
Hi, all! 
 
Here’s a bit more info on how I block my networking time. It’s useful because I don’t 
have to reinvent the wheel anytime I want to remember to reach out to someone -- I 
have a place to put something three weeks from now, for instance, if that’s when I need 
to follow up with someone. You want to make it as easy as possible, and you want it to 
work for you. I have mine set up 4 days a week, but you can put yours on the calendar, 
say, 2 days a week to start, and then see if you need more or less. Make it work for you. 
 
I simply use Google Calendar and I have a daily recurring half hour where I put in the 
outreach I want to do. You go into that block of time for the day you want to do it, add it 
in the notes area, and then every day at the time you do your networking maintenance, 
you check the calendar. You don't have to remember things or find where you jotted 
down your notes, it's all there. No negotiation, you just do it. 
 
The one thing is that Google will ask if you mean to change all events and you have to be 
VERY CAREFUL to only change this event or you will wipe out everything else on other 
days. To keep this from happening (or from being too disastrous if it does), I have a 
different recurring event for each day. So, for instance, if I goofed, all my Mondays 
would be lost, but I wouldn't have lost my Tuesdays because that's a separate event. 
 
I've attached a screenshot of next Monday, so you can see what I mean. 30 minutes gives 
you time to do about 3 things, unless they're really short or you're essentially 
cutting/pasting the same message. 
 

 
 


