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1 Free Networking Toolkit for College Students

Introduction

Welcome to your comprehensive Networking Toolkit! This resource is designed to help you
build, manage, and grow your professional network systematically and authentically. Download,
customize, and use these templates and worksheets to navigate networking with confidence and

professionalism.

& Section 1: Email & Message Templates

1.1 Requesting an Informational Interview (via Email)

Subject: Informational Interview Request — [Your University] Student

Body:

Dear [Mr./Ms./Mx. Last Name],

My name is [ Your Name], and I’'m a [year] [major] student at [ Y our University]. I came across
your profile [via our alumni database / on LinkedIn / through Professor Name] and was
impressed by your experience in [their field/company].

I’m currently exploring career paths in [field/industry] and would be grateful for the opportunity
to learn from your experience. Would you be willing to schedule a 20-minute call or video chat
in the coming weeks? I’m interested in learning more about your career journey and any advice
you might have for someone entering the field.

Please know I’m not asking for a job—just hoping to learn from someone whose career | admire.
Thank you for your time and consideration.

Best regards,

[Your Full Name]
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[Your Email]
[Your LinkedIn Profile URL (optional)]

[Your Phone Number (optional)]

1.2 Following Up After a Career Fair or Event

Subject: Great Meeting You at [Event Name]

Body:

Hi [First Name],

It was a pleasure speaking with you at [Event Name] yesterday. | really enjoyed learning about
[specific topic discussed, e.g., “your company’s sustainability initiatives”] and appreciated your
insight into [another specific point].

As mentioned, I'm a [year] [major] at [University] with a strong interest in [field]. I’ve attached
my resume for your reference and would welcome the chance to stay in touch as I continue
exploring opportunities in [industry].

If you’re open to it, I’d love to schedule a brief informational interview in the coming weeks to
learn more about your role and career path.

Thanks again for your time!

Sincerely,

[Your Name]

1.3 Thank-You Email After an Informational Interview

Subject: Thank You — Informational Interview
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Body:

Dear [First Name],

Thank you so much for taking the time to speak with me [yesterday/on date]. | truly appreciated
hearing about your journey from [previous role] to [current role], and your advice on [specific
advice, e.g., “developing data visualization skills”’] was incredibly helpful.

I’ve already [taken an action based on their advice, e.g., “enrolled in a SQL course”] and will
continue exploring [topic discussed]. I’ll be sure to keep you updated on my progress.

If there’s ever anything I can assist you with, please don’t hesitate to reach out. I’d be happy to
help.

All the best,

[Your Name]

1.4 LinkedIn Connection Request (Personalized)

Template:

Hi [First Name], I’'m a [year] [major] student at [University] interested in [field]. | enjoyed your
recent post about [topic] and would appreciate connecting to learn from your experience in

[industry/role]. Thanks!

& Section 2: Informational Interview Question Guide

2.1 Before the Interview — Research Checklist
e Review their LinkedIn profile
e Look up their company’s mission, products, and recent news

« Note any career transitions or notable achievements
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Prepare 8-10 questions (mix of career path, role-specific, and advice)

2.2 Suggested Questions by Category

Career Path & Background

1.

2.

3.

4.

How did you first become interested in [field]?
What did your career path look like from graduation to now?
Were there any pivotal moments or decisions that shaped your career?

How has your role evolved since you started?

Current Role & Industry

5.

6.

7.

8.

What does a typical day or week look like for you?
What skills are most essential in your position?
What’s something about your job that isn’t widely known?

What trends are shaping your industry right now?

Advice for Students & New Grads

9.

What’s one thing you wish you knew when you were starting out?

10. What skills should I focus on developing now?

11. Are there any courses, certifications, or experiences you recommend?

12. How can | best prepare for a role like yours?

Networking & Next Steps

13. Who else would you recommend I speak with in this field?

14. Are there any professional associations or events you suggest attending?

15. May | keep in touch and update you on my progress?

2.3 During the Interview — Note-Taking Template
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Date:

Interviewee:

Company/Title:

Key Takeaways:

1.

2.

3

Action Items for Me:

1.

2.

3.

Follow-Up Needed:
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[0 Send thank-you email within 24 hours

O Connect on LinkedIn

O Share relevant article/resource

[0 Schedule next check-in (optional)

M Section 3: Relationship Tracking Worksheet

3.1 Connection Log (Google Sheets/Excel Template)

Name

Company/Title

How We

Met

Last

Contact

Next Follow-Up

Notes
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Jane | Marketing Alumni Oct Jan 2024 — Share Loves hiking; spoke
Doe | Director, XYZ | database | 2023 article on Al'in about mentorship
Inc. marketing programs
John | Software Campus | Nov Dec 2023 — Interested in EdTech;
Smith | Engineer, Tech | hackathon | 2023 Congrats on offered resume
Co. promotion review

3.2 Quarterly Networking Goals Tracker

Quarter: [e.g., Fall 2023]

Goal: [e.g., Conduct 5 informational interviews, attend 2 networking events]

Week | Action Item Completed | Notes

1 Update LinkedIn profile O Add projects and skills

2 Request 3 informational interviews | ] Use alumni database

3 Attend career fair O Prepare elevator pitch

4 Send thank-you/follow-up emails | O Reference specific conversations

3.3 Relationship Maintenance Schedule

Strong Connections (Monthly/Quarterly Check-Ins)

o Send progress updates
o Share relevant articles or opportunities
o Offer help if possible

Moderate Connections (Every 4-6 Months)
e Brief update email
e LinkedIn comment or like on their post

e Holiday greeting
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New/Acquaintance Connections (Annual)
e Annual “check-in” email

o Congrats on work anniversaries/new roles

W@ Section 4: Networking Event Prep Kit

4.1 Pre-Event Checklist
e Research attending companies & attendees
o Prepare 30-second elevator pitch
e Print updated resumes (on resume paper)
e Dress professionally (business casual minimum)
« Prepare 3-5 questions per target company
e Charge phone & bring business cards (if available)
e Set goals: e.g., “Have 3 meaningful conversations”
4.2 Elevator Pitch Template
“Hi, ’'m [Name], a [year]| [major] at [University]. ’'m passionate about [interest, e.g., sustainable
business practices] and currently exploring careers in [field]. I’'m here today to learn more about
[event focus].”
4.3 Post-Event Follow-Up Tracker
Event:

Date:

Contact Name | Company | Conversation Highlights Follow-Up Sent? | Next Step

0 Yes O No
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 Section 5: Student-Specific Networking Strategies

5.1 Professor Outreach Template

“Hi Professor [Last Name], I really enjoyed your lecture on [topic]. I’'m exploring careers in

[related field] and noticed you have experience in [specific area]. Would you be open to chatting

briefly after class or during office hours about your career path or any advice you might have?”

5.2 Alumni Outreach via LinkedIn

Search: “[Your University]” + “[Company]” or “[Job Title]”

Filter by: Graduation year, location, industry

Personalize each connection request with shared school pride.

5.3 Campus Club Networking Plan

Join 1-2 professional clubs (e.g., Marketing Society, Data Science Club)
Attend guest speaker events
Volunteer for leadership roles

Connect with club alumni on LinkedIn

§ Section 6: Long-Term Network Maintenance System

6.1 Touchpoint Calendar (Example)

January: Send New Year greetings + update
March/April: Share internship/job search update
August/September: Back-to-school/fall check-in

November: Holiday thanks + year-end reflection

6.2 Value-Adding Touchpoints Ideas

Share an article related to their work
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o Congratulate them on a promotion or achievement
o Offer to help with a project or referral
e Invite them to speak at a campus event (if relevant)
6.3 Digital Organization Tips
e Use LinkedIn tags to categorize connections (e.g., “Alumni,” “Mentor,” “Tech Industry”)
o Set calendar reminders for follow-ups

o Keep a “Networking Notes” document or use CRM tools like Notion or Airtable

Y. How to Use This Toolkit

1. Download and customize templates to fit your voice and situation.

2. Print worksheets or use digital versions (Google Sheets, Notion, Excel).
3. Schedule weekly networking time (even 30 minutes helps).

4. Track progress using the relationship log.

5. Review and adjust your approach each semester.

@" Final Tips for Success

« Start small: One outreach per week is progress.

« Be consistent: Regular, small efforts > occasional big pushes.

e Give before you ask: Share resources, thank people, offer help.
o Stay authentic: Your genuine interest will shine through.

o Be patient: Relationships build over time—not overnight.
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»* Bonus: Pair this toolkit with the animated flowchart “Starting Your Network from Zero —

First Steps” for a complete visual and actionable guide.

This Networking Toolkit is now ready to be included at the end of your blog post as a
downloadable resource (PDF/Google Doc). It provides tangible, actionable tools that readers can

immediately use to implement the strategies discussed in your article.
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