Accounting Firm Referral Marketing Toolkit

Turn strong client relationships into a repeatable referral process without making your clients feel pressured. Designed for accounting firms, bookkeepers, and advisory practices.

Five customizable resources for accounting and bookkeeping firms, including: 
1. Setup worksheet
2. Three email templates
3. Onboarding insert
4. Thank-you and follow-up messages
5. 90-day action plan

Adapt to your firm’s rules and applicable law before using.

Start with your referral rules
Define an ideal referral: industry, service need, location, and client fit.
Decide whether to offer no incentive, a thank-you note, or a permitted reward. Check professional ethics, independence, state board rules, privacy requirements, and firm policies first.
Choose one referral destination: a short form, scheduling page, or dedicated email address.
Get permission before sharing someone else’s contact information. A warm introduction or link is often easiest.


How to Use This Toolkit
Replace [bracketed text] with your firm’s details. Choose a clear referral contact, personalize the messages, and schedule the actions. No financial incentives are needed.

Included: setup worksheet • three email templates • onboarding insert • thank-you and follow-up messages • 90-day action plan.

Important: Follow client confidentiality rules, email marketing requirements, and applicable professional standards. Do not share someone’s contact information without their permission. This toolkit is marketing guidance, not legal advice.

1 | Referrals Program Setup Worksheet
A good referral process starts by making it easy to recognize a good fit and make an introduction.

□ Who is an ideal referral? [Industries, size, location, needs]
□ What problems do we help solve? [2–3 examples]
□ Who can refer us? [Clients, past prospects, attorneys, bankers, consultants]
□ When will we ask? [After a positive milestone, onboarding, quarterly]
□ How should people introduce us? [Permission-based email introduction, referral form, or direct contact]
□ Who will respond to introductions? [Name/role]
□ How quickly will we follow up? [Target business days]
□ Where will we track referrals? [CRM or spreadsheet]

A simple referral request formula
“We work best with [ideal client] who need help with [specific challenge]. If someone comes to mind, would you be comfortable making an introduction after checking with them?”

Suggested measures
Referral requests sent; introductions received; qualified conversations; new clients; time to follow up.
Record referral source and outcome without disclosing confidential client details.

2 | Three Ready-to-Use Referral Emails
Email 1: New client check-in (around 30 days after onboarding)
Subject: One quick question as we get started
Hi [First Name],

We’re glad to be working with you. As we settle into our work together, we wanted to share the kinds of businesses we help best: [brief ideal-client description].

If you know another business owner who could benefit from [specific service or outcome], we’d welcome an introduction. Please check with them first, then connect us by email or send them our contact page: [URL].

Thank you for trusting [Firm Name].

[Name]

Email 2: Existing client referral request
Subject: Know a business owner facing [common challenge]?
Hi [First Name],

We’ve enjoyed supporting your business. We’re currently helping [ideal client type] with [specific challenge].

If someone in your network is looking for that kind of support, would you feel comfortable introducing us? An email introduction, with their permission, is all it takes.

Thanks for keeping [Firm Name] in mind.

[Name]

Email 3: Quarterly note to opted-in prospects and professional contacts
Subject: Who do you know who needs [specific service]?
Hi [First Name],

A quick update from [Firm Name]: we help [ideal client] with [specific service and benefit].

If a business owner in your network mentions [trigger situation], we’d appreciate you sharing our website [URL] or introducing us after asking their permission.

And if there’s someone we can help you connect with, please let us know.

Best,
[Name]

Sending note: Use appropriate consent, sender identification, a valid mailing address, and an unsubscribe option where required. Do not automatically enroll past leads in a marketing sequence.

3 | Client Welcome Packet Referral Insert
Create a single page to place in your existing onboarding packet or client portal.

Know someone we could help?
We’re grateful you chose [Firm Name]. Many of our strongest client relationships begin with a thoughtful introduction.
We specialize in helping [ideal client] with [top services or challenges]. If a colleague, friend, or fellow business owner is looking for that kind of support, we’d welcome the chance to meet them.

The easiest way to refer someone:
Ask whether they would like an introduction.
Connect us by email at [email] or share [website URL] with them.
We’ll take it from there and respect everyone’s privacy.

Thank you for thinking of us. Your trust means a great deal to our team.

[Firm Name] | [Website] | [Email]

4 | Referral Follow-Up Message Templates
A. Thank the person making the introduction
Subject: Thank you for the introduction

Hi [Name],

Thank you for connecting us with [Referral First Name]. We appreciate you thinking of [Firm Name]. We’ll reach out through the introduction you made and take good care with the conversation.

Best,
[Name]

B. Reply to a warm email introduction
Subject: Re: Introduction

Hi [Referrer] and [Prospect],

[Referrer], thanks for connecting us. [Prospect], nice to meet you. We help [client type] with [challenge]. If helpful, here’s a link to schedule a brief conversation: [URL].

Looking forward to learning more.

[Name]

C. Thank a referral source after a conversation
Subject: Appreciate the connection

Hi [Name],

Thanks again for making the introduction. I appreciate you keeping our firm in mind.

Best,
[Name]

Privacy reminder: Do not disclose whether the referred person became a client, their financial information, or details of your conversation without permission.

5 | 90-Day Referrals Marketing Checklist

	When
	Action
	Done

	Days 1–15
	Define ideal referrals, assign an owner, choose a tracking system.
	□

	Days 16–30
	Customize all three emails and the onboarding insert; review compliance.
	□

	Days 31–45
	Add the insert to onboarding; send personal requests after positive client milestones.
	□

	Days 46–60
	Contact selected existing clients and professional referral partners.
	□

	Days 61–75
	Send a quarterly note to eligible opted-in contacts; follow up on introductions.
	□

	Days 76–90
	Review results, improve wording, and schedule the next quarter.
	□



Simple tracking dashboard

	Metric
	Month 1
	Month 2
	Month 3

	Requests sent
	___
	___
	___

	Introductions received
	___
	___
	___

	Qualified conversations
	___
	___
	___

	New clients from referrals
	___
	___
	___




End-of-Quarter Review
Referrals received: ____    Qualified: ____    New clients: ____

Top referral source: __________________    Next improvement: __________________

A consistent process beats a one-time referral campaign. Make it easy to introduce your firm, then follow through.
Additional Resources
· Do you have a clear client-referral system in place?
· What Brings New Clients to CPA Firms
· AI Prompts for Building a Client Referral Program
About Penheel Marketing
Penheel Marketing helps CPAs and accountants build marketing muscle to increase their online search factor, digital marketing presence, and social media credibility.
Our marketing firm attends to client needs virtually, which allows us to spend our time working on your projects with some of the most creative minds in the profession. We provide exceptional service, personalized client care, and dedicated professionals. 
Penheel.com | 201.785.7840
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