BNI Referral Growth Worksheet
How to Give & Receive Strong Referrals (4-Week Series)
Complete one section per week and bring this worksheet with you as we build week over week.
WEEK 1 – Identify Your Power Team
A power team is a group of professions that naturally share the same client base as you.
People in my Power Team (identify at least 2):

1. Name: __________________________   Business: __________________________
2. Name: __________________________   Business: __________________________
3. Name: __________________________   Business: __________________________
4. Name: __________________________   Business: __________________________
5. Name: __________________________   Business: __________________________

Meetings to Schedule (by January): Build your power team
Who will you meet with first and build your power team? _______________________________________

Meeting date (goal): _________________________________________________________________________________________________________

How would you clearly explain what your business does?
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________

Now think through yourpower team and define how you can work together:
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________

Is there a business/industry type that you and your power team could benefit from targeting. List those businesses/ideas below:
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
WEEK 2 – Set Referral Goals & Be Specific
Clear referrals make it easier for others to help you. Define all three levels below and relay this to your power team. Collaborate as a group to see how you can work together to build your referral base.

Broad Referral (very general):
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________

Target Business Type (industry or role):
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________


Very Specific Referral (exact situation, timing, or need):
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
This Week’s Referral Goal:
I am looking for _____________________ referral(s) related to: _______________________________________

Meet with your power team and review each other referrals and see if there is overlap where you could work as a team to help this business/industry type. 

List those businesses/ideas below:
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________

After identifying a common goal that benefits your power team/group, discuss a way to setup an introduction. Brainstorm ideas below:
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________

If no one has a good connection to this business, in your immediate power team, consider making this your 60 second presentation at a BNI meeting.

Would this business benefit from attending a BNI? If so, list the visiting date: _________________

Setup a date with this potential referral to determine if they’d be willing to be a visitor. 

Which in turn may help your business along with others in the group.






BNI Referral Growth Worksheet
WEEK 3 – How To Give Better Referrals
GIVE Formula: Who → What → Why → How → Follow-Up
1) WHO – Identify the Person Clearly
Ask yourself:
· Who is this person?
· How do I know them?
· What makes them credible?
Formula Prompt:
“This is [Name], they are a [role/business type], and I know them through [context].”
Example:
“This is Sarah, she owns a local boutique, and I’ve worked with her for over two years.”
2) WHAT – Identify the Need
Ask yourself:
· What problem are they trying to solve?
· What service are they actively looking for?
Formula Prompt:
“They are currently looking for help with [specific need/problem].”
Example:
“She’s looking for help updating her website and improving her online presence.”
3) WHY – Explain Why This Connection Makes Sense
Ask yourself:
· Why is this BNI member the right person?
· Why is now the right time?
Formula Prompt:
“I’m connecting you because [reason this member is a good fit].”
Example:
“I’m connecting you because you specialize in working with retail businesses and understand their seasonal needs.”
4) HOW – Make a Warm Introduction
Ask yourself:
· How will I introduce them?
· Will both parties understand why they’re meeting?
Formula Prompt:
“I will introduce them via [email/text/in-person] and include context for both sides.”
Best Practice:
· Never say: “You two should connect.”
· Always explain why the connection matters.
5) FOLLOW-UP – Close the Referral You GAVE
Ask yourself:
· Did they connect?
· Do both parties feel supported?
Formula Prompt:
“I will follow up with both parties to confirm the connection happened.”
Action Step:
· Log the referral in the BNI App
· Add any notes or outcomes when available
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WEEK 4 – Tips for Receiving Referrals: Communicating & Closing the Loop 
RECEIVE FORMULA: Acknowledge → Communicate → Close Loop → Document → Reflect
1️) ACKNOWLEDGE – Respond Quickly
Ask yourself:
· Did I respond within 24–48 hours?
· Did I reference who referred me?
Formula Prompt:
“Hi [Name], [Referrer’s Name] mentioned you might need help with [need]. I’d love to connect.”
Why It Matters:
· Fast follow-up shows professionalism
· It reflects positively on the referral giver
2) COMMUNICATE – Set Clear Expectations
Ask yourself:
· Did I explain how I help?
· Did I respect their time?
Formula Prompt:
“I help [type of client] with [service], and the next step would be [call/meeting/etc.].”
3) CLOSE THE LOOP – Communicate Back to the Referrer
Ask yourself:
· Did I thank them?
· Did I provide an update?
Formula Prompt:
“Thank you for the referral! We [connected / are meeting / determined it wasn’t a fit].”
Best Practice:
· Even “not a fit” should be communicated
· Silence breaks trust
4) DOCUMENT – Track in the BNI App
Ask yourself:
· Did I log the referral?
· Did I update the outcome?
Formula Prompt:
“Log referral + outcome in the BNI App for accountability.”
Why This Matters:
· Keeps referrals visible
· Builds credibility
· Helps measure growth
5️) REFLECT – Improve for Next Time
Ask yourself:
· What worked well?
· What could I improve?
Formula Prompt:
“Next time, I will improve my referral process by [specific action].”

View the full BNI Referral Worksheet below:
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