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IMPORTANT: 
 
The Client Building System should be followed after Introducing Other Financial Services and a Fact Find has been completed. 
These are two prior meetings and are on www.CustomerRounding.com.  If you have not completed this process the Client Building 
System can be a way to Introducing Other Financial Services and a Fact Find.  A good fact find will help you address issues 
based on priority.  

 

WHY IS CLIENT BUILDING IMPORTANT? 

In order to build and maintain a successful financial services practice, your goal must be to build and maintain a client 
base of 300 to 500 clients.  Let's see why a client building system is so critical to your long-term success. 

Without clients, your work creation process is entirely dependent on a prospecting system that must constantly produce "new 
blood"...the names of suspects to feed into your approach system.  Through a client building system that converts customers 
into clients, however, you have the advantages of: 

 Repeat sales -- The average person buys four to seven times during a lifetime, and each purchase tends to be 
larger than the last.  Let's say that an advisor has a client base of 500 and that, on average, 10 percent of this client 
base makes an additional purchase each year.  This means that this advisor can expect 50 new sales each year from 
the client base alone. 

 Easier sales -- The first sale is by far the hardest, since you have to sell yourself as well as the need and product 
solution.  With subsequent sales, you need only sell the need and your proposed solution.  In fact, while on average it 
takes 10 opening interviews with prospects to result in three sales, the same 10 opening interviews with clients will 
generally produce six sales.  In other words, it takes twice as many opening interviews with prospects to produce 
the same number of sales as can be generated by clients. 
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 Larger sales -- As clients age, their premium rates increase, but so does their ability to pay.  In fact, the final sale to a 
client frequently generates more commissions than all other sales to that client combined. 

 Renewal income -- The renewals paid on in force policies can provide a substantial income foundation upon 
which to build each year with new sales. 

 Improved persistency -- Clients are less likely to allow policies to lapse or to replace them with another company's 
products, protecting your renewal income. 

 Referred leads -- Clients are by far your best source of referred leads.  Not only are clients usually more willing to 
provide referred leads since they are familiar with your services and professionalism, but these referrals also tend to be 
of higher quality.  A client base of 500 can provide sufficient referred lead qualified suspects to meet your new business 
objective from new clients. 

With a client base, you begin each year with a flow of renewal income, with the knowledge that a certain number of 
clients will purchase additional products, and with access to a high quality source of referred lead qualified 
suspects. Remember, however, that a client is not just a customer, but rather a customer who will buy from you again and again, 
while providing you with referrals to others who will then become clients.  Without a client base, you are "starting over" in your 
career every year.  BUT...client relationships do not just happen...they must be developed over time. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Building Relationships Through Periodic Contact 

How Are Client 
Relationships 
Developed? 

Client relationships are 
developed through 
service...those actions that 
turn a customer -- someone 
who makes a purchase from 
you -- into a client -- someone 
who keeps coming back to 
you for advice and additional 
purchases. 

An important factor in turning 
customers into clients is your 
attitude and approach to 
relationship-building 
opportunities.  You cannot 
approach someone with an 
application in hand each 
time you make contact, 
expecting to sell them 
something, and still build 
good client 
relationships.  Repeat sales 
will naturally follow, together 
with referred leads and 
improved persistency, but 
only if you adopt a long-term 
attitude toward your client 
development activities. 

 

When Does Client Building Begin? 

Your first opportunity to begin building a client relationship is at policy delivery. 
Once the policy is issued, you review it for accuracy and then call your new 
customer to schedule a policy delivery interview. 

At the policy delivery interview, you should be prepared to accomplish the following 
objectives: 

 Review and reinforce the need(s) for the policy. 

 Review and explain important policy provisions. 

 Discuss your commitment to service, which includes periodic reviews 
of your client's financial situation and needs. 

 Review of other financial services provided. 

Periodic Contact Through a Client Newsletter 

You then must be prepared to "make good" on your commitment to service.  

Building clients requires that you keep your name in front of your clients as 
often as possible.  Since studies indicate that the average retention time of a 
salesperson's name by a customer is three months, Building Your Financial Services 
Practice recommends that you send a quarterly newsletter to all of your clients. 

Preparing client newsletters yourself is simply too time consuming.  As a result, it is 
recommended that you purchase one of the many personalized editions available in 
the industry. Call us at 1-800-639-2032 to find out about our newsletter program. 
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In addition to any other client contacts you make, such as newsletters or anniversary cards, you should call your clients at least 
twice a year.  At least one of these contacts should result in a face-to-face meeting for the purpose of reviewing the 
client's financial program and needs.  You may want to see really good clients twice a year. 

Since client development and the networking opportunities it provides begin with consistent contact, you should plan 
to personally contact your clients twice a year on the client's: 

Policy anniversary  

and  
Six months later. 

Everyone appreciates a call and,  

Let's discuss how you use the Confidential Service Review to accomplish the objectives of your client building system. 

Client Building Objectives 

When you contact a client, it can be for any or all of the following purposes: 

 To maintain contact -- "Weeds grow on an untrodden path, so go often to the house of a friend." You must contact 
your clients frequently or they will not be your clients for long.  Additionally, no relationship can develop if every 
time you see them, you try to sell them something.  Just saying "hello" is very important!  With the Confidential Service 
Review, you are maintaining contact both with the client and with his or her financial program. 

 To obtain referred leads -- All businesses are based in part on "networking."  This is your opportunity to network 
with your clients...to earn the opportunity to sell to the people they know.  If you provide professional service and build 
client relationships, your prospecting needs can be met through a stream of referred leads from your clients.  With 
the Confidential Service Review, your professional service earns you the right to request referred leads. 

 To complete needed service work -- While clients may contact you when service work is needed,you should also 
determine if changes in the client's situation necessitate any policy changes.  The Confidential Service 
Review asks the client to identify any service needs. 

 To make additional sales -- This is truly the inevitable result of good service and client development.  Just as "bread 
cast upon the water" will return many fold, professional service and good client relationships will always result in 
additional sales.  In fact, studies indicate that one sale is made for every five service calls.  BUT...the service you 
provide must be consistent andprofessional, both of which are provided when you utilize the Confidential Service 
Review. 

INTRODUCTION TO THE CONFIDENTIAL SERVICE REVIEW 

The Confidential Service Review is an efficient, low tension, professional approach to periodic client reviews...a natural 
follow-up to the Priority Planning Review. 

The Confidential Service Review allows you to approach clients comfortably for a periodic service review that captures 
the details of the client's current financial program and identifies current needs and priorities.  With a minimum investment 
of time, you are able to deliver on your promise of professional, periodic service, while identifying additional sales opportunities 
and setting the stage for your request for referred leads. 

The Confidential Service Review is a seven-part form designed to: 

1. Provide professional, periodic client service. 
2. Summarize and update the client's current insurance and investment programs.  
3. Summarize and update the client's current financial position. 
4. Identify any service needs. 
5. Help you understand the client's current needs and priorities. 
6. Set the stage for a sales interview with clients who need additional products. 
7. Facilitate your request for referred leads. 

 
Confidential Service Review Contents 
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Let's take a look at the contents of the Confidential Service Review.  If you have not already printed a copy of the CSR, 
please do so now, it’s at the end of this report. 

Part 1 -- PERSONAL INFORMATION  
You complete with key personal information about the client, spouse, children and professional advisors; updated by 
the client. 

Part 2 -- INSURANCE INFORMATION  
Completed by you with the client's current life insurance, disability insurance, medical insurance and property and 
casualty insurance coverage’s, this page is reviewed and updated by the client. 

Part 3 -- INVESTMENT INFORMATION  
The client is asked to estimate the value and performance of his or her current investment portfolio and dollars 
available for various investment goals. 

Part 4 -- SERVICE NEEDS  
A "check off" format the client can use to indicate any current service needs. 

Part 5 -- FINANCIAL STATEMENT  
Completed by you with the client's assets, liabilities and net worth as of the date of the last periodic review, the client is 
asked to provide an estimate of his or her current financial position. 

Part 6 -- CURRENT PRIORITIES  
Through a "check off" format, the client is asked to indicate those financial priorities of current interest. 

Part 7 -- FUTURE PLANS  
Another "check off" format asks the client to indicate any planned or known future changes in his or her situation. 

BUSINESS OWNERS ONLY  
Business owner clients are asked to check any business planning items of current concern. 

Now, let's discuss when and how to use the Confidential Service Review. 

 
CONTACTING CLIENTS: 

 
When to Use the Confidential Service Review  

The Confidential Service Review should be used at every face-to-face contact with your clients, whether you initiate the 
contact or the client does.  Any meeting is a golden opportunity to show your concern for your client's welfare and, of course, to 
obtain referred leads. 

In addition to other contact, you should call your clients at least twice per year (policy date and six months later) and offer 
a Confidential Service Review.  

Contact Guidelines  

Observe the following guidelines as you implement the Confidential Service Review approach to client building: 

1. In beginning the conversation, you can use the suggested language that follows --OPTIONAL LANGUAGE -- or substitute 
language you are more comfortable with when calling clients.  The request for an appointment, however, must be used 
verbatim.  This RED LETTER LANGUAGE should be drilled and rehearsed until you know it perfectly. 

2. The Confidential Service Review is designed to be completed during the daytime.  You can, however, choose to make 
evening appointments. 

3. Since your last objective is to make a sale, and that only as a result of service, the approach should be low key and low 
tension for you and your client. 
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4. There will be times when you have specific sales ideas to present to your client. Do not take the Confidential Service 
Review process beyond its intent and let it prevent you from making these calls also.  They are important, both to you and your 
clients. 

CRITICAL ACTION STEP FOR ALL ADVISORS 

If you are an experienced advisor just now implementing the Building Your Financial 
Services program, use theHow To Introduce Other Services Process as found on 
www.CustormerRounding.com. Subsequent contacts should then be made with the Confidential 
Service Review. 

 
Initial Contact -- Red Letter Language 

Remember, your objective is to put the client at ease and, in so doing, make an appointment for a Confidential Service 

Review interview.  You accomplish this objective as follows:  
  

OPTIONAL LANGUAGE 
Hello, Bob?  Bob, this is ____________________ with _______________.  How are things going?   

(Small talk as necessary, including a "how are you" if appropriate.) 
 

RED LETTER LANGUAGE 
I know that you are busy, so let me get to the purpose of my call.  It's time for us to review 
your current situation and update your file.  I'd like to see you for just 15 minutes for this 
purpose.  Could I see you on _______________ at _______ for a cup of coffee? 

(If asking for a breakfast or luncheon appointment, you would not, of course, use the "15-
minute promise.") 

 

Overcoming Resistance -- Red Letter Language  

If the client's reply to your request is "no," remember that your purpose is to meet with the client, not to make a sale.  Use that purpose 
to counter any resistance. 

If you previously set the stage for subsequent service contacts, use the RED LETTER LANGUAGE that follows to remind the client of your 

commitment to see your clients every six months to a year:  
  

RED LETTER LANGUAGE 
Bob, remember when we first met I promised I would contact you periodically to provide service and 
keep your file up-to-date.  That is the only purpose of my call, and I promise to take just 15 minutes.  Is 
that okay? 

(If asking for a breakfast or luncheon appointment, do not use the "15-minute promise.") 

Fine.  Could we make it on __________ at __________ then?  
 

If you have not previously set the stage for subsequent service contacts, do not be surprised by a reluctance on the part of the 
client.  Use the RED LETTER LANGUAGE that follows: 

RED LETTER LANGUAGE 
Bob, I don't have any ulterior motive.  I just want to see you and update your file.  In fact, I'll promise that 
I won't try to sell you anything and I'll be no longer than 15 minutes.   

(Again, if asking for a breakfast or luncheon appointment, do not use the "15-minute promise.") 

Fine.  Could we make it on __________ at __________ then?   
 

If your client is still not receptive, do not push it.  Remember, you will be calling him or her throughout your career, so simply close with: 
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RED LETTER LANGUAGE 
I can understand that.  I'll just mark your file for another call in six months or so.  Is that okay? 

Great.  In the meantime, give me a call if you need anything and I'll plan to call again in six months. 
 

 
CONFIDENTIAL SERVICE REVIEW INTERVIEW 
Preparation 

Prior to seeing your client, you should do the following: 

 Complete as much of the Confidential Service Review as possible from your current records, such as a previously 
completed Confidential Service Review, Fact Find and/or completed needs analysis.  At a minimum, you should be able to complete 
the PERSONAL INFORMATION page and at least a portion of the INSURANCE INFORMATION page.  If the client previously 
completed a Confidential Service Review, you should use it to complete the left-hand "As of" column on the FINANCIAL 
STATEMENT page with the client's financial position as of that date. 

 If you completed a Confidential Service Review with the client quite recently, you may want to simply bring it with you and ask 
your client to review and update the information. 

 If, while reviewing your client's situation, you believe you have a "sales idea" that would interest the client, prepare it for presentation at 
your meeting.  While not your first priority, additional sales are certainly a purpose of theConfidential Service Review interview.  Do 
not, however, forget any time commitments you made (that is, no more than 15 minutes), or any promises not to try to sell anything. 

 If available, current in-force policy illustrations should be prepared for each policy of the client's that you are servicing.  Keep 
a copy for your files and provide one to the client.  These illustrations are particularly important when your client has an equity-based 
product. 

 Bring the client's entire file with you to the interview.  In addition to the current in-force policy illustrations, this should include the 
partially completed Confidential Service Review, any information gathering/total needs reports that you prepared for the client in the 
past, and any forms you feel might be needed during the interview. 

Interview Guidelines 

Keep the following guidelines in mind as you conduct the Confidential Service Review interview: 

1. Arrive at your interview on time with your client's file, including the partially-completed Confidential Service Review. 

2. If you made the "15-minute promise," you must try to adhere to that time limit.  The main point is to remember courtesy.  If you get 
involved with something that will require more than 15 minutes, get your client's permission first or set a follow-up meeting. 

3. Discuss any specifics, such as a review of the in-force policy illustration(s) or providing any requested information, before turning to the 
Confidential Service Review. 

4. The first five parts of the Confidential Service Review (PERSONAL INFORMATION, INSURANCE INFORMATION, INVESTMENT 
INFORMATION, SERVICE NEEDS and FINANCIAL STATEMENT) can be reviewed by the client alone, or by you and the client together. 

5. The client should be left alone to complete the final two parts of the Confidential Service Review(CURRENT PRIORITIES and FUTURE 
PLANS).  

6. You are in an environment with few absolutes.  Be prepared to react to the needs and feelings of your client.  Every interview with a client 
will be different.  As a result, you may not be able to use the RED LETTER LANGUAGE that follows verbatim in every situation.  It should, 
however, be followed as closely as possible. 

7. Remember that this is a low-tension approach to client service.  Do not expect or attempt to sell something every time you see a 
client.  Do, however, expect and attempt to receive referred leads from this excellent source.  Come prepared with a list of names to feed to 
the client. 

8. Take the Confidential Service Review with you at the conclusion of the meeting.  It should be retained in the client's permanent file for 
future use and/or reference. 

Confirming the Appointment 
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You may wish to send a confirmation note in advance of your appointment, or use a system like voice shot to confirm appointments.  Regardless, 

it is wise to call to confirm the appointment by saying:  
  

OPTIONAL LANGUAGE 
Bob, this is _______________ with _______________.  I am running just a bit behind schedule, but I should be 
there by 9:00.  I just wanted to let you know. 

 

You are not calling to see if it is okay to keep the appointment, just as a courtesy in case you are late.  Of course, if the client has forgotten 
the appointment, this will serve as a reminder! 

Confidential Service Review Interview -- Red Letter Language 

Once you have greeted the prospect and thanked him or her for seeing you, you should cover any specifics that need to be discussed.  You 
should then hand the Confidential Service Review to the prospect and say: 

RED LETTER LANGUAGE 
Bob, I've found that the best way to review my clients' situation and update their files is with this short 
form I have called "Confidential Service Review."  All we need to do is have you verify and update the 
information in the form.  This shouldn't take you more than a few minutes.  We don't need exact figures, 
so don't get hung up on details. 

 

 
At this point, you can either excuse yourself by asking to use the telephone, going to the rest room, seeing someone else or working on something 
in your briefcase, or you can review the first five parts (PERSONAL INFORMATION, INSURANCE INFORMATION, INVESTMENT 
INFORMATION, SERVICE NEEDS and FINANCIAL STATEMENT) together with the client.  If you choose the latter method, be certain to allow 
the client to complete the CURRENT PRIORITIES and FUTURE PLANS sections alone.  This is a low-key approach to client service and 
you want to keep it that way. 

Analyzing the Confidential Service Review  

After your client has completed the Confidential Service Review, quickly review it for the following: 

1. Any policy changes or service that may be needed; and 

2. Any indications of needs that have not been met and/or sales that might be made. 

 

 

Let's review the needs that might be revealed by a quick analysis of the Confidential Service Review.  
  

Part 1 -- PERSONAL INFORMATION 

 Has the client changed addresses, jobs, married or divorced, added children since your last 
review?  What impact do these changes have on the client's insurance and investment needs? 

 
Part 2 -- INSURANCE INFORMATION 

 Are there any gaps in coverage?  For example, do all will the income gap be covered when a Social 
Security or Pension is lost at death? 

 Does the amount of insurance or retirement income appear adequate for the client's situation? 

 Is the client taking advantage of the tax benefits or aid provided programs you are aware of? 
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Part 3 -- INVESTMENT INFORMATION 

 How satisfied is the client with his or her investment portfolio?  Are there opportunities to reposition 
investments into one or more of the products you offer? 

 Is the client making progress in accumulating funds for stated investment goals?  What suggestions 
might you make? 

 Does the client have a plan for retirement longevity?  Do they have enough for emergencies? 

 
Part 4 -- SERVICE NEEDS 

 What service needs did the client check?  (Most of these service needs represent sales opportunities!) 

 
Part 5 -- FINANCIAL STATEMENT 

 How has the client's financial position changed since your last review?  For example, the acquisition of 
a business interest might represent additional sales opportunities. 

 Is the client's current life and disability income protection consistent with his or her income and assets? 

 
Part 6 -- CURRENT PRIORITIES 

 What needs did the client indicate that he or she is interested in discussing? 

 How do these needs relate to your analysis of the client's needs? 

Part 7 -- FUTURE PLANS 

 How might any planned or expected changes in the client's situation impact on his or her insurance 
and investment programs?  Should any actions be taken now? 

 
BUSINESS OWNERS ONLY 

 Did the client indicate any business needs that he or she is interested in discussing? 

 Is the client a key decision-maker in the business?  Can the client introduce you to the key decision-
makers? 

The action you take at this point will depend on your analysis of the completed Confidential Service Review. If service work is needed, 
do whatever is necessary to initiate the transaction.  If a need is revealed, fill the need during this interview if possible.  Otherwise, set an 
appointment for a second interview (never leave any appointment that requires another appointment without setting a date and time to 
meet again).   

In deciding how to proceed, remember any time commitment you made (the "15-minute promise").  Either request your client's permission 
to continue or set a date and time for another appointment.  At a minimum, however, do attempt to get any additional information you will need in 
order to prepare a proposal for your next meeting. 

When your analysis of the Confidential Service Review reveals a need, you should say: 

RED LETTER LANGUAGE 
Bob, it looks like you have some  [concern about]  or  [need for]  (more insurance on Mary, a 
complimentary financial review, retirement income, etc.).  Would you like to discuss it in more detail? 

 

 
If the client agrees, proceed with a proposal or set a date and time for a subsequent meeting. 
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If the client does not agree, keep the environment comfortable by continuing with:  
  

RED LETTER LANGUAGE 
That's fine, Bob.  Just give me a call if and when you want some additional information.  Meanwhile, I'll 
be back in touch periodically to keep your file up-to-date. 

 

Regardless of whether or not your analysis reveals a need and the client agrees or disagrees, go on to request referred leads. 

 
REQUESTING REFERRED LEADS -- GREEN LETTER LANGUAGE 

Clients are absolutely your best source of referred leads, and although you can request referred leads anytime, the policy delivery and 
service interviews may be the very best time, since you have just delivered on your service promise.  The client now knows you, and is 
aware of the type of work you do and the service you provide.  Since the client has experienced your professionalism and knows that you live up 
to your promises, he or she will be more willing to give you the names of family, friends and acquaintances.  Do not miss this golden 
opportunity! 

Another reason that clients are such an excellent source of referred leads is that you now know more about them.  Since obtaining referred 
leads is such an important objective of every policy delivery and service interview, do your homework before the interview.  Prepare a 
list of possible referrals to be "fed" to your client(see sample at end of report).  Who is the client likely to know?  To what networks does the 
client have access?  Review your client's file to identify people the client should know, such as attorneys, accountants, doctors, relatives and co-
workers.  Checking the "Criss-Cross" directories for neighbors is also quite effective.  Once you've prepared a list of potential referred leads, you 
can enter the names on the back of the Confidential Service Review, or you can complete prospect cards and "feed" the names to the client at 
the conclusion of the service interview (ask for our referral program). 

 
 
 
 
 
 
 
Asking for Referred Leads -- Green Letter Language 

 
Step 1: Describe the service(s) you have provided. GREEN LETTER LANGUAGE 

Add "service" verbiage depending upon the what you 
have done. 

Bob, let me take just a minute and summarize how we've done 
business together.  First, you completed a Priority Planning 
Review, which only took 15 minutes.  As a result of the Priority 
Planning Review, you provided me with information about those 
needs that are important to you.  I took this information back to 
my office, where your needs were analyzed and a solution 
developed.  Finally, I prepared a permanent file for you which is 
kept up-to-date through periodic reviews.  I promised you I 
would keep in touch and that was the purpose of our 
Confidential Service Review. 

Continue with Step 2.  

 
Step 2: Verify the value of the service(s) you have 
provided 

 

 
How do you feel about what we've done so far? 

Great, I need your help in identifying and evaluating some 
people who might benefit from my services. 

Without pausing, continue directly with Step 3.  

 
Step 3: Feed and qualify prepared names.   
NOTE: Names can be acquired using 411.com, etc 
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Since you have completed a prospect card for each 
prepared name, you can request the qualifying 
information and record it right on the card.  After 
obtaining as much qualifying information as possible, 
continue with the next prepared name. 

I plan on calling on your neighbor, Susan Black.  Can you tell me 
a little about Susan? 

If, when you mention a name and begin to ask for 
qualifying information, the referror objects, you should 
remind the referror that he or she agreed that your 
service is of value and explain why you want this 
information. 

I understand how you feel.  Many financial services advisors are 
not too professional, but that was why I wanted to get your 
opinion of my services. Are you concerned about how I'll 
conduct myself?  

To this question, most referrors will respond along 
these lines: No, it's not you.  I just don't like to interfere 
in other people's affairs. You then continue with: 

Great.  All I want is your evaluation of Susan's potential.  If she 
appears to be someone who might benefit from my services, I'd 
simply ask for 15 minutes to enable her to decide if I might be of 
service.  Tell me...(continue with your qualifying questions). 

Once you have qualified each prepared name, you can 
then continue with the next step, if appropriate.  You'll 
need to be sensitive to time and to your referror's 
patience with the process. 

 

 
Step 4: Request and qualify additional names. 

 

You can use a series of questions to jog the referror's 
memory and request additional names.  The type of 

questions you can ask appear to the right:  
   
  

By carrying a supply of blank prospect cards with you, 
you can then request qualifying information as you 
receive these additional names and record it on a 
prospect card. 

Continue requesting names in this manner for as long 
as it is productive.  Remember, however, that 
gathering names is just one objective.  Your other 
objective is to be able to use the referror's name and 
influence to approach these referred leads on a 
favorable basis.  So, leave sufficient time to continue 
with: 

Do you have any brothers or sisters who live here 
locally?  Parents?  Other relatives? 

Whose office is next to yours?  Who lives next door to 
you?  Who are the officers of the (name of organization) in 
which you are active? 

Who do you know who is in business for him/herself? 

Who is the most successful person you know?  Who do you 
know who has the greatest potential for success? 

When you were describing (name of a referred lead), what other 
names came to mind? 

 
Step 5: Request permission to use the referror's 
name in approaching the referred leads. 

 

 Mary, thank you for your help.  When I approach these people, it 
will be on the same no pressure basis that I approached you. 

Describe how you approach referred leads, for 
example... 

In some cases, I write a brief introductory letter.  Then I make a 
telephone call requesting 15 minutes of their time to show them 
the type of work I do.  So that I won't be a total stranger to these 
people, I'd like to mention that I know you and you think highly 
of them. 

If you send a pre-approach letter to referred leads... 

If you send a referred lead pre-approach letter, place a 
sample of the letter you use in front of the referror as 
you say this.  A suggested referred lead pre-
approach letter can be found in our referral 
program. 

This is a sample of the letter I will send.  Would that be okay? 

 
Another alternative is to use a prestige piece.  Ask the 
referror to write a brief note on the prestige piece 
introducing you to the referred lead.  You can then mail 
this prestige piece to the referred lead and follow-up 
with a telephone call. 
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Your work creation process is now complete!  Through your prospecting system, you are able to continuously identify the names of qualified 
suspects, who then enter your approach system where they are qualified as prospects.  These prospects are then processed through your sales 
system, where they become customers by purchasing a product or products from you.  Finally, through your client building system, you convert 
your customers into clients...people who make repeat purchases and provide you with introductions to the people they know.  In order to keep 
your work creation process in constant motion, however, you must implement a business contact system that continually touches 
prospects and clients.  Ask about our prospect contact management system. 
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I am expanding my business and would like your help.  This will enable me to further 
ensure that I will be available to service you and help you achieve the goals we have set 
together.  I would appreciate your help in introducing me to individuals who: 
 
 
 Own their own home or living in an adult living community. 

 
 Turning 65 

 
 Worked for a large company and is likely to have a pension. 

 
 Has recently been laid off or has recently retired. 

 
 Is someone you socialize with or worked with. 

 
 Is the most successful person you know. 

 
 Is a widow or widower. 

 
 Owns their own successful business. 

 
 Has complained about the high amount of taxes they pay. 

 
 Has complained about their financial advisor. 

 
 Is concerned about the rising medical or long term-term care costs. 

 
I also form partnerships this other professionals and help them expand their business. I 
would appreciate your help in introducing me to individuals who: 
 
 Is a successful professional, such as a CPA, attorney, banker, stockbroker, 

realtor, loan officer, or insurance agent. 
 
 Is a successful business professional such as a CEO, president,  
vice-president or holds a major position with a significant company. 

 
 
 
 
 
 
 
 



Building your financial services practice 

 
 
 
I am expanding my business and would like your help.  This will enable me to further 
ensure that I will be available to service you and help you achieve the goals we have set 
together.  I would appreciate your help in introducing me to individuals who: 
 
 Is fun and easy to get along with. 
 Is turning 65 
 Is concerned about their family and wants to help them. 
 Is willing to trust and take advice. 
 Owns their own home or living in an adult living community. 
 Worked for a large company and is likely to have a pension. 
 Has recently been laid off or has recently retired. 
 Is someone you socialize with or worked with. 
 Is a widow or widower and needs help. 
 Owns their own successful business. 
 Has complained about the high amount of taxes they pay. 
 Complained about their financial advisor or spoke about needing help. 
 Is concerned about the rising medical or long term-term care costs. 

 
I also form partnerships this other professionals and help them expand their business. I 
would appreciate your help in introducing me to individuals who: 
 
 Is a successful professional, such as a CPA, attorney, banker, stockbroker, realtor, 

loan officer, or insurance agent. 
 
 Is a successful business professional such as a CEO, president,  
vice-president or holds a major position with a significant company. 

 
Please provide me with the requested information on the attached sheet.  My office will 
complete the letters you have signed and forward them to each of your personal 
referrals.  I thank you in advance for your help in expanding my business.  It will not only 
benefit my practice but will benefit you as it allows me more time to provide you with the 
highest level of service. 
 


