How to Manage Your Referrals

Overview

By effectively managing your referrals, you can build a steady pipeline of high-quality leads
while maintaining strong relationships with those who refer business to you.
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Step 1. Establish a Referral Process

e Define Criteria: Determine what qualifies as a good referral for your business, including
specific services, target demographics, or deal sizes.

e Create a Workflow: Outline the steps from receiving a referral to closing the deal. This
could include initial contact, qualification, follow-up, and conversion.

e Set Up a System: Use a CRM (Customer Relationship Management) tool to track
referrals, their sources, and their progress through your sales pipeline.

Step 2. Communicate Expectations

e Educate Referrers: Make sure your referrers understand your ideal client profile and
the type of referrals you seek.

e Provide Guidelines: Offer clear instructions on how referrals should be submitted,
whether through a form, email, or direct introduction.



Step 3. Track and Monitor Referrals

e Record Details: Log each referral's information, including the referrer’s name, the
referred party’s contact details, and the date of referral.

e Monitor Progress: Regularly check the status of each referral in your CRM system,
noting stages like initial contact, follow-up, and conversion.

Step 4. Follow Up Promptly

e Immediate Contact: Reach out to the referred lead as soon as possible to show
professionalism and interest.

e Regular Updates: Keep the referrer informed about the progress with their referral,
especially when key milestones are achieved.

Step 5. Nurture Relationships

e Build Trust: Strengthen relationships with both referrers and referred clients through
consistent communication and excellent service.

e Offer Value: Provide referrers with valuable resources, insights, or introductions that
could benefit their own business.

Step 6. Reward and Recognize Referrals

e Referral Incentives: Consider offering incentives to referrers, such as discounts, gift
cards, or a formal referral fee for successful conversions.

e Public Recognition: Recognize and thank referrers publicly, whether through social
media shout-outs, newsletters, or at networking events.

Step 7. Analyze Referral Performance

e Review Metrics: Analyze referral data, including conversion rates, average deal size,
and the quality of referrals.

e Adjust Strategies: Based on your analysis, refine your referral process, identify
high-performing referrers, and address any gaps or challenges.

Step 8. Keep the Cycle Going

e Request Referrals: Don’t hesitate to ask satisfied clients or partners for referrals,
especially after a successful project or transaction.



e Cultivate a Referral Network: Actively build a network of referral partners by engaging
in industry groups, attending networking events, and maintaining relationships with past
clients.

Step 9. Automate Where Possible

e Automated Follow-Ups: Use email automation tools to send timely follow-ups and
updates to referrals and referrers.

e Referral Forms: Create a simple online form that referrers can fill out to streamline the
submission process.

Step 10. Measure and Optimize

e Set Goals: Define what success looks like for your referral program, such as a target
number of referrals per month or a specific conversion rate.

e Continuous Improvement: Regularly assess and tweak your referral management
strategies to ensure they align with your business goals and market conditions.



