
EXAMPLE EMAIL TEMPLATES TO  

PROVIDE TO REFERRAL SOURCES. 

 

 

Template One: 

I want to introduce to you a good friend of mine, First & Last Name.  She owns and operates 

company name and she recently mentioned to me that she works with many companies like 

yours.  I immediately thought of you and wanted to make an introduction in case you’re 

interested in having a conversation.  

 

Her company helps specific solution company provides. I know your industry has problem or pain being 

addressed and First Name meets and exceeds all expectations.  

 

She will reach out to you and make the meeting happen.  

Template Two: 

Joe Novara is a speaker, coach and bestselling author. Many professionals struggle getting 

enough referrals for their business. Through seminars, workshops and coaching, Joe teaches a 

proven system for getting more referrals for your business. His clients ultimately meet more 

prospects, close more sales and make more money. 

 

I know you will enjoy meeting with Joe and learning how he can help you. 

 

Template Three: 

I want to introduce you to First & Last Name, Title and Company Name. First Name ’s company works with 

Industry Type companies that have document translation needs.  I immediately thought of you and 

wanted to make an introduction in case you’re interested in having a conversation.  Company 

Name works in been in business for over # of years as a State ie NC-headquartered company.  First 

Name and his staff provide Service Supplied that are on time and on budget.  To learn more, please 

see his website at Website Address. First Name will reach out to you to see if he may be able to help 

your company. 



 

Template Four: 

Hi First Name,  

I am very happy to introduce you to my friend First & Last Name the owner of Sign Company in Town. 

She does fantastic work with signage and she can help you with new signage on your office 

space. For future reference, First Name also does amazing work on trade show signage.   

 

Hi First Name of sign company owner,  

I am happy to introduce you to First & Last Name, the owner of Company Name. She just moved her 

office to a new location and she's going to need new signage at her location. I'm going to leave 

it to the two of you to take it from here. Have a great day and let me know if I can be of any 

further assistance.  

 

Sincerely,  

 

Joe 

 

 
 
Email Template to a C – Prospect 
 
Hi first name, 
 
It was nice to meet you last night at the event name. I hope to see you again soon. 
 
Sincerely, 
 
Joe 


