
1-2-1

The structure of a 1-2-1
A 1-2-1 should ideally last for one hour; 

Allow 20 minutes for each participant to talk and 20 minutes to 
agree actions about how you can support each other’s business.

Think ‘slaps in the face’! What daily situations would someone 
see, hear, touch or feel that will trigger them to think about you 
and your business? 

Be transparent and specific about your desired meeting 
outcome.

Preparation for the 1-2-1
Prepare a script – what key information about you and your 
business do you need to share? 

Who are your best customers and where did they come from?

Why do people buy from you? 

What makes you different and referral worthy? 

Use the NetworkIN framework overleaf and remember, take 
your 1-2-1 notepad to the meeting.

Fortune is in the follow up 
Never shy away from following up a 1-2-1 with an email 
summary or additional question or two. 

Can you share anything that you’ve learned on social media to 
help support your colleague?

Be IN the know and IN the now with NetworkIN

20 minutes 20 minutes 20 minutes

THEM
What makes 
them different? 
Ask questions but 
don’t interrupt.

YOU
Listen and take 
notes. Be specific 
and give examples.

NEXT STEPS
How can you 
discover more and 
who do you know?

TOP TIP: USING A 1-2-1 
TO MAKE A REFERRAL
Provide added value for 
associates by inviting 
them to a 1-2-1 with a 
NetworkIN colleague 
– it’s an opportunity to 
meet someone already 
interested in their 
products or services. A 
win-win for everyone.

A 1-2-1 is an informal face-to-face meeting designed to explore respective 
businesses without any ‘selling’ pressure. It’s an opportunity to learn more about 
the products and services a fellow colleague offers and to understand what 
makes a good referral for them. It might also highlight chances to collaborate.

1-2-1
/wʌn tə wʌn/ 
NOUN
Involves direct communication 
between two people. Used 
especially to refer to situations 
of teaching and development.

> More top tips.



1-2-11-2-1

INvest a few moments of your time to prepare for your  
1-2-1 using the NetworkIN framework for success. 

Principle Business Activity

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Differentiating Factors (why should people buy from you?)

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Signs, signals and triggers to look out for 
_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Key Targets

1.	 _________________________________	

2.	 _________________________________

3.	 _________________________________

Be IN the know and IN the now with NetworkIN

Building relationships over coffee and cake is great, but you need 1-2-1s 
to be an effective use of your time. Stay on-message and demonstrate 
confidence, competence and credibility. Having a plan and being specific 
makes you easy to refer to. Be consistent and focus on your strengths.

Key Sectors

1.	 _________________________________

2.	 _________________________________

3.	 _________________________________



1-2-1

Business Name__________________________________________ _   Date________________

Principle Business Activity

_____________________________________________________________________________

_____________________________________________________________________________

Differentiating Factors (why should people buy from them?)

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

	

Target Market/Specific Referrals (signs, signals, triggers)

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Agreed Follow Up and Action (what and by when?)

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Be IN the know and IN the now with NetworkIN

Use this framework to take notes about the other person’s business. Keep a log of 
1-2-1s to refer back to because fortune is in the follow up. Write any questions or 
referral opportunity ideas you have at the bottom, then ask or discuss at the end so 
as not to interrupt their flow. 

NOTEPAD

Remember not to upset the agenda or flow. Use this box if you get a blinding 
flash of the obvious (BFO)!


