INSTRUCTIONS: Make a copy of this document and customize it wherever you see words or phrases in brackets. Do NOT request edit access.

Use these templates to guide your referral outreach.
This file includes seven templates to fit your business needs.



Referral Email Templates

1. [bookmark: _v52szryier3g]For friends and family
2. [bookmark: _oowtzqudqnls]For professional colleagues
3. [bookmark: _tdc1xjekd72m]For business partners
4. [bookmark: _6o5gxgig890x]For customer incentives and rewards
5. [bookmark: _ltbadylofl68]For your existing customer base
6. [bookmark: _auc10wubzsyr]For networking groups
7. [bookmark: _di00p62aybpe]For competitors






















1. [bookmark: _kvb2wbdsarvl]Referral email for reaching out to friends & family

Subject: Assisting your network with [product/service/solution]

Hi [family member or friend name],

I hope all has been well since we last spoke. As you know, I [started a business or began a sales position] that does [scope of business].

Do you know anyone who would be interested in my [product/service]? An ideal customer would be [niche market and ideal customer description].

We distinguish ourselves through our [description differentiating factor], which helps us offer our customers [description of value proposition].

Let me know if anyone comes to mind, or send me an email with them cc'd using the information below.

We also offer [incentive] for every customer you refer.

Thank you,

[Name], [Title]
[Organization]
[Email address]
[Phone number]
[Website]






2. [bookmark: _h4uk7951slha]Referral email template for contacting professional colleagues

Subject: Assisting your network with [product/service/solution] — get [incentive] for referrals

Hi [colleague’s name],

I hope you’ve been doing well since we last spoke. As you know, I [operate/started a business or began/am currently in a sales position] that does [scope of business].

As such, I wanted to see if you know anyone who might be interested in our [product/service]. An ideal client would be [niche market and description of the ideal customer].

Our [description differentiating factor] sets us apart, helping us offer our clients [description of value proposition].

Let me know if anyone comes to mind. You can have them contact me through the information below or email me with them cc’d on the message.

We also offer [incentive] for every client you refer.

Thank you,

[Name], [Title]
[Organization]
[Email address]
[Phone number]
[Website]
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3. [bookmark: _7664t9183qbs]Referral email template for proposing services to business partners

Subject: [Your business name] and [their business name] should share referrals

Hi [partner’s name],

I hope all is well in the [their industry] business. Since your business is in this industry, I wanted to see if there’s an opportunity for us to share referrals.

We are a [scope of your business] company that offers [description of value proposition], making us extremely complementary to your offerings. One of the things that makes us stand out is [description of a differentiating factor].

Our ideal client is [niche market and description of ideal customer].

I’d love to schedule a call to learn more about your business and ideal client and see where we can help each other. Let me know if you are available in the next few weeks, or you can schedule an appointment using the link below to find a time that works for you.

We also offer [incentive] for every client you refer.

Thank you,

[Schedule an appointment link]

[Name], [Title]
[Organization]
[Email address]
[Phone number]
[Website]






4. [bookmark: _nie0jvqqrx5k]Referral program email template offering incentives & rewards

Subject: Earn rewards! [Incentive] for referring friends & family!

Hi [person’s name],

Beginning [program start date], we’ll launch a referral rewards program for all current customers. The program will include [description of the scope of the rewards program].

To take advantage of this opportunity, all you have to do is [description of how to refer and be rewarded].

We look forward to providing your friends and family with the great [products/services] we’ve provided to you. Feel free to reach out if you have any questions or concerns.

Thank you,

[Name], [Title]
[Organization]
[Email address]
[Phone number]
[Website]


5. [bookmark: _r4ed831j6scb]Leveraging your existing customer base

Subject: Assisting your network with [product/service/solution]

Hi [customer/client name],

If you’re satisfied with our [product/service], why not extend that value to your friends, family, and colleagues?

We’re looking to grow our [scope of business] business by receiving word-of-mouth recommendations from our customers for [brief description of ideal customer/client].

If you know anyone who would be interested in our brand, please have them contact me using the information below. You can also email me and cc them on the message.

We also offer [incentive] for every customer you refer.

Thank you,

[Name], [Title]
[Organization]
[Email address] 
[Phone number]
[Website]





6. [bookmark: _yopwp9u66kju]Email template for seeking referrals amongst networking groups

Subject: Referral request for [your organization name] — earn [incentive]!

Hi [member’s name],

I hope all has been well since [our last meeting or another event you saw them at]. I wanted to describe the perfect referral and the best way for you to connect me with them.

As my business primarily does [scope of business] and prioritizes [description of the differentiating factor], the ideal client is [description of the niche market and ideal customer/client].

And our ideal referral partner is [description of a person or business that can send you referrals].

Does that sound like you? Ask your referrals to contact me using the information below, email me with the referral cc’d on the message, or send them my scheduling link.

Then, don’t forget to send me details on your ideal referral and the best ways to connect you with them so I can return the favor.

We also offer [incentive] for every client you refer.

Thank you,

[Scheduling link]

[Name], [Title]
[Organization]
[Email address]
[Phone number]
[Website]
7. [bookmark: _s01s7v9k7w6p]Referral request template for connecting with your competition

Subject: Looking to exchange referrals with [their organization name]

Hi [person’s name],

I hope all is well in the [their industry] business. I am reaching out about some referral opportunities between us. Like your company, I offer [description of value proposition] through [scope of business].

The primary difference, however, is that [description of how you differ in niche or scope of service].

That said, I see a lot of potential for my firm to send referrals your way and vice versa due to our different specialties. For instance, I can give you a special referral code that you can pass on to leads or customers who are looking for a product or service that you don’t have. Doing this will build your positive image and establish your reach in the industry. 

I’d love to schedule a call to learn more about your business and ideal client and see how we can help each other. Let me know your availability in the next few weeks, or use my scheduling link below to find a time that works for you.

We also offer [incentive] for every customer you refer.

Thank you,

[Scheduling link]

[Name], [Title]
[Organization]
[Email address]
[Phone number]
[Website]
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