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​Section 1: Introduction and Orientation​

​Purpose of This Workbook​

​Most professional service practices suffer from an invisible growth bottleneck. Attorneys, CPAs,​
​wealth advisors, commercial bankers, and elite consultants deliver exceptional outcomes during an​
​active project, but once the engagement concludes, communication fades until the next billing cycle,​
​tax deadline, or contract renewal.​

​When your only touchpoints coincide with financial transactions, clients naturally put their guard up.​
​Every unexpected call feels like a prelude to a bill, a pitch, or a contract renewal.​

​System 01: The 5-Minute Daily Check-In Engine​​was​​designed to eliminate this friction entirely.​
​Grounded in relational reciprocity and tactical empathy, this workbook provides an operational​
​blueprint to re-engage your best active clients and favorite past clients through zero-pitch​
​touchpoints. By executing one 5-minute call per day, you systematically maintain top-of-mind​
​awareness, eliminate reputational risk, and convert natural goodwill into a predictable referral stream.​

​Who This Workbook is For​

​This workbook is engineered specifically for professional service providers and practice leaders who​
​have built genuine goodwill in their market. It is for advisors who recognize that long-term client​
​loyalty is earned through authentic care, and who want a repeatable operational habit that generates​
​high-trust introductions without awkward networking or high-pressure tactics.​

​Who This Is Not For​

​This system is not for transactional operators, cold-outreach spammers, or those seeking​
​mass-marketing shortcuts. If your objective is to pitch products, push promotional offers onto past​
​client lists, or offer cash kickbacks for introductions, this methodology will actively conflict with​
​your goals.​
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​The Expected Transformation​

​By completing this workbook and executing its protocol, you will transition your firm from relying​
​on passive, unpredictable word-of-mouth to owning a structured relational habit. You will curate a​
​focused list of top clients, remove psychological defensiveness using disarming opening scripts,​
​install a mandatory 60-minute speed-to-lead follow-up protocol, and turn five minutes of daily​
​outreach into 250 high-trust touchpoints a year.​
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​Section 2: Mindset and Relational Diagnostic Audit​

​The Three Myths That Destroy Client Advocacy​

​The primary barrier to systematic client outreach is psychological. Advisors operate under false​
​assumptions that prevent them from reaching out to people who already know, like, and trust them.​

​Myth 1: Great technical work automatically generates referrals​

​Exceptional work is simply the baseline cost of entry. Doing great work prevents clients from​
​leaving, but it does not equip them with the language, timing, or low-friction mechanism to​
​introduce you to their peers. Systems drive referrals, not passive goodwill.​

​Myth 2: Busy clients feel annoyed when you call without a commercial reason​

​Clients do not dislike hearing from their advisors; they dislike being pitched. When you call purely to​
​check in on their world with zero hidden agenda, clients feel valued and respected.​

​Myth 3: You need financial incentives or referral fees to motivate introductions​

​Offering cash rewards or gift cards to professional clients cheapens warm relationships and​
​introduces social awkwardness. High-value clients refer because helping a colleague solve a​
​frustrating problem enhances their own standing as a helpful resource. Social capital and sincere​
​appreciation are far more powerful than financial kickbacks.​

​The One-Call-a-Day Superpower​

​You do not need to spend hours making cold calls or attending endless networking events. The math​
​behind this system is deliberately simple:​

​●​ ​1 non-commercial call per day​
​●​ ​5 calls per week​
​●​ ​20 calls per month​
​●​ ​250 high-trust touchpoints per year​
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​While 99% of your competitors only reach out when an invoice is due or a contract is up for​
​renewal, doing one 5-minute non-commercial call each day puts you in the top tier of client​
​relationships in your market.​

​Diagnostic Audit: Firm Readiness Checklist​

​Review the criteria below to ensure your practice is operationally prepared to launch System 01.​

​A-List Focus: We have a clean list of 10 top active clients and 10 favorite past clients rather​
​than an unsegmented, cold database.​

​Zero-Pitch Rule: Our team is committed to keeping check-in calls 100% free of sales pitches,​
​service upgrades, or commercial requests. No reminders. No asking for information.​

​Safety Guarantee: We have articulated a clear protocol ensuring any introduced prospect​
​receives white-glove discovery care without aggressive sales pressure.​

​Designated Owner: We have an internal administrative owner assigned to manage CRM​
​updates, log intros, and track follow-ups.​

​Speed-to-Lead Commitment: Our firm can guarantee that warm introductions receive a​
​personal, professional response within 60 minutes.​
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​Exercise 1: Identifying Reputational Hesitation​

​When clients hesitate to introduce an advisor, it is rarely due to a lack of respect for the advisor's​
​technical competence. They hesitate because they fear risking their own social standing if the​
​introduction goes poorly.​

​Identify the primary unspoken fears your clients might harbor about making an introduction, and​
​write out your firm's explicit safety counter-measure.​

​Example Analysis​

​●​ ​What Bad Looks Like: "Our clients don't refer us because they forget what we do, so we​
​need to send them a monthly brochure reminding them of our services." This focuses on​
​your firm's desire for attention rather than the client's reputational safety.​

​●​ ​What Good Looks Like: "Our clients fear that if they connect us with a colleague, we will​
​put that colleague on an aggressive automated email sales sequence, making the client look​
​bad for introducing us. Our counter-measure is a written Double Opt-In promise that we​
​will only send a single, tailored resource after the prospect explicitly requests it."​

​Your Firm Workspace​

​Identify your client's primary unspoken fear regarding introductions:​

​Write your explicit Reputational Safety Counter-Measure:​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​
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​Section 3: Step-by-Step Operational Playbook​

​The Three-Phase Conversational Framework​

​The "Just Checking In" call follows a deliberate three-phase structure designed to lower​
​psychological defenses, focus on the client's current reality, and create a natural opening for​
​advocacy.​

​Phase 1: Disarm and Give Control​

​When a client receives an unexpected phone call from an advisor, their brain automatically prepares​
​for a request, a bill, or a pitch. Naming this suspicion out loud immediately removes the tension.​

​By asking a question framed to invite a "No," you give the client complete authority over the​
​conversation. People feel safer saying "No" than being trapped into saying "Yes."​

​Script​

​"Hi [Client Name], this is [Your Name]. I know I'm calling out of the blue, and you're probably​
​worried I'm reaching out to pitch you something or ask for business. I promise you that is 100% not​
​why I'm calling. Have I caught you at a bad time?"​

​When the client responds, "No, I'm good, what's up?", they have voluntarily granted you their​
​undivided attention.​

​Phase 2: Voice of the Customer Exploration​

​Once their guard is down, pivot 100% of the conversation toward their world. Do not mention your​
​firm, your recent awards, or your services. Ask open-ended questions that allow them to share their​
​current priorities and challenges.​

​Script Options​

​* "How are you and the leadership team navigating [Current Industry Shift/Market Event] right​
​now?"​

​* "What is the single biggest operational challenge taking up space on your desk this quarter?"​
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​Listen actively. Record personal and professional details in your CRM for future touchpoints.​

​Phase 3: The Compliment Pivot and Soft Ask​

​Near the end of a positive check-in call, satisfied clients will frequently express gratitude for your​
​past work or state how nice it was to hear from you. This creates the exact opening for the​
​Compliment Pivot.​

​Script​

​Client: "It was really great catching up. I appreciated how smoothly your team handled our account​
​last year."​

​Advisor: "Thank you, [Client Name], that means a lot to hear. We loved working with you. We are​
​looking to help two or three more leaders just like you this quarter. How could we structure a simple​
​way for you to connect us with peers in your network so you feel 100% comfortable and protected?"​

​Framing the question around their comfort and protection invites them to suggest an approach that​
​feels safe for their network.​

​Follow-Up Email Architecture and Forwardable Asset​

​Within 30 minutes of ending the call, send a brief follow-up email. Include a pre-written,​
​forwardable introduction note so the client can introduce you in under 30 seconds without writing​
​an email from scratch.​

​Follow-Up Email Template​

​Subject: Great catching up today, [Client Name]​

​Hi [Client Name],​

​Thank you for taking a few minutes to catch up today! It was great hearing about [Specific​
​Detail Mentioned on Call].​
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​As mentioned, we are expanding our practice this quarter to support a few more leaders who​
​are navigating [Specific Industry Challenge]. I know your reputation in [Industry Name] is​
​paramount, so I want to make sure you always feel completely comfortable.​

​If you happen to run into a colleague dealing with [Specific Challenge], below is a short note​
​you can copy, paste, and forward to them directly. We will take care of them with white-glove​
​service.​

​Best regards,​

​[Your Name]​

​Forwardable Introduction Note (Included inside the email)​

​"Hi [Peer Name], I was recently catching up with [Your Name] over at [Your Firm Name].​
​They did outstanding work for us on [Specific Outcome]. I know you mentioned dealing​
​with [Specific Challenge] recently, so I wanted to connect you two. I'll let you take it from​
​here!"​

​Exercise 2: Drafting Your Forwardable Introduction Asset​

​Create a 30-second forwardable template tailored to your practice. It must be written from the​
​perspective of your client talking to their peer.​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​
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​Examples​

​* What Bad Looks Like: "Hi John, you should hire my attorney Smith & Associates. They are the​
​top-rated firm in the city, offer award-winning services, and have 20 years of experience. Here is a​
​link to their sales calendar." This sounds like an advertisement and compromises the client's​
​standing.​

​* What Good Looks Like: "Hi John, I was catching up with Sarah from Summit Financial today. She​
​helped us streamline our executive tax strategy last year with great results. I remembered you​
​mentioning tax efficiency challenges during our lunch last week, so I wanted to make a quick​
​introduction." This is helpful, peer-to-peer, and zero-pressure.​

​Your Forwardable Template Workspace​

​Write your firm's forwardable email template below:​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​

​______________________________________________________________________________​
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​Section 4: NASA Premortem and Failsafes​

​Identifying Root-Cause Failure Modes​

​Using Failure Mode and Effects Analysis (FMEA), we project six months into the future and assume​
​System 01 has completely failed. By analyzing why it broke, we can engineer operational safeguards​
​to prevent those breakdowns today.​

​Failsafe 1: Eliminating Commercial Pressure​

​Root Cause: The advisor gets eager during a check-in call and slips into a sales pitch for a new​
​service, destroying trust.​

​Operational Failsafe: Enforce a strict "Zero-Pitch Rule." If an advisor mentions a new service offer​
​or asks for a sale on a check-in call, the call is logged as an operational failure in the CRM.​

​Failsafe 2: Enforcing the 60-Minute Speed-to-Lead SLA​

​Root Cause: A client forwards an introduction, but the lead sits in an advisor's inbox for two days​
​while they work on client deliverables. The slow response reflects poorly on the referrer.​

​Operational Failsafe: Implement an automated CRM alert. When a warm introduction arrives, an​
​internal administrative lead owner receives an alert to send a personal response within 60 minutes.​

​Failsafe 3: Automated Loop Closure​

​Root Cause: An advisor meets with a referred lead, but forgets to update the client who made the​
​introduction. The referrer feels ignored and resolves never to introduce anyone again.​

​Operational Failsafe: Create a mandatory CRM stage trigger. Moving a referred lead to​
​"Consultation Completed" automatically prompts the advisor to send a thank-you note and progress​
​update to the original referrer.​
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​Section 5: AI Humanification Workspace​

​Preserving Personal Voice in Digital Communication​

​Artificial intelligence should never be used to send robotic, automated email sequences. The true​
​purpose of AI in referral architecture is removing writing friction, helping you prepare personalized​
​outreach notes in seconds while preserving your authentic human voice.​

​Master AI Prompt Template​

​Copy and paste the template below into ChatGPT, Gemini, or Claude to generate customized​
​outreach scripts.​

​Act as an elite strategic communication advisor guided by Bob Burg's Go-Giver principles​
​and Chris Voss's Tactical Empathy framework.​

​I am preparing to reach out to a favorite client for a 5-minute relational check-in call. Help​
​me draft a personalized 3-sentence email script to set up the call.​

​Firm Type: [INSERT FIRM TYPE, e.g., Estate Planning Law / CPA / Wealth Management]​

​Client Profile: [INSERT PROFILE, e.g., Founder of a mid-sized manufacturing company]​

​Recent Client Context: [INSERT CONTEXT, e.g., Recently opened a second distribution​
​center]​

​Key Rules:​

​1. Include a disarming opening that eliminates any expectation of a sales pitch.​

​2. End with a No-oriented safety question (e.g., "Would it be a bad idea to connect for 5​
​minutes this week?").​

​3. Keep the tone concise, warm, professional, and authentic.​
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​Applied Prompt Example​

​What Bad AI Output Looks Like​

​"Dear Valued Client, I hope this email finds you well! I noticed your recent expansion and wanted to​
​reach out to schedule a formal quarterly review. At our firm, we provide top-tier wealth management​
​services that can assist your growth. Are you free for a 30-minute discovery call next Tuesday at 10​
​AM?"​

​Why it fails: It uses generic corporate clichés, demands 30 minutes for a hidden sales pitch, and​
​focuses on the firm's services rather than the client's world.​

​What Good AI Output Looks Like​

​"Hi Mark, I saw the news about your team opening the new distribution center in​
​Ohio—congratulations! I know you are extremely busy managing that expansion, so I promise I am​
​not reaching out to pitch you anything or ask for business. Would it be a terrible idea to jump on a​
​quick 5-minute call this Thursday just to hear how the move went?"​

​Why it works: It acknowledges a specific milestone, explicitly removes sales pressure, and uses a​
​No-oriented question to make replying safe and effortless.​

​The 5-Minute Daily Check-In Engine​ ​14​



​Section 6: The 48-Hour Implementation Plan​

​Exercise 3: Curating Your A-List of 20 Clients​

​Do not export your entire database into a mass contact campaign. System 01 relies on selective​
​outreach to your highest-trust relationships. Select 10 top active clients you love working with, and​
​10 favorite past clients you miss working with.​

​Selection Criteria​

​●​ ​High Trust: You have a solid personal relationship and mutual respect.​
​●​ ​Great Experience: The client achieved a strong result and enjoyed the process.​
​●​ ​Shared Values: They align with your firm's ideal client profile.​

​Examples​

​●​ ​What Bad Looks Like: Exporting a list of 500 contacts who signed up for your newsletter​
​three years ago, or including past clients who were argumentative about billing.​

​●​ ​What Good Looks Like: Selecting 10 active clients who regularly compliment your team, and​
​10 past clients whose contracts concluded smoothly over the last 12 months.​

​Your A-List Curation Workspace​

​Top 10 Active Clients​

​1.​ ​Client Name: Key Context/Milestone: _________________________________________​
​2.​ ​Client Name: Key Context/Milestone: _________________________________________​
​3.​ ​Client Name: Key Context/Milestone: _________________________________________​
​4.​ ​Client Name: Key Context/Milestone: _________________________________________​
​5.​ ​Client Name: Key Context/Milestone: _________________________________________​
​6.​ ​Client Name: Key Context/Milestone: _________________________________________​
​7.​ ​Client Name: Key Context/Milestone: _________________________________________​
​8.​ ​Client Name: Key Context/Milestone: _________________________________________​
​9.​ ​Client Name: Key Context/Milestone: _________________________________________​
​10.​ ​Client Name: Key Context/Milestone: _________________________________________​
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​Top 10 Favorite Past Clients​

​1.​ ​Client Name: Key Context/Milestone: _________________________________________​
​2.​ ​Client Name: Key Context/Milestone: _________________________________________​
​3.​ ​Client Name: Key Context/Milestone: _________________________________________​
​4.​ ​Client Name: Key Context/Milestone: _________________________________________​
​5.​ ​Client Name: Key Context/Milestone: _________________________________________​
​6.​ ​Client Name: Key Context/Milestone: _________________________________________​
​7.​ ​Client Name: Key Context/Milestone: _________________________________________​
​8.​ ​Client Name: Key Context/Milestone: _________________________________________​
​9.​ ​Client Name: Key Context/Milestone: _________________________________________​
​10.​ ​Client Name: Key Context/Milestone: _________________________________________​

​48-Hour Execution Roadmap​

​To convert this masterclass into an operational system, execute the following three-step timeline​
​over the next two days:​

​Day 1: Selection and Alignment​

​●​ ​Finalize your A-List of 20 clients using the workspace above.​
​●​ ​Assign your internal administrative lead owner to manage CRM intake.​
​●​ ​Review the Phase 1, 2, and 3 scripts with your team.​

​Day 2: The Two-Hour Implementation Build​

​Block off a dedicated two-hour window on your calendar this Friday (e.g., 1:00 PM to 3:00 PM) to​
​build your operational assets:​

​●​ ​Hour 1: Load your forwardable email templates and CRM tracking tags.​
​●​ ​Hour 2: Set up automated CRM prompts for the 60-minute SLA and loop-closure updates.​

​Post-Build: Launch the Daily Habit​

​Starting Monday morning, execute one 5-minute call per day before opening your inbox.​
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​Speed-to-Lead Service Level Agreement Protocol​

​When an introduction enters your practice, time is the primary factor driving reputational safety. A​
​delayed response reflects poorly on the client who introduced you.​

​Establish this mandatory Service Level Agreement for your team:​

​1.​ ​Receipt & Logging (Minutes 0-15): The internal lead owner logs the introduction in the​
​CRM and tags the original referrer.​

​2.​ ​White-Glove Response (Minutes 15-60): The primary advisor sends a personalized email and​
​phone response acknowledging the introduction, guaranteeing zero-pressure discovery care.​

​3.​ ​Referrer Loop Closure (Within 24 Hours): The advisor sends a brief note to the referrer​
​thanking them for the connection and confirming that contact was made.​

​Master Implementation Summary​

​A-List of 20 clients finalized​
​Forwardable email template written and loaded into CRM​
​60-minute speed-to-lead SLA assigned to team owner​
​Friday 2-hour implementation window blocked on calendar​
​First 5-minute check-in call scheduled for tomorrow morning​
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