NETWORKING QUICK TIPS
PLANNING AND PREPARATION
Do the appropriate planning prior to attending a networking event.
Know your objective of what you want to accomplish at this event.  Know the organization hosting the networking event.   Research any potential targets you hope to meet.  Dress appropriately (see Dress for Success Tips).  Prepare and rehearse your memory hook and ACS Story

Have the tools to network with you at all times. This includes an informative name badge, business cards, brochures and a pen to write down pertinent information about the contact. 

Set a goal for the number of people you'll meet. Identify a reachable goal based on attendance and the type of group. If you feel inspired, set a goal to meet 15 to 20 people, and make sure you get all their cards. If you don't feel so hot, shoot for less. In either case, don't leave until you've met your goal.

HOOK, LINE & SINKER!
Act like a host, not a guest. A host is expected to do things for others, while a guest sits back and relaxes. Volunteer to help greet people. If you see visitors sitting, introduce yourself and ask if they would like to meet others. Act as a conduit.

Listen and ask questions. Remember that a good networker has two ears and one mouth and uses them proportionately. After you have learned what another person does, tell them what you do for the ACS.  Be specific but brief. Don't assume they know about the ACS or Relay For Life. (Telling Your ACS Story is your personal connection to the fight against cancer.)

Manage your time efficiently. Spend 10 minutes or less with each person you meet, and don not linger with friends or associates. If your goal is to meet a given number of people, be careful not to spend too much time with any one person. When you meet someone interesting with whom you would like to speak further, set up an appointment for a later date.

The Beginning. Networking is about developing relationships with other professionals. Meeting people at events should be the beginning of that process, not the end of it.

CLOSING THE DEAL/FOLLOW-UP
Exchange business cards. Ask each person you meet for a business card and give them one of yours. This sets the stage for networking to happen.

Write notes on the backs of business cards you collect. Record anything you think may be useful in remembering each person more clearly. This will come in handy when you follow up on each contact.

Follow up! You can obey the previous networking tips religiously, but if you don't follow up effectively, you will have wasted your time. Drop a note or give a call to each person you have met. Be sure to fulfill any promises you have made.

Dress for Success
· Are you attending an affair with blue or white collar workers? Consider wearing a solid color conservative suit or casual slacks and shirt/blouse.
· Refrain from wearing sandals - wear comfortable, moderate shoes.  The event may be a stand only & mingle
· Check your hair and makeup – do not overdo the perfume or aftershave 

· Limit your jewelry 

· Your clothes are your image and the organization you represent – be more on the conservative side to be on the safe side.

· For men, refrain from jingling the change in your pocket.  

· Women, carry a smaller bag or purse.  A large bag over your shoulders weighs you down and makes you look cluttered.  It is not easy to shake hands and hand out information easily.

· Wear a smile!

