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How to Make the Most of Your Business Referrals

How to Make the Most of Your
Business Referrals Membership...

Purpose of this This Business Referrals guitle is both a training aad a reference manual It
guide will

o oufline the basic operation of the group
r help officers and commitiee members know what to do!
r enable all members to know how to make the most me,nberships

Purpose of
Busine3r
Rderrals

The purpose ofBusiness Referrals, Inc., is to:
r help us expand our busincses by referring new custom€rs, cli€nb, and

businesses to one aaotler.
o advertise our businesses consistently to Business Refeffals mernbers

Overvlew of
what we do

Brlngtng
prospecdve
members

Each Friday moming beginning at 7:00 am., we meet at Sara's
Plaoe to learn about each others' businesses and give each other
referrals. The 30-35 business membership is comprised of only
one of ach type ofbusiness (eg, one butcher, one baker, one
candlestick maker!).

It is each member's responsibility to promote mernbership in Business
Referrals, Inc., by asking busin*ses in a caiegory not represented to come as
guesb to the meeting.

r Prospective will give two 30-second promos.
r Prospective will meet with the Membership Comminee before

leaving.
r Prospective's breakftst is paid.

Contlnued on n& page
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How to Make the Most of Your Business Referrals
Membership..., continued

Potendd
candidates

r Any person who wants to increase businss success by meeting with people
for tle purpose of giving and receiving quality business referrals is a
potential candidate for Business Referrals.

o Potential candidales meet wilh the Me,mbenhip Commifiee to determine
that their business is in a udque business (type) category. (See
*Overlapping business types" for more information.)

r Potential candidales are cleared by ihe Membership Commitfee, and upon
filling out the Business Referrals application and submiting fees-they are
no longer '!ote.ntial". ..they are full-fledged members!
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Fees

htttal fee The initial fe to join Business Referrals is $30, plus $10 for each month or
partial month ofthe pr€s€nt quarEr (see 'lnitial quarter fee' below).

Qmrterly fsec The quarterly fee for maintaining membaship in Business Refermts is
$30.00.
r Quartedy fees are paid in January, April, July, and October for thal quarh.

They will be collected on the first Friday of those months. If a delay is
neede{ pay the second week of the quarter. Meet with the treaurer (in
private) if you need to delay paym.ent until the end of the month.

r Initial quarterly fee is prorated to include the month that the member joins
and each month for the rest of the curr€nt quarbr. (For examplg if a
menrberjoins ia February, he will pay upon joining the initial $20.@ fee
aud $20.@ of the first quartsr fee to cover the months ofFebruary and
March.)
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Weekly Program

Overvlew An overview ofthe weekly program follows.
. Meeting opstrs at 7:@ am. sharp
r Potential members are welcomed!
o 30-second promos
r Pass referrals
r 2 weekly feafired spakets--l0 minutes each
r Announce next week's speakers
e Second 30-second promos
r Close aJ 8:@ a-m.

Time and place r Business Referrals meeb every Friday moming at 7:@ a.m. (except specific
daysftolidays voted on by the membership) af Sara's Place restauran! 3501
Chamahon Roa4 Joliel

r Meetings generally last rmtil 8:00 or 8:15 and occasionally run longsr. .
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Attendance

Introductlon Since the purpose ofthe group is to frmiliarize each other with our businesss
and pass referrals to one anotler, membels are expected to meet every week

Planrcd
absencec

Unplanned
absences

Absences
durlng your
fil:rst yerr

Nearlng the
limtt?

In each calendar year (prorated for first year of membership), members oan
plan up to 12 absences by marking the'rn on the Planaed Absence Sheet that
circulates each week.
o Ifnecessary a planned absence can be sex up by contacting the group

secretary or calling Sara's Place by 7:ffi a-m. Friday.

Realizing that instances may occur when a mernber can't atiend and has not
planned the absence, up to 6 unplanned absences are pernitted in a calendar
year.

During your first year of me,mbership, the number of abssnces s/ill be
prorated according to the month that you become a Business Refeirals
m€rnber. It vrill be based on the numb€r of firll months left in the year.

Note: You will be notified if you axe nearing either of the above absence
limia in order to oonsider continued membership.

Your membership may be terminared if you suryass the absence limib. There
are two reasons for this:
r You probably are not able to attend these weekly meetings at this time in

your business career
o Business Referrals would like to fill tle one business tlpe/one member

guidelines with merrbers who are able to attend the meetings.



Promoting Your Business

Introduction

3l)*econd
promotions

Featured
ipeaker
presentstione
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You have the opportunity to promote your business wery week (and to learn
more about t&e other businesses in the group) tlrough 3Gsecond promotions
and feanrred speaker presenbtions.

You have tle opportmity each week to give two 30-second promotions for
yoru business---one al the beginning and one at the end ofthe meeting.
Practice on us! Use your 30 seconds to promote and advertisg and to detail
who your "targef ma*et is (to help us got you the best referrals).

A few tines each year (probably tlree), you'llbe one ofour featured
speakem, providing a l&minute business presentation (8 minute presertation
with 2 minutes for follow-up questions).

Note: Ifyou need to reschedule your timeslo! you'll need to call someone
else on the monthly speakers list to switch with someong or call the
s€creErv.

Quarterly open Each quarter, Business Referrals meets one evening (in additional to the usual
House Friday morning meeting) at the place of business of one of fhe members for

food 'n fun. The member plans the eveuing's details (food), but Business
Referrals picks up the tabt

Networking...

Referrals...

Sp eaking apporbmities ...
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Overlapping Business Types

One membsr
for each
burlnes typ

There will be one member only for each type ofbusiness (for examplq
accounting finq larrv fum, bank, @binetry, print shop).

WhaJ if someone wanfs to join, and their business only partially overlaps an
existing business tlpe? He may request that we split the category into two
subcaiegories.

For example, a second lawyer wanb to join the grurp. He speoializes in an
area tlal the currsnt lawyer does not cover, so he requests that we split tho
lawyer category into two subcatogories.

The Mmbership Commitree deerrrines whether or not to split the category
using this procdure:
. The current member in that oaegory will meot with the menrbeiship

commifiee to rsview the new caf€gory guidelines. Possible outcomes:
o The current member beliwes this to be an overl4 of category and

infringement of tle ono business tlpe/one member agreement
o The current member beliwes the two businesses partially overlap, but if

the porntial member woull agree to - (for insbnce, agree not
to discuss or bring up any area of overl4 in his dealings wit! Business
Refemals), then joining would be acceptable.

o The ourrent merrber believes both businesses sn bo a part ofBusiness
Referrals with no problemsl

o Other.. .

Then the merrbership oommittee will loeet with the requesting (new) business
to disouss optionso such as: joining is not possible because t&e businosses are
too similar, joining is possible with conditions to avoid infringing on the
present member's business.

Note: The commitbe will make the final decision and inforrn both parties.
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What About Leadership?

Introduction

Presldent

w

The leadership of Business Referrals consish of officers who serve for six-
month terms. The officers oversee committe and advisors. Officers are:
r president
. secretaxy
. treasuf€r

The president
r Facilitates w€ekly meetings! fo[owing weekly program listed above.
r Prspares and maintains visitor packeb. Gives to first-time visitors.
. Meets with membership commitbe to consider potential members.
r Meets with new metnber advisors as needed.
r Notifies members (or delegates this responsibility) when they have 5

unplanned absences.
r Trains incoming president af end of term.

Secretary The seorebry:
o Develops aad maintains speaker list

o Ensures each member is able to speak at regular intervals.
o Fib new mernbers into schedule by end of month follovring joining (if

possible)
e Prepares and passes out copies of speaker list (and posa to

BusinessRefemals@mloogroups.com) the last Friday of each montL
r Notifies next week's spaker if absent the previous week.
e Maintains plqnned absence sheet
r Circulates business card box md plaaned absence sheet weekly
. Tracks attendance and referrals af meetings

o Gives copy to president at the end of ach month
o Notifies preside,nt whenevsr a member reaches 5 unplannsd absences

r Timc weekly speakers, enabling them to adhere to 8minute prxentations
with 2 minutes for follow-up questions.

r Meeb {ith mernbership commitbe to consider potential members.
r Trains incoming secretary.

Cantlntd an n*t page
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The heasurer:
r Collec8 dues the first Friday ofeach quartm'
r Follows up (in privale) with mernben whose dues aro not paid first Fddey

to ensure they are collected by the end of the month.
r Reoords dues and provides receipts.
r Pays bills monthly.
o ildakes d@osia weekly.
r Maintaias checlbook and bank statemenb.
r Reconciles bank stabmont monthly.
. Gives wdtten finansial r€port first Friday of eaoh month"
r Pays for potential members' first brealfrst.
r Meets with membemhip committee to determine whetha pote,ntial m€nft€rs

will be admitted to join.
o Acquires new signatures cards for incoming teasurer b€fore end of the 6

month tenn.
r Trains incoming teasurer.

r The membership comeitt€e consisa of the president, secrebry, tueasur€r,
and other interesM Business Refenals voluateers.

o The membership committ€e meets after the weekly meeting:
o whenerrer a guest is brougbt as a potential mernber

r to discuss whether this person's business fills a unique odegory for
Business Referrals

r to discarss if there are any oonflicb with present mEr,bers
o whenever membership conflicts arise

a potential member may have a abgory coaflict wilh m existing
member
aa existing member may have a meonbasbip isnre that needs to be
rcsolvod

What About Leadership?, conflnued

Tleasurer

Memberehlp
Commlttee

Con t atd on n& page
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What About Leadership?, continued

New member
advlson

o The president (who may wish to advise new members himlherself), enfisb a
new msmber advisor to comsel new members on ttrese issues upon joining:
o Horr to do a 3Gsecond promotion
o How to give a 10 minute presenhiion (8 minutes with 2 minutes for

questions)
r What to do if you need to miss your scheduled presentation (switching

with someone else, or who to contact)
o How to look for referrals and how to get them
o Cio over afiendaace considerations

. lU6 absences
o Prorated absences until end offirst calendar year
. Whal to do if you need to miss meetings

Other From time to time as needs arisg the president may form other short-t€rm
committees committees to fil| a spec.ified need.



Business Referrals Bylaws

Membershlp

Purpose
r To help us e4md our business md make it gow by referring new custofiers, clieilts, md

business€s to one dother.
. To advertiss our businesses consistently to Bttsiless Referrals mernbers.

^{ Any penon who wets o iacrease busines succ€ss bymseting with people br the purpose of
giving md receiving quality business referrals is a potgntial oandidate for Business Referals.

B. Potential nembers requesting membership will meet with the memberehip conmittee to leam
abo$ he b€nefits md responsibilities ofmembership.

C. There will be c'ne msmbsr only for each type ofbusine*s (for example, accouting firm,law
fim, bak, cabinetry, print shop).
a- Should a person request thal we split a category into two subcalegories in orrder to allow a

second business lo join Business Referrals (61instmoe, a secotd lawyer wanis to join
the group. He specializes in m area tbat the cunent lawysr abe$ not oover, so he reqqeS
tha we split tle lawyer category inio two $bcar€gories):

i. The cuxrsnt member in that category will meet with the nemberehip colmifiee
to review the new carcgory guidelines. Possible outoom€s:

1, The cl|Irent member believeg this !o be a overlsp of caJegory md
infiingement ofthe oae business t5pe/one memb€r agreem€nt so thg
pot€fltial msmbsrs can notjoin at rhis time.

2. The crrreirt member bslieves the two business$ patially oved4, brf
if the potential member would agee not to disouas or bring rry my rea
ofoverlap ia his dealings with Business Reforrals, thsn joining *ould
be acceptable.

3, The current oember bslieves both business€s c{Il be a paxt ofBusiness
Referrals with no problemsl

4. Other...
ii. The membership comnitee q,ill meet with the requesting (new) business to

discuss opxiong such as: joining is not pesible becalrse the busin€cses are too
similar, joining i8 possible with conditioas to avoid iofiinging on the present
membsf s business.

iii. The committee will make the final decision mil inform both patic.
D. A new memberpacket will be given to all prospective members" It includes:

o Bylaws
o How to Make the Most of Your Business Rcferrals Membership
o APPlicaion

E. Onoe a lrnpective nsmbsr has be€o acoepted by the Membership Cornlnitlee 4d submitrsd
their coupleted applicgtion witb initial f€e ard quartilly fes, they wiil be added io the paper
brechure €!d Ecsive a Business Refsrals mme tag axtd be put on the l0-minut€ sp€aksr list
as soon ar possible md be assigned a New Msmber Advisor.

Fees
A. Initial feo S30.@
B. Quarterlyfes $30.00

a" Quarterly fees ae paid in Janury, April, July, ad Ocxober 6r that quarier. Th€y will be
collested on the first Friday ofthose rrcntbs Ifa delay is needed, pay ths second we€k of
the quarter, Meet with the teasrer (in private) ifyou need io delay pa]4n€nt until the strd
of tle montb-


