	PROJECT: Network Partner Database Creation 

	INTRODUCTION: 

	Throughout your working career you will benefit from developing and maintaining a quality list of potential network partners. This process will be on-gong through out your career. Good networking skills are an essential part of business success and can offer an effective job search strategy as well.
If you are in the job market now, have already accepted employment, anticipate a future entrepreneurial experience or are planning graduate study, this network creation project will be very valuable to you in both the short and long term. You will learn how to create a network database and use network partners who really want to help you.
The purpose of this project is to get you started on learning how to identify potential partners and then to help you create a process that allows you to get better known by this unique group of partners.

	PROJECT INSTRUCTIONS:

	Review Chapters 14, 15 and 16 in the textbook. 

Chapter 16 specifically discusses the development of your contact database which is the main goal of this project. The networking search strategies chapter of your textbook serves as the informational content base of this project. You will need to read the textbook carefully to fully understand this project and use it successfully.

For this project you will want to identify at least three important sources of potential network partners that might help you in your future career management. Chapter 16 will help in this process. You should also use any alumni databases that your university makes available, online or in hard copy.  Membership rosters of professional associations also make an excellent resource for professional networking contacts.  Many of these organizations permit student memberships.  
How you access databases of professional individuals varies but it is a rare situation when you cannot identify specific individuals working in your professional field of endeavor.  You do not need the names and addresses of everyone.  You only need those people that you first contact and then get referrals from them to other people within the profession.  The first few individuals that you identify and contact may be the most difficult, but with their help, others will follow more naturally.
Your finished project should fulfill ALL of the requirements below.

A. IDENTIFY: Given your goals, identify at least three sources that you plan to use in creating your list. Why is each especially relevant to you? After reviewing the benefits of each source of names, select one of these two databases to use in this project. Feel free to use other resources as well if they apply to your specific needs. Your professors may also assist you in this process.
Contact Analysis: Chapter 16 recommends many resources for identifying contacts including your own personal knowledge base. Identify two additional sources and explain briefly why you chose them. Then describe how you plan to use these resources in the future and how you plan to maintain a relationship of professional contacts that will help you keep an up-to-date list of very important network partners in your personal information management tool. 
B. ORGANIZE: Create a database of professional contacts: include name, title or occupation, address, telephone number and any other pertinent information. Some people choose to include how they met them or located their name, professional affiliations, birthdays, children, etc. Categorize your list by teachers/professors, work associates, professional field acquaintances, friends, relatives, acquaintances, and friends of friends. We recommend that you use Access, Outlook, or Excel.

You should have at least 15 names on this list.  Microsoft Outlook provides an outstanding list of what your various fields should be in your database.
Your table might look like the Network Contact List or some variation of the contact card shown in Figure 16.1 of the textbook.

C. PLAN TO ACT: Identify one contact that you would like to initiate contact with and indicate what action you intend to carry out (i.e. giving your contact your resume, requesting advice, info searching, etc.)

D. DRAFT: Write a networking email that requests an appointment with your selected contact. Follow the sample cover letter formats discussed in Figures 13.6 and 13.7 in your textbook. Figures 16.7 and 16.8 in your textbook will also assist you in creating the content that should go into this interview request. If this is a request for an informational interview, be sure to state why you are requesting an appointment and what you expect the outcome to be. Emphasize that this is NOT a job interview appointment request.
· Include as many of your questions as possible, drawing your questions from Figure 16.7, organized around topics

· Mention your background by summarizing your resume. Use the formatting tips from Figure 13.7.

· Explain your purpose in the information search (Prepare a one-paragraph opening “commercial” about yourself and your goals for this meeting.)

· Explain to your contact how you “found them”, e.g. alumni database, mutual friend, professor. Clarify the relationship: why them?

· Indicate in the email that your resume and other informational documents are attached although you do not need to actually include these in this project. 




	Turn In:

	· Brief explanation of organizations for sourcing contacts including the advantages of each

      Contact Database of at least 15 contacts
       Action Plan (actual process used to identify, enter into a database, and possibly make contact with professional contacts).  Make the specific contact if at all possible because that's where the most valuable learning outcome results although this is not required for this project.
· Draft of proposed contact email.  Summarize the results if you actually contact your professional person.


