and truly build an Explosive
Client Referral System. You have to work at it. There are no referral fairies to do the job for you.

“You see, in life, lots of people know
what to do, but few people actually
do what they know. Knowing is not
enough! You must take action.”
Tony Robbins

seize the day

It all starts by just asking the question. If you do not ask the question clients may or may not tumble to this themselves.
Consciously and consistently asking for referrals needs to become a habit. Asking for the first one is the hardest.
Once you have done that, it gets easier from that point on, until it is just something that you systematically do.
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TIMING IS EVERYTHING
Obviously there are certain times when it is more beneficial to ask for a referral. There are also times when you should not
ask for a referral. Nobody wants to be a sleazy ambulance chaser so we have to do this in a professional way, when the time
is right. When is the time right?

••
••
••
••
••

When you have done something so wonderful for them that the tears of appreciation are still moist in their eyes.
When they are asking you for more services and more assistance and guidance to develop their business.
When they are reminiscing on past problems that no longer exist because of advice you have given them.
When they talk about family members, friends and peers who are having similar problems as they are. Everyone
likes to help if they can.
When they are going to an industry conference or networking event where they are going to meet people in
business like themselves.

CREATING THE OPPORTUNITY

“Strive not to be a success, but rather to be of value.”
Albert Einstein

We cannot leave it to chance that these ideal referral question opportunities just arise all by themselves. If we are
developing a system that truly puts us in control we need to be able to create opportunities as well as taking them when
they present themselves. How do you create a circumstance when you can ask for a referral?

••
••
••
••

Ask the clients how they feel about you, your work and your contribution to their business. Warm them up and
get them talking.
Acknowledge that as a client they are the ideal type of client you do your best work for. Deep down we all would
like to be someone’s ideal client.
Compliment them on their business and their progress. Who doesn’t like a compliment?
Get them to focus on their goals for the future and what is really important to them in their business beyond the
basic needs and numbers. When we focus on what is truly important our outlook is lifted beyond our day to day
trials and tribulations

This is something that we should be doing with all our clients anyway. Even if you never asked a client for a referral how
valuable would it be to have this conversation with every decent client we have?

JUST DO IT
This is not an easy process for everyone. Some accountants feel that asking for referrrals is “salesy”. We have already
established that people like referring positive experiences. It is not a salesy process to ask for a referral. That may not make
it any easier though. If it was easy, everyone would be doing it. Once you have built your Referral System Foundation in
Step 1 just put a date in the diary, do your homework and ask an existing client for a referral. You ask them to make the
referral call within 24 hours and you follow up within 24 hours of that. Put deadlines on it so both you and your Referrer are
focused on the task in hand. The following day ask 3 clients for a referral. The following week ask 6 clients for a referral. You
will learn by repetition. You will refine your system based on your own experiences.
If we are going to build an Explosive Client Referral System creating and partaking in referral conversations where we ask
the simple question: “Do you know any other ideal clients like you who would benefit from my advice and support” needs
to become a habit like washing your teeth.
It just becomes something you do. It becomes something you do by just doing it.
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STEP 3 - THE FOLLOW THROUGH – MAKING IT HAPPEN
Once your referrer makes the call or sends the email the ball is in your court. It’s your move next. You have got to follow up.
Leaving control in the hands of the person referred does not always work. If they don’t come back to you straight away
you follow up with them. This is a critical part of the process and I often hear accountants say that they prefer to wait for
the referred person to come to them as they do not want to seem like sleazy salespeople or desperate for business.

“Only put off until tomorrow what you
are willing to die having left undone.”
Pablo Picasso

This is not a sales call. Someone who trusts and respects you
has introduced you to someone who they feel will benefit
from your advice and support.

Yes, you have created the situation and yes, you have asked for the
referral, but they wouldn’t do it if they didn’t want to and they can
not see the benefit.
Your client the refer has taken a huge step for you, it is your
responsibility to play your part to follow up with a call with a view
to arranging an initial meeting to see how you can help this person
and their business.

PREPARING FOR THE FIRST MEETING
After the first call and first conversation you need to be able to
send them something that will demonstrate to them what value
you can add to their business. Some examples of guides and
checklists that will showcase your expertise and professionalism
might include:

••
••
••
••

Top 10 Tax Saving Tips
7 Proven Ways to Improve Profitability
5 Success Steps to Creating Wealth for your Family
6 Most Common Mistakes in Family Run Businesses

“provide information that is of value
and that will resonate with them”

INFORMATION PRODUCTS
Building mini-information products like the 4 above will help you in your general marketing, on top of your Explosive
Client Referral System. Your guidance documents can range from a simple one pager checklist to an expanded graphically
designed document like this one you are reading. The most important thing in creating an information product is that you
can provide your prospective client with information that is of value and that will resonate with them. To start just create
simple checklists in word or excel formats and you can build from there. If business writing or creating is not your natural
strength, this is something that can be easily outsourced.
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BUILDING TRUST & CREDIBILITY
Why would you consider creating mini-information products and helpsheets? You need to start building your trust
and credibility with your potential client. Business owners only enter into business relationships that have a value
commensurate with the amount of trust and credibility they have built up. We are entering this relationship with the
referred trust and credibility, but before we get to that face to face meeting, we need to build on the foundation that our
referrer has given us if we want to build a business relationship.

STEP 4 - SUPER SIMPLE SALES CONVERSATIONS WITH REFERRED PROSPECTS
The most important part of the first meeting and having any kind of a sales conversation for accountancy services is that
you cannot be a salesperson. Small and medium business owners tend not buy accountancy services when they are sold
to them. We need to find another way to seal the deal and the approach to the first meeting followed by our Simple 4 Step
Sales Conversation.
The first meeting with a prospective client is almost like a first date. You need to make an impression and you only have
one chance to get this right. One of the key elements of your communication approach is to remember that you have 2
eyes, 2 ears and one mouth in that proportion for a reason. An undeniable fact for even the most modest and humble of
people is they like to be heard and they like to talk about their business. Deep down we all like to talk about ourselves.
Sometimes accountants get carried away in the first meeting when they go into sales pitch mode. Talk less and listen more.
Listen to them closely and understand their problems, their challenges, their opportunities. Really pay attention to them.
Really pay attention to the person in front of you.
Build rapport by employing some of the basic human communication tools such as reflecting their language, their
physiology and their tonality. People like people like themselves, so match and mirror their communication style to build
your connection with them. Do the simple things like smiling and making eye contact. Be confident and be the genuine
you, so that when the time is right and you have create an appropriate level of connection, trust and credibility you can
follow your Simple 4 Step Sales Process
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SIMPLE 4 STEP SALES CONVERSATION
I truly believe that this Simple 4 Step Sales Conversation could transform your practice as a standalone tool, but when
deployed as part of a referral system it becomes the explosive element of the process:

Step I – Ask some questions to open them up

••
••
••

What are they working on?
What is their current problem?
What is their goal?

Step II - What do they really want?

••
••
••

“Do what you do so well that
they will want to see it again
and bring their friends.”
Walt Disney

What does success look like for them?
How will they know when they have achieved success?
What benefits will they get from doing whatever it is they are focused on?

Step III - Do they want or need help achieving their outcome?

••
••

If they do not want help – Wish them the best of good luck on their journey and request that they make sure to
keep you in mind in the future
If they do want help with something in their business - Proceed to Step IV

Step IV – Is that person going to be you?

••
••
••
••
••

Do they want the person helping them to achieve their outcome to be you and point out the fact that they are
your ideal client. (Assuming they are your ideal client and not just another dud client)
Explain to them why they are an ideal client
Explain how you can help them achieve the coutcome they have just shared with you and why you like helping
ideal clients like them.
Close the sale
Agree next steps

The person you are meeting with has been referred
to by someone who trusts and respects your work.
They believe that this person will benefit from your
expertise and advice. This person has now told you
what they really want and need and you can help
them in a mutually beneficial business relationship.
This is not sales. This is giving people what they
want. This is you as an accountant following
through on your responsibility to serve those clients
who need your help and who meet the definition of
your business’s ideal client.
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STEP 5 - NEW CLIENT ON-BOARDING PROCESS
The end is in sight and all the hard work has been done, but we still need to close out the deal and start generating
revenue from the client. The best way is to get the relationship off to a strong start by following the New Client OnBoarding Process.
Hold a one to one meeting with your new client of which the whole focus is to learn about their past experiences. What
has worked for them in the past in in terms of previous accountants and advisors? What worked in their interaction with
previous advisors . What did not work for them in those previous relationships. Most importantly get into the detail of
exactly what they want to achieve with you?
Let them know what to expect from you and your business advisory model. Re-iterate to them what the benefits will be
for them personally from the perspective of financial, emotional and physical benefits. What will the benefits be for their
business from a financial, stability, profitability and strategic perspective?
Set out the basics of how you interact with your clients. How services are delivered. How communications work in terms
of your availability and the availability of your team and how you deal with correspondence, emails and calls. How are you
going to work together?
Most importantly let them know how and when you are going to be paid before signing off on the formal engagement
process. The relationship is not going to work long term unless the financial element of relationship is clear. Starting off
with clear parameters on the financial basis of your business relationship is crucial to the long term success.

“How are you
going to work
together?”
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STEP 6 JUST TWO WORDS - THANK YOU
Say Thank You to the person that made all of this possible. Say thank you even if you do not win the new client.
They played their part when they gave the referral, irrespective of whether it turned into a client or not.
Consider saying thank you with a small gift. What is the lifetime value of a new client?
What would it cost to send them :
•• A book
•• A bunch of flowers
•• A meal voucher
•• A small gift for their office or desk

“I can no other answer make but thanks,
and thanks and ever thanks ……..”
William Shakespeare

Have you ever gotten a small unexpected gift? How did it make you feel? Say thank you and let them know how the
referral went and that you appreciate their support. If you follow through it will double the chances of them referring more
people to you in the future. Once they have referred one the second, third, fourth ……….. becomes easier.

Thank you’s are the final component of your Explosive Referral System.
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Explosive Client Referral System Checklist
Step

Description

STEP 1

BUILDING THE FOUNDATIONS OF YOUR REFERRAL SYSTEM

Complete Y/N
YES
NO

Record what you have Learned from Past Referrals
Document your Visualisation of the Future Referrals You Want – Who are
your ideal clients?
Consider Referrals from the Referrer’s Point of View – How they do it and
what it involves?
Create your system of Capture & Control

STEP 2

CARPE DIEM  THE FIRST TIME IS ALWAYS THE HARDEST
Identify the best Times and Opportunities to ask for a Referral
Develop your way to Create the Opportunity
Set your ‘Just Do it Date’ & Get it Done

STEP 3

THE FOLLOW THROUGH  MAKING IT HAPPEN
Follow Up Call scheduling and tracking
Create your first draft Mini - Information Product
Send on your Information Product to new Prospects referred

STEP 4

SUPER SIMPLE SALES CONVERSATIONS WITH REFERRED PROSPECTS
Communication Process Documented
Simple 4 Step Sales Conversation
Step I – Ask some questions to open them up.
Step II - What do they really want?
Step III - Do they want or need help achieving their outcome?
Step IV – Is that person going to be you?

STEP 5

NEW CLIENT ONBOARDING PROCESS
Develop and deploy your First New Client Meeting Agenda
Create your On-Boarding Documents
Build your Terms of Engagement

STEP 6

JUST 2 WORDS  THANK YOU
Circle back and Update the Referrer
Thank You Gift for New Client Won
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