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Dear Kellogg Networking Night Participant:

The Kellogg Career Management Center is very pleased that you will be joining us for one of the 2010 Kellogg Networking Nights (KNN). At this time, we would ask that you take a moment to read over this document as it contains extremely important information.  

In order to publicize your attendance, we will be constructing posters featuring the logo of each participating company.  As soon as possible, please send us your company logo, no larger than 15 square inches each (2x7, 3x5, etc. - you want your logo to stand out, but if it’s too large, we’ll have to shrink it, which may distort the color and/or diminish the quality.)  If you would like to email, it can be sent to your Industry Relationship Manager as a .doc or .jpg file attachment.  If you prefer, three hard copy logos can be sent to:  Career Management Center, Kellogg School of Management, 2001 Sheridan Rd., Evanston, IL  60208, Attn: <Industry Relationship Manager>.    
We are also requesting that you email a company description of 150 words or less.  This will be used in conjunction with the information on your KNN Reservation form to compile a packet of information for students about the companies attending the event.  
GUIDELINES / HELPFUL HINTS: These are very important, so please take the time to read them over carefully.

· Parking is allowed without permits in most university lots after 4:00 PM.  Due to extremely limited spaces however, we do advise that attendees arrive via cab or public transportation.  
· Multi-media equipment, walls/window posters and displays can NOT be used  
· While Kellogg is encouraging companies to “go green,” literature can be placed on tables outside the event for student pick-up.

· We would be happy to put leftover company literature in our library, but if you plan to ship materials back to your company, you must bring return address labels (Fed-Ex, UPS, etc.) with all billing information provided.  We will have packing tape.

· Due to storage/space issues, the Career Management Center can accommodate no more than 2 boxes per company.
· Materials may be sent to, Career Management Center, Kellogg School of Management, 2001 Sheridan Rd., Evanston, IL  60208.  Boxes should arrive no earlier than 3 business days before your KNN and be clearly marked “Kellogg Networking Night, ‘date’ ”. 
KNN Date:
Materials should arrive:

Sept. 21nd     
Sept. 16th 

Sept. 23th  
Sept. 17th   




Oct. 12th  

Oct. 8th 




Oct. 14th

Oct. 11th  




Nov 9th 


Nov 5th    
· Drinks (beer, wine, soda, etc.) and hors d’ouvres will be served.
· Each company will have one small, round cocktail table at which to station representatives.  While we would be happy to have as many as three representatives from your company present at the KNN, two may be a more comfortable number.  
       
Time - 
5:15 – 7:15 PM  (registration will begin at 4:30 PM)

Location - 
Donald P. Jacobs Center


2001 Sheridan Rd.


Evanston, IL  60208

Dress - 
Business Casual
If you have questions about any of the above items or if anything has not been covered, please do not hesitate to contact your Industry Relationship Manager.  We look forward to having you in attendance at this event.

Sincerely,


John E. Boley


(Consulting, High-Tech, Retail, Services)


j-boley@kellogg.northwestern.edu
Kate Onn
(Financial Services, Public/Non-profit, Real Estate)
k-onn@kellogg.northwestern.edu
Sam Samberg

(Energy, Manufacturing/CPG, Pharma/Biotech/Healthcare, Transportation) 

e-samberg@kellogg.northwestern.edu
