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Sample Networking Agenda
On the next page, you will find an example of a Networking Agenda that you can adapt, fill in, and actually hand to your partner as you sit down to start your meeting.  Your networking partners will be impressed by how organized and purposeful your approach is!

Use the example in The Ultimate Career Guide as a template.

	Meeting Agenda
	Name



	Location  
	Time 
	Date 

	Meeting Objective:  Document Review, Feedback/Advice, and Networking Contacts


	Documents:
	Professional Biography and Employer Prospect List


	
	Participants:

	1. 
	

	2. 
	

	.


	
	Topics:

	1. 
	Meeting Purpose

	2. 
	My Background

	3. 
	Document Review and Feedback – My Professional Biography

	4. 
	Document Review and Feedback – My Employer Prospect List 

	5. 
	Specific Names/Leads You Can Give Me

	6. 
	Other Opportunities/Possibilities I Should Consider

	7. 
	Next Steps

	8. 
	What Can I Do for You?


	
	Follow-Up Steps:

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	


	
	Networking Contacts:
	Organization:
	Phone Number:
	E-mail Address

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	

	5. 
	
	
	
	


Networking Meeting Agenda

Name: 

Date/Time: 

____________________________________________________________
1. Catch-up and introductions

2. Purpose of the meeting

3. Discussion of my situation

4. Review of Target List and Professional Biography

5. How you can help me

6. Ideas and contacts

7. How I can help you?

8. Follow-up steps 
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