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Networking Cheat Sheet  
 
Have a plan. 

● When considering networking, have a plan!  
● Think carefully about which events to attend and what you want to get out of 

each.  Allocate time to researching possibilities and ask others in your field 
which gatherings are most fruitful.  

● Once you have a few on the calendar, spend time preparing for each.  
 
Focus on what you can control. 
You cannot control how people react to you, but you do have power over several 
aspects of your experience at the event, such as: 

 
-How many and which people you talk to 
-Kinds of questions you ask 
-How you present yourself 
-What you do to follow up 

 
Which people should you talk to? 
Find out, if you can, who will be at the event. Many entities have participant lists you 
can request. If that is not possible, take a best guess about the type of people who 
will be attending.  Given the list you’ve generated, consider who you’d like to meet. 
Think in terms of positions people hold and what type of networks they may have. 
Prioritize the kinds of people you want to interact with so you can make productive 
decisions quickly during the event. 
 
How many people should you talk to? 
Think about what will give you a sense of accomplishment and what is reasonable 
given the amount of time you’ll be at the event. A good and achievable goal for a 
standard reception-like event is usually is 3-5 people.  
 
How do you approach someone? 
Remember that almost everyone at the event is feeling as unsure as you are.  Be 
friendly and open, smile at people, and be casual.  Look for people who are not 
already engaged in conversation or for two people who are talking but don’t seem 
engaged in an intense exchange. Ask if you can listen in or join them, and then listen 
until they address you. 
 
What should you talk about? 
Be curious. Ask questions!  Ask people about where they live, how they got started 
in the field, what they like about their profession.  Think about connecting with 
others, rather than getting answers to any particular questions. Do not make the 
focus your  
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business.  Rather, wait to be asked about what you do and then use your elevator 
speech to explain it in a pithy and engaging way. 
  
Offer to help! 
The best way to think about networking, generally, is as being a resource to others. 
If you can provide someone useful information --be that an relevant article, 
introduction, or help in some other way-- your connection will be much stronger 
than just having just met one time.  You’ll also feel better about making the 
connection if you’ve got something to offer! 
 
How do you leave someone? 
Having determined whether the person you’re talking to was one of your target 
contacts (based on the planning you did before the event), you’ll either want to 
spend more time engaging with the person (and figuring out how you can help 
them), or you’ll want to make an exit in order to use your time to meet someone 
else. In leaving someone, always be polite.  Tell them it was nice talking and that you 
hope to see them again. If you have offered to send them a document, information 
about an upcoming event, etc., or if they have agreed to meet for coffee in the future, 
tell them that you’ll follow up and that you look forward to being in touch.  
 
Follow Up! 
The main goal of networking is to create contacts. Ideally, you want to have at least a 
couple of follow up interactions with contacts after networking, be that a meeting 
over coffee to discuss an issue or your business in more depth, a phone 
conversation, or seeing them at another event. It is critically important that you 
follow up if you’ve given your word to do so or if someone has offered their time or 
assistance to you. 
 
How do you keep a good attitude? 
Networking can be tough and it can seem unfruitful at times. The key to being 
successful is keeping a positive attitude.  While you’re interacting with people, focus 
on making connections. Be naturally curious. Help others any way you can. Realize 
that you have nothing to lose by reaching out. Finally, remind yourself that active 
networking is a key to success. 
 
 

Good luck- contact me at info@sarahkennyconsulting.com if you’d  
like help strategizing your next networking move! 

 
 
                                                                         *** 
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