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Checklist for Asking Clients for Referrals
Preparation
Research: Before the conversation, do your homework. Identify potential leads either from LinkedIn, the client's organizational chart, or other reliable sources.
Know Your Value: Be clear on the results you've delivered for the client and be ready to articulate them succinctly.
Set the Context: Decide on the best time to bring up the topic. Ideally, after a successful project completion or during a positive feedback session.
Approach
Why now: If true, start with the reason: “I’ve just been given new responsibilities…”, “we’re seeking to expand in your area….”, “I’m coming back off extended leave…”
Be Direct but Tactful: Start with, "I'm looking to help other teams/organizations like yours.    Do you know anyone who might benefit from our collaboration?" 
Named Referral: If you have a specific person in mind, say, "I came across [Name] on LinkedIn and felt they might be interested in [specific service/value you provide]. Do you think an introduction would be appropriate?"
Listen Actively: Pay attention to the client's response. If they hesitate or sound unsure, don't push.
Clarify the Ask
Specify the Introduction Method: Would they prefer to introduce you via email, a phone call, or in a face-to-face meeting?
Provide a Brief: Offer a concise summary or a mini-pitch they can use to introduce you. This makes the process easier for them.
Respect Boundaries
No Pressure: Emphasize that you value the relationship regardless of whether they can provide a referral.
Confidentiality: Assure them that any introduction will be handled with the utmost professionalism and discretion.
Follow-Up
Express Gratitude: Whether they provide a referral or not, thank them for considering your request.
Update on Progress: If they've introduced you to someone, keep them in the loop about the progress, without divulging sensitive details.
Reflect and Refine
Feedback: After the conversation, reflect on what went well and what could be improved. Did the client seem comfortable? Were they receptive?
Adjust for Next Time: Use this feedback to refine your approach for future referral requests.
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