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MAXIMIZE YOUR NETWORK

IN ONE YEAR, WHAT DO YOU WANT TO BE CELEBRATING?

WHAT ARE THE TOP 3 THINGS YOU WANT TO ACHIEVE?

NAME 5 WAYS IN WHICH YOUR NETWORK CAN HELP YOU.

NAME 5 TYPES OF PEOPLE THAT YOU WANT TO MEET.

WHAT'S THE VALUE YOU CAN OFFER IN RETURN?
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FOSTERING YOUR NETWORK

Did you know that your likeliness to survive a natural disaster is related to how deep
your (actual) social network is in the area where you live? Makes sense. It should also
make sense that this rule applies to your ability to be successful in building your startup.

ANATOMY OF ALL CONVERSATIONS ONWARD

You: Hey, tell me what’s going on in your life? Give me a short update!

Them: [TELLS YOU A STORY]

You & Them: Chat about whatever is interesting & important, generally catch up, etc.
You: So is there anything | can do to help you right now?

Them: Wow, that’s so nice of you to offer. [TELLS YOU WHAT THEY NEED]. Can | do
anything to help you?

You: Actually, yes! The top 3 things I'm trying to do this year are [INSERT YOUR TOP 3
THINGS]. I'm looking for help with [INSERT SOME OF THOSE 5 THINGS YOU NEED
HELP WITH.] | think the best kind of people that can help me are [INSERT SOME OF
THE TOP 5 PEOPLE YOU WANT TO MEET.] Can you recommend anyone | should
speak to? Does anyone come to mind?

Them: [SOME HELPFUL ANSWER].

You: I'd really appreciate an introduction. Is there anything | can do to make that intro
easier? Maybe | can send you a few sentences about me? Also, in exchange, I'd be happy
to help with [INSERT VALUE YOU CAN OFFER IN RETURN.]

01 SET UP YOUR CRM

My preferred Customer Relationship Management software is
Contactually. It’s really helpful for seeing all of my Gmail, LinkedIn CLICK HERE FOR
& Facebook contacts all in one place. It even syncs with CONTACTUALLY
MailChimp if you’re running e-mail marketing for your business.
Whatever you do, choose a CRM where you can put ALL OF
YOUR CONTACTS (friends, family & professional) in one place. A
spreadsheet is the most inefficient way of doing this.




ORGANIZE YOUR NETWORK

02 SET UP YOUR BUCKETS OF PEOPLE

NO FOLLOW-UP NEEDED (0 Days): Quickly cut out the people that don't matter right
now. You need to be laser focused.

TOP USERS (15 days): You're going to develop a Customer Advisory Board which is
comprised of your go-to active users that will always give you feedback and advice.

PARTNERS (30 days): Strategic relationships are important for every new business. Who
have you worked with or collaborated with in the past? Who are you talking to now that
you may work with in the future?

ADVISORS (30 days): You're going to develop your Board of Advisors. Most likely they
will come from people you put in your Sphere of Influence first.

SPHERE OF INFLUENCE (45 days): These people are critical to the success of your
business. They are some of your strongest supporters and consistently provide value to
you - whether it’s referrals, advice, or friendship, your business would not be healthy
without them.

POTENTIAL INVESTORS (15-30 days) If you're not actively fundraising, you can keep
the time limit at 30. Any investor you meet that tells you to keep in touch should go in

this bucket.

CIRCLE A (60 Days): These people have not made it into any of the other buckets. These
can be best friends and family members, or even old coworkers who may move into
another bucket one day.

CIRCLE B (120 Days)

CIRCLE C (180 Days)

CIRCLE D (240+ Days)



RELATIONSHIP MGMT TIME

03 PUT IT ON YOUR CALENDAR - 30 MINUTES PER DAY

Just like you're not going to clean out your inbox in one sitting, you will not organize your
entire address book in one sitting.

The key to slowly building and strengthening your network is to put aside a small amount
of time every day. After all, trustful and valuable relationships are built over time. They
are not built by cold emails to people you do not know.

Here’s the suggested process for those 30 minutes per day:

e Set a timer for 30 minutes.

e When you're just starting out, it's important to organize. If you're using
Contactually, start by playing 2 rounds of the Bucket Game. You'll go to Contacts
and in the upper-right hand corner you'll see a button reading Bucket Game.

e Were there any interesting people that popped up that you would like to reach out
to now? Pick 3-5 people and send them this brief email:

How are you? | know it’s been a bit since we last spoke, but you were on my mind this week
because [reason here]. | would love to get a ping from you to hear what’s going on in your
world.

Best,
[your name]

e Now, go to Merge Contacts on your Dashboard. Try to merge about one page of
people.

e [f the 30 minute timer hasn’t gone off yet play another round of the Bucket Game
or write more people.

e Your primary goal right now is to re-discover people in your network that can help
you. If you come across a person you don’t remember, look them up on Linkedin to
refresh your memory. Also check to see if their work history or skills matches with
the Top 5 People you want to meet this year.






OPTIMIZE YOUR DAY

Each of us has specific times in the day when we have the most energy. During this
time we are the most productive and the most creative. You want to make an effort to
schedule your big ticket items when you experience your prime time energy.

T0 DO: WATCH MY VIDEO ON OPTIMIZING YOUR DAY

Here are a few questions to help you find your prime-time.

ARE YOU A NIGHT PERSON OR A MORNING PERSON?

What do you accomplish and do really well in the morning?

What do you accomplish and do really well in the evening?

THINK OF THE LAST TASK YOU WERE SO INTO YOU LOST TRACK OF TIME.

What was it? What time of day was it?

WHEN DO YOU FEEL LIKE CRAWLING UNDER YOUR DESK TO TAKE A NAP?

What time of the day do you lose focus?
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Example

| am the most productive from 8 am - 2 pm. | can still get work done 2 pm - 5 pm, but |
lose significant steam. My work day looks like this

cAM ' |8 |8 [10 (711 [12PM 1 12 |8 |4 |8 |6 |7 |8 |9 |10

Mornin
. 5 Prime Time Energy
Routine

Unlike me, you may have several blocks of time throughout the day. For example, Sam
is productive 10 am - 12pm, then 3pm - 8pm. Everyone is different!

Your Turn

6AM 7 '8 9 10 11 12PM 1 2 3 4 5 6 7 8 9 10

Next

Identify the first two hours of your Prime Time Energy block. In the example, that’s 8 -
10 am. When are those first two hours for you?

Now, open your calendaring program (Outlook, Google Calendar, iCal, etc.) and create a
recurring event blocking those 2 hours off everyday.

»  Title: “Prime Time”
> Description: This is my time to do the most important things on my to-do list.
»  Repeats: Every weekday // No End Date

Do not let anyone schedule you during “My Time”.

During Prime Time, you want to make an effort to schedule your top priorities. These
are those items you can only accomplish when you work alone. This way, you'll be sure
to get the most important work completed and off your to-do list first thing in the
morning. Kick procrastination in the butt.



Pradfumy few Sills £ Habils

It takes 21 days to get use to new habits. I've now asked you to have dedicated time
for your primary work, for your inbox and for your relationship management
(networking).

What kinds of other tasks do you have to do or do you want to start
doing on a regular basic? Write down the task, frequency & duration.

Here are some examples:

Task Frequency Duration
Email Daily 0:45
To-Do List Daily 0:20
Relationship Management / Daily 0:30

Sales (CRM Grooming)

Financial Health Checkup Weekly 1:00
Review Hours / Time Spent on Bi-Weekly 0:30
Tasks

Monthly Marketing Statistics = Monthly 1:30

What energy level you need to do each of these things?

Here are some of my own thoughts:

~ | like to do Email, To-Do List & Relationship Management at the end of the day
because it helps me plan for the following day’s activities.

~ | like to do the Financial Health Checkup first thing Friday morning because it’s
something | do not enjoy, so | need my Prime Time Energy to make it happen.
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Where will you place these activities on your daily calendar?

Example:
6AM |7 |8 |9 (10 (11 [12PM 1|2 (3 |4 |5 6|7 18/9 |10
Morning CRM Email +
Routine Time  To-Do
List
Your Turn:

¢AM 7 '8 9 10 11 *?P™M 1 2 3 4 5 6 7 8 9 10

Remember this: It's about consistency, not perfection.

If you're thinking, “How am | going to keep it this structured every single day??,” |
totally understand. Here's the key: You're not going to be able to do things at the
perfect time everyday but you're going to use these goal posts to guide you towards
creating better habits and daily practices.

If you miss a day, it's okay!
If something comes up during that time, move that calendar block to a different time in

the day. For example, if | know | have a 4pm appointment, I'll either skip CRM Time for
a day, or I'll move it to an open spot on my calendar.



Vraddue Your Proess

Finally

e Create repeating events on your calendar for these practices.
e Set the repeating configuration based on the frequency you decided.
e Create another event called “Process check-in”
- Commit to practicing this new schedule for one week.
- Schedule this check-in for after 5 business days of practicing this new
process.
= During Process Check-in, step away from your desk with paper and pen.
For 15 minutes jot down your observations about this new schedule.
- What’s working? What’s not working? What needs to change?

Example

When | first started practicing CRM Time, | made it first thing in the morning since it
seemed like something | didn’t want to do but also a very important thing to take care
of right away. After 3-4 days | realized that all the new communications | generated
first thing in the morning created inbound emails the rest of the day. Those emails
coming in to my inbox distracted me for the rest of the day. From then on, | moved
CRM Time to later in the day, just before Email Time. This way, for anyone that |
reached out to who responded to me quickly, | could reply during Email Time.
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