
Referral Network Template  
Why it Works 
Get more referrals from other freelancers by starting a referral network. You let other 
freelancers know about the type of work you’re looking for and do the same for them. 
They’ll think of your first when they have an opportunity to refer. 

Sample Referral Network Form Template 
FREELANCERS REFERRAL NETWORK 
Who I Am:  
Name: 
Company name:  
Website and/or LinkedIn profile: 
Email: 
Phone number(s): 

What I Do:  
Brief summary (less than 50 words) 

My Ideal Clients:  
(Types of industries [e.g., finance or healthcare] and organizations you’d most like to 
work in [e.g., banks, small businesses, hospitals, or marketing agencies]) 

Other Types of Clients I Work With:  
(Types of industries and organizations you work with)  

Types of Work I’m Most Interested In:  
(For a writer or editor, e.g., newsletter articles or web content. For a designer, e.g., logo 
development, branding, newsletter design, web design.) 

Other Types of Work I Do:   
(Work outside your primary industries and services) 

Special Skills:  
(Other skills a client might need, e.g., project management, social media management, or 
strategic communications) 

Notes:  
(Add notes AFTER you get the form back from the freelancer. Include how and when you 
met, your initial thoughts about the person and comments based on research you’ve 
done, such as visiting the freelancer’s website.) 



How to Develop and Use Your Referral Network 
1. Copy the template (without the notes section) into 2 separate files. Call 1 “blank 

referral form.” Use the other for your referral network form.  

2. Save a blank form. 

3. Complete your own form and send it to people who agreed to join your network. 

4. Invite people to join your network, and explain how this will benefit both of you.  
Send them a copy of your completed form and the blank referral form. 

5. Store your referral network forms on your computer. Add notes about each person. 

6. Stay in touch with people in your referral network regularly to build your 
relationship. Ways to do this include: 
• Sending an email to ask what’s new in your colleague’s business or to mention 

something new you’re doing. 
• Sharing a link to a useful resource for freelancers. 
• Sharing a link to news or a resource that’s relevant to that particular freelancer 

(e.g., news about an industry he/she works in). 
• Sending holiday cards. 

7. Look for opportunities to refer work to members of your referral network. 

Who to Invite to Your Referral Network 
Find other freelancers to be part of your referral network through your professional 
associations, LinkedIn groups, Twitter, current colleagues, other networking, etc.: 

1. Only invite people you trust and know will do a great job to your referral 
network. If you don’t know many other freelancers yet, do some research before you 
invite someone to be part of your network. Visit their websites and LinkedIn profiles 
to make sure they’re professional. Try to build relationships with people you don’t 
know really well before referring work to them. 

2. Invite similar and different freelancers to join your network. Freelancers 
who do the same type of work as you may be competitors, but they’re most likely to 
have freelance opportunities to refer that are right for you. Other types of freelancers 
(e.g., designers if you’re a writer and writers if you’re a designer) may want to help 
their clients find other types of freelancers or hear of other types of freelance 
opportunities.  
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