
Etiquette Study Guide 

 
Whenever you eat with business colleagues or clients, you need to conduct yourself differently than you do at 

home or out with your friends.  You must learn proper etiquette to display your maturity and avoid 

embarrassing situations.  You will have a test over the topics listed below.  Use the Business Etiquette Tips 

document below to find your answers to the following questions: 

 
A good handshake should last: 
At a business gathering, you should hold your drink in which hand? 
Business Etiquette has military origins.  It is based on two things: 
If you are a male, you should help a female colleague with her chair? 
It’s OK to be late for an interview as long as it’s not more than 5 minutes? 
It’s OK to leave some parts of a job application blank if you are not sure how to answer them? 
How do you handle “Tell me about yourself” in an interview? 
How do you handle “What are your strengths?” in an interview? 
How do you handle “What are your weaknesses?” in an interview? 
How do you handle “Where do you see yourself in 5 years?” in an interview? 
How should silverware be arranged at the dinner table? 
Most interviewers like it when you tap your pen, as long as it is to the beat of a popular song that they know. 
Never chew gum in an interview. 
Social Etiquette is based on? 
Swearing is acceptable as long as you don’t use the ‘F’word. 
What would be the most appropriate way to dress if you were interviewing for a job as a banker (male)? 
What would be the most appropriate way to dress if you were interviewing for a job as a mechanic (male)? 
What would be the most appropriate way to dress if you were interviewing for a job as a banker (female)? 
What would be the most appropriate way to dress if you were interviewing for a job as a veterinarian (female)? 
What should you not “overdo” in an interview? 
What is a good reason to use for leaving your last job? 
What topics should you not ask about in an interview unless the interviewer brings them up? 
What type of people should you hug and/or kiss in the business world? 
What’s the first thing you should say when you make a business phone call? 
What else should you do when shaking someone’s hand? 
What is the most important thing to do when socializing/conversation? 
Where should your thumb be when giving a handshake? 
Where should you place your nametag at a business function? 
When on an elevator with a group of businesspeople, who should exit the elevator door first? 
Which of the following should be avoided in business conversations? 
When introducing 2 people, who should you introduce first? 
When eating, your elbows should be: 
When eating at a banquet, you should pass things: 
When an interviewer asks if you have any questions, it is best to: 
Who pays the tab at a business dinner? 
 

Test will be May 10th.  35 questions – 100 points 
All multiple choice & true/false. 

(bring a #2 pencil) 
 



Business Etiquette Tips 
Business etiquette is based on hierarchy and power unlike social etiquette which is based on gender and 
chivalry. No-one should be given special treatment in the business arena because of gender. Everyone 
should be treated equally well.  

1. The most important person in the hierarchy of any company is the client. 

2. Persons of lesser importance are introduced to persons of greater importance, regardless of 
gender. The name of the most important person is said first. 

3. Doors are held for persons more senior in rank, regardless of gender. Whoever gets to the door 
first, and it should be low person on the totem pole, holds a door for the others following. If it is a 
revolving door, low person goes first to get the door moving, then waits on the other side. 

4. Whoever is closest to the elevator doors exits first. 

5. At business functions neither men nor women are helped with their chairs unless they need it. 

6. Both men and women should be helped with their coats IF they are clients or more senior in rank. 

 Stand in line. No butting in or swimming against the tide to speed your journey through. Think 
of it as a great time to chat with the people in line and establish contacts. 

 Never complain about the line, the food or the wait. Others don’t need you to put a damper on 
their enjoyment of the event. 

 Use serving utensils when you help yourself. Fingers do not count as serving utensils. 

 Never ever take anything from a serving plate and stick it directly into your mouth. Nor should 
you start eating from your plate while still in line. Wait until you return to your table. 

 You can return several times (more opportunities to meet more people!) but never fill your 
plate to overflowing. Several years ago I attended a function for meeting planners at the 
Guggenheim Museum. They were like pigs at a trough, filling their little plates so high that they 
had to hold the food to keep it from falling off as they left the line. In a word, disgusting! 

 Try to eat your courses in some acceptable order. It’s unappetizing for others to look at a plate 
filled with oysters, salad, roast beef and chocolate mousse all at the same time. 

 Because this is a buffet, do not turn this into an "all you can eat" occasion. Nor should you 
spout off on how to get ‘the most bang for your bucks’ by only selecting those items like lobster 
or filet that are normally very expensive on an a la carte menu, as I once overheard a banker 
advise someone. That same banker later threw a fit with the serving staff because they had run 
out of the tuna sushi when he went back for his third helping. A real class act! 

 Remember that any business dining experience is never about the food; it is always about 
business. 

 
 

 

 



Gossip is one who talks to you about others; a bore is one who talks to you about himself; and a brilliant 
man is one who talks to you about yourself." (Lisa Kirk)  

1. Listen before jumping into a conversation. You may not want to deal with those people. 

2. Make eye contact with one person in the group, smile and listen until they include you. 

3. Introduce yourself when there is a pause in the conversation. 

4. If you have something relevant to add to a group's conversation, jump in, then introduce yourself 
afterward. 

5. To initiate a conversation, you can talk about the situation, talk about yourself, or talk about the 
other person. 

6. Avoid taboo topics: 

o off-color or discriminatory jokes  
o personal relationships and sexual proclivities  
o health  
o diets  
o personal tragedies  
o cost of anything personal  
o income  
o controversial topics like politics or religion  
o free advice from professionals  
o spouses as authorities  
o " I " strain 

7. Don't blend; circulate. Spend five to seven minutes with each person or group. 

8. Always remember to close a conversation. Shake hands and take your leave. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Handshakes are the only acceptable physical contact for men & women in the business arena. 

1. Handshakes are the universally accepted business greeting. Hugs & kisses are taboo in the 
business arena. 

2. You are judged by the quality of the handshake. 

3. A good handshake: 

o keep the fingers together with the thumb up and open  
o slide your hand into the other person's so that each person's web of skin between thumb 

and forefingers touches the other's  
o squeeze firmly.  

 

4. A proper handshake: 

o is firm, but not bone-crushing  
o lasts about 3 seconds  
o may be "pumped" once or twice from the elbow  
o is released after the shake, even if the introduction continues  
o includes good eye contact with the other person  

 

5. Extend a hand when: 

o meeting someone for the first time  
o meeting someone you haven't seen for a while  
o greeting your host(ess)  
o greeting guests  
o saying good-bye to people at a gathering  
o someone else extends a hand  

 

6. Handshaking Tips: 

o if your hands tend to be clammy, spray them with antiperspirant at least once a day.  
o avoid giving a cold, wet handshake by keeping your drink in the left hand.  

 
 

Etiquette...what do you think of when you hear that word? Emily Post? Miss Manners? Or confusion 
because the do's and don'ts of acceptable social behavior we learned as children don't mesh with today's 
business environment?  

The business world our parents knew was predominantly a homogenous, Eurocentric, male environment 
where everyone innately understood the code of conduct.  

Now, the business arena has changed. The civil rights movement. The mass entry of women into the work 
place in the 70's. And it continues to evolve with passage of the Americans with Disabilities Act and 
globalization of the economy. To successfully navigate the hazardous waters of the business arena of the 
90's and communicate successfully with all the diverse elements in that environment, mastering business 
etiquette has become an imperative.  



Let's examine the underlying differences between social and business etiquette and some of the social 
rules that need adjustment and we'll take a fresh look at some of the social rules that should have made 
the transition to the workplace, but seem to have slipped through the cracks.  

BUSINESS VS. SOCIAL ETIQUETTE:  

The most important difference between business and social etiquette is that social etiquette is based on 
chivalry, on the concept that the little lady has to be coddled and protected, whereas business etiquette 
has military origins. It is based on hierarchy and power.  

So how does that affect behavior? First of all, gender was not an issue in the office 30 or 40 years ago, 
and gender has no place in business etiquette today. But, and it's a big but, women are no longer ancillary 
to the men. Men and women are now treated as peers. You hold the door open for a woman if you would 
hold it open for a man in the same situation. Doors are held open for superiors, for clients, for peers 
following close on your heels and for anyone who is loaded down with packages, regardless of your gender 
or theirs. But, if it's a revolving door, you would precede all those people into the door to get it moving, 
then wait on the other side.  

Men do not jam up elevators by trying to let the woman out first, unless of course she happens to be your 
CEO or your client. Whoever is closest to the elevator doors, man or woman, exits first.  

A woman will not be perceived as a competent professional if she acts or is treated according to chivalry. 
A man who treats a female client or colleague in a chivalrous manner will be perceived as condescending 
and create hostility. In the current economic climate, we cannot afford to offend.  

Those peers with disabilities must also be treated with the same respect accorded any professional. In 
addition, there are a few additional rules that must be learned to accommodate their physical needs, like 
not raising your voice to be heard by a person who is blind or putting someone's crutches out of the way 
and out of their reach. Employing a bit of common sense will provide you with the appropriate behavior. 
Otherwise, ask. People with disabilities prefer to be asked for guidance rather than deal with that 
embarrassed evasion from those who are discomfited by the disability. The new Golden Rule for everyone 
is to treat others as they themselves would like to be treated.  

Let's look at a few other areas where business and social etiquette differ.  

INTRODUCTIONS:  

First, introductions. Introductions are one of the most important aspects of our daily life, but few people 
know how to make them properly. In the social arena, men are introduced to women. In the business 
arena, the person of lesser importance, regardless of gender, is introduced to the person of greater 
importance, regardless of gender. But, always remember that the name of the person being introduced is 
mentioned last, the person to whom the introduction is made is mentioned first. The rule, then, is "Mr. or 
Ms. Greater Authority, I'd like to introduce Mr. or Ms. Lesser Authority." I'll repeat that, "Mr. or Ms. 
Greater Authority, Mr. or Ms. Lesser Authority." But, who holds the highest position in any organization? 
The client. The client is more important than anyone in your organization, even if the client holds a lesser 
title than the executive in your firm.  

HANDSHAKES & NAME TAGS:  

The accepted physical greeting to accompany introductions is the handshake. Kissing entered the business 
arena with women, and it has caused more confusion than any other aspect of male-female etiquette. Men 
and women must be treated equally in the workplace; you can't shake hands with one and kiss the other. 
Women should learn to greet even their good friends with a handshake if they don't want to send 
confusing signals.  

Men have an advantage in that their fathers often took them aside as boys and said, "Son, let me teach 
you how to shake hands like a man." Unfortunately, few of our mothers took the girls aside to teach us to 



shake hands like a woman. So, let's take a moment to learn to shake hands like a business person. 
Humans have webs, just like ducks. To shake hands properly, we must keep that thumb up and touch 
webs before wrapping the fingers around the other person's hand. Let's all stand up and try it with the 
person on either side.  

By the way, social etiquette decreed that the woman be the one to extend her hand first. You will still find 
the occasional matron or woman from another culture who is taken aback if the man extends his hand. In 
the business arena, it doesn't matter who extends the hand first, but the one who does takes control of 
the situation, takes matters in hand if you will.  

While you shook hands, did you notice the other person's name tag? While it may feel easier or look 
better in the mirror to place it on the left, the proper placement of the name tag is high on the right 
shoulder. There is a simple reason for this. When shaking hands, your eye follows the line of your arm to 
the other person's right side. By placing the tag on the right, it's easy to read the name while shaking 
hands. If the tag is on the left, you are forced to scan across the body to read the tag, an awkward and 
potentially insulting gesture. Why don't you make sure your name tag is on the right and let's try shaking 
hands again. See how much easier it becomes to read the person's name?  

TELEPHONES:  

Businesses can no longer function without telephones. Yet few of us learned the proper way to place and 
answer calls. At home, we answered with "hello". In business, in addition to the greeting, it's necessary to 
identify ourself and the company or department. In other words, you would say "Good afternoon, 
Etiquette International, Hilka Klinkenberg speaking." or "Protocol Office. This is Hilka. How may I help 
you?"  

One of the cardinal sins of answering the phone, and it happens millions of times a day, is to ask "Who's 
calling?" The implication is that calls are being screened, and rudely at that. Be sure that the person 
answering your phone uses the correct response, "May I tell so-and-so who's calling?" That's "may I 
tell..."  

Few of us can get our work done without occasionally having calls screened. But, to do so without 
insulting someone, have the person answering announce that you are unavailable, then ask for the caller's 
name and message. If the caller is someone you do want to speak with, the secretary can say, "Oh, one 
moment. Here she is," without even telling a white lie.  

The easiest way to avoid having someone ask you "Who's calling?" and also one of the better ways to 
assure you'll get through to your party, is to announce yourself at the beginning of your call. "Hello, this is 
Hilka Klinkenberg from Etiquette International. May I please speak to Bob Wals." It's amazing how 
effective that little introduction can be. By stating your name, you send a subliminal message that you 
have a right to speak to the person you are trying to reach rather than arousing suspicion by being 
evasive about your identity.  

The author Fran Lebowitz said, "As a teenager you're in the last stage of your life when you will be happy 
to hear that the phone is for you." Telephone calls are an intrusion into someone's workday. At the 
beginning of the call, ask if the person has a few minutes to talk to you. Forget those old bromides about 
making small talk and building rapport before getting to the point of your call. Know why you're calling 
before you ever dial, and get to the point. Wasting someone's time is rude. Surely all of you remember 
mom yelling at you to get off the phone when you were teenagers. Well, brevity is one lesson we should 
all remember from mom for polished telephone etiquette.  

ELECTRONIC COMMUNICATION:  

While the homes of the future might have all sorts of electronic gadgetry, speaker phones, cellular 
phones, e-mail and FAX machines were not common household gadgets when we grew up. But, they are a 
necessity and a frequent source of irritation in business today. Here are some ground rules for more 
effective use of these electronic annoyances or conveniences, depending on your point of view.  



Most people hate talking to someone using a speaker phone. Use it only to continue the conversation 
while doing something directly related to that call, and then only after you've asked for permission. If this 
is a frequent occurrence, you may want to invest in a headset. Then you won't have to worry when you 
use a speaker phone where other people are in a position to eavesdrop.  

Cellular phones are emergency tools ideal in regions where phones are not found on every street corner. 
Use them to notify someone you're running late or when you're working on a deal that could explode in 
your face without immediate and constant communication. Don't use them as a status symbol or as a cure 
for loneliness while pounding the pavement.  

Car phones are great if you spend more time in your car than in your office. But, don't make an issue of 
the fact. That means no comments about traffic to subtly let the other person know you have one, unless 
you're calling to explain your tardiness. Never call if you're about to enter a tunnel or underpass.  

E-mail is a quick, informal way to send a message as long as you retain the same boundaries of propriety 
you would use if dealing with the person face-to-face. If, for instance, you always address the CEO by 
surname in person, don't switch to the first name when sending e-mail. Also, avoid jokes and those little 
punctuation faces. They are unprofessional and most likely to be misconstrued. If your statement needs 
an explanation in parentheses like [joke] or [ha-ha], rephrase or eliminate it. And, don't send a message 
all in caps; it's the electronic equivalent of shouting.  

Never tie up someone's line or waste their paper by sending an unsolicited FAX unless it is urgent. And 
never, ever, send a resume by FAX unless it was requested. When you send a FAX, always include a cover 
letter stating the total number of pages, the date, who it is to, who it is from and your telephone and fax 
number in case there are problems with the transmission.  

CORRESPONDENCE:  

Another of mom's lessons to remember is to write thank you notes, and by hand. You can never send too 
many of them, and it is a gesture that will be remembered. They need not be long and flowery; short and 
sincere is a very effective style.  

Writing business letters is a skill in which most professional people need some polishing. The casual 
meandering of a personal letter is not appreciated in business. You can waste a person's time with your 
letters as easily as with a phone call. Get rid of those pat phrases at the beginning of a letter like "thank 
you for taking time out of your busy schedule to see me" or "it was a pleasure talking with you on the 
telephone yesterday," that have become trite with overuse. Let the person know you were really listening 
by starting your letter with a specific reference to something the person said or did. For instance, "Your 
comments about the IBM-Apple merger during our meeting this morning were certainly thought-
provoking. I appreciate your frankness."  

Another annoying phrase, "If you have any questions, please feel free to call and I'll be happy to answer 
them," appears at the end of too many letters. A simple, "please call if you have any questions or need 
more additional information," is cleaner and clearer.  

My pet peeve in business correspondence is a particularly American habit of addressing someone by first 
name in the salutation and signing the letter with your full name. The rule is, if you address someone by 
first name, you sign with your first name or you're talking down to that person. If you're worried he or she 
won't know who you are, then you either haven't been specific enough in your letter or you don't know 
the person well enough to use first names. Anyway, your name should be typed in full under your 
signature in a business letter.  

Business stationery is for business use; personal stationery is for personal use. If, because of your 
position you do a lot of community service work, the ideal solution is to have the business stationery 
printed with your name and the company address, but without the company name or logo.  

 



ETIQUETTE IN THE OFFICE:  

As a confirmed night owl, I used to stumble into the kitchen as a child and fall into my chair at the 
breakfast table, only to be reprimanded by my parents and sent out to enter again because I didn't have 
the courtesy to greet them upon entering. This is one lesson executives should have learned from their 
mothers. The number one complaint about bosses by their secretaries is that they are ignored until the 
boss gives them their first assignment. It is rude not to greet people when you first enter an office, 
whether you're the mail person or the CEO. Make it a habit and you will help make the workplace a more 
pleasant environment.  

The way people behave when they are in someone else's office or when others visit their office could have 
benefitted from our mother's training because the behavior is no different that of a host or guest in the 
home. When you call on someone you are the guest in that person's office, and when they call on you, 
you are the host. Simple as that. But, what does this host-guest behavior involve.  

First, a guest is punctual and does not pay surprise visits. Guests also do not make themselves more 
comfortable in someone else's office than the host. And they don't take over someone else's space by 
spreading papers all over the person's desk. And, they don't place a handbag or briefcase on it. Guests 
also do not overstay their welcome. When your scheduled time is up, don't assume the host's schedule is 
so flexible it can accommodate you for another hour. Reschedule if you need more time. Believe me, if the 
host is really interested in what you're selling and has the time to hear more, he or she will let you know.  

The host's responsibility is to greet the guest and to make the visitor feel comfortable. If you're busy, 
have your secretary go out to reception to bring the visitor to your office. Then, get up and come around 
from the desk to shake hands with the person. Indicate where you would like the person to sit. The host 
leads the visitor through the visit. When the meeting is over, the host is responsible for bringing the 
meeting to a close, summarizing what was covered and what action is to be taken. Then the host escorts 
the visitor to the elevator or out of the office. Never leave visitors to find their own way. Not only is it 
rude, it jeopardizes security.  

BUSINESS ENTERTAINING:  

Many business meetings take place outside the office over a meal. But, again confusion exists over two 
matters; first, what meal to use for what purpose and second how to handle the tab gracefully.  

Each business meal has its own reason for being and it is never about food. Each business meal also has 
an acceptable time frame.  

Power breakfasts are ideal for urgent business, to review an event happening that day or to meet with a 
person who doesn't take lunch. Schedule 45 minutes to 1 hour. But, it's advisable to have a good reason 
to get someone up early to meet with you.  

Allow two hours for a power lunch. Lunch is the ideal meal to entertain clients or to establish business 
contacts. Lunches are also the least compromising male/female dining situation. Just make sure you don't 
wait until dessert to bring up your agenda; the time to start discussing business is after the appetizer has 
been served.  

Tea is the new power meal, an ideal time to become better acquainted with someone with whom you want 
to establish a business relationship. It is also a civilized time to discuss matters outside the office without 
breaking up the middle of the day. As people become more concerned about alcohol consumption, it 
becomes an ideal alternative to meeting for cocktails.  

Business dinners should never be the first meal with a client unless that person is from out of town or has 
specifically requested it. Respect the client's personal time. Discussing business at dinner can also be 
tricky if you don't get down to it before the second drink arrives. Dinners are ideal to cement existing 
relationships or as a special treat for the client.  



The rule for paying the tab in business is clear: whoever benefits from the business association pays, 
regardless of gender. So, whether I invite my client or my client invites me, I pay. If there is no clear 
beneficiary, the person who extends the invitation pays. There are several ways to handle the check so it 
never becomes an issue, all of which are covered in my book. Unfortunately, we don't have time to go into 
them all today. But, ideally, try to avoid having the check brought to the table. If you're a woman hosting 
a male client, put the burden of payment onto your company to avoid raising that old social standard that 
has the man paying the tab. The best time to clarify that you are hosting is when you extend the 
invitation by saying, "I'd like you to be my company's guest at lunch on..."  

One time you don't even try to pick up the check is if your client has invited you to a private club. Instead, 
reciprocate at a later date.  

CONCLUSION:  

Whether you're an entrepreneur or independent consultant, whether you're looking for a job or whether 
you're fortunate enough still to be employed by a downsized corporate America, the 90's are competitive 
times. The new reality is that your every action in the business arena of the 90's has become more visible 
and telling without those layers of management to pass the buck on to or the cushion of a large support 
staff to make you look good. Each of you now needs to present yourself with confidence and authority to 
succeed. Outclassing the competition is the name of the game if you want to survive the current economic 
climate.  

There is a major psychological power in our behavioral choices. Because we transmit and receive on both 
a subliminal and on a conscious level, our body language and our behavior play a critical role in 
determining how others respond to us. Actions speak louder than words, and we can create specific 
responses with specific choices. By understanding business etiquette and utilizing this mode of 
communication, we can use it to great advantage in our business and our sales strategies.  

An article by Diana McLellan in The Washingtonian stated that polished social graces can get you where 
you're going faster than a speeding BMW. Executives are expected to assimilate these finer points of 
etiquette along with the subtleties of their business because good manners grease the wheels of society.  

By remembering your mother's admonitions to mind your P's and Q's, by remembering the adjustments 
you have to make in your behavior for the new etiquette of the 90's, and by remembering the underlying 
difference between social and business etiquette, you will improve your P & L. Good manners are good 
business!  

 
 

Don't you just think the world of someone who extends a wet, ice cold hand for you to shake? And, aren't 
you simply overwhelmed by guests who look like they're practicing juggling 101 every time they meet 
someone new? Of course not. Nor is anyone impressed by your social savvy when you behave like a 
bungling amateur at an affair. However, cocktail party panache is easily mastered. By learning a few 
simple rules and by practicing some easy maneuvering, you, too, can handle canapes and cocktails with 
panache and make impressive first impressions.  

Learning the Basics: Panache starts well before you arrive at any function, but not because you've hired 
a limousine. Seasoned party goers understand why they're attending an event. They've done their 
homework about the other attendees, and they've determined their goals in attending. Then they go to 
work on their attitude. Do whatever mental gymnastics it takes to put you in a positive frame of mind. Or 
stay home; there is no alternative if you want to succeed.  

When you walk into a room, walk with purpose: First impressions are made, for the most part, within 
5 seconds of meeting someone. That doesn't get you past the "How do you do's." In fact, words only 
account for 7% of an initial impression. Vocal quality accounts for another 38%. A whopping 55% of any 
first impression is based on non-verbal perceptions of appearance and behavior.  



Keep Your Purpose in Mind: The bar or the hors d'oeuvres table need not be your first port of call. The 
purpose of any business/social function should not be free food or unlimited booze. Social occasions, 
especially those that are business-related, are about people and making connections. Concentrate on 
greeting and meeting people, and on getting into conversations rather than on appeasing your appetite. 
Remember to make eye contact while having a discussion. No one wants to talk with someone who is 
always scanning the room for a more important prospect.  

Keep conversation clean, avoiding any sexual innuendoes. Excessive flirting is not appropriate, especially 
at a business-related affair. Also, steer clear of taboo topics like dieting, health (yours or theirs), the cost 
of anything, malicious gossip (yes, you do know when it's malicious), religion and politics. Most important, 
don't leave someone hanging. Close a conversation before moving on to another person or group.  

Guidelines for Eating and Drinking: Never, ever, drink on an empty stomach; stop on the way to the 
event to grab a snack if necessary. The risks of losing control or being indiscrete are too great. In fact, be 
sure to pace your alcoholic intake throughout the course of the evening so you won't reveal your 
company's secrets to a major rival or tell a client's spouse what you really think of her.  

At the bar or food station, get what you want and move away. Don't hold court directly in front of the bar; 
give others a chance to get something too. But, how can you move away when you have nowhere to put 
the food and drink? Here's where a little practice is required.  

How to juggle hors d'oeuvres and accoutrements: First of all, the right hand should always be kept 
free to shake hands with any man or woman who may be arriving or leaving. Food, drink, napkin - 
everything - goes into the left hand. Then you'll never look like an amateur juggler when the opportunity 
to meet someone new presents itself. While all this may sound like an even more ridiculous juggling act, it 
really isn't.  

Here's how to do it: Take that cocktail napkin and put it between the ring and baby finger of the left 
hand. Then, spread the ring and middle fingers to act as a base for the plate of hors d'oeuvres. Use the 
thumb and index finger to hold the stem or base of the glass and to stabilize the top of the plate at the 
same time. As you need something, reach for it with the right hand, use it, then return it to the 
appropriate finger slot in the left hand before continuing.  

A cold, wet drink should never be held for more than the time it takes to have a quick sip. In fact, a 
chilled drink like white wine should be held by the stem, never the bowl, so you don't heat the drink. Hold 
a highball by the base of the glass rather than wrapping your hand around the drink. Only room 
temperature drinks, like red wine, brandy or a neat scotch that benefit from the added body heat to 
release the bouquet, are held by the bowl of the glass.  

Don't fill your plate to overflowing. People seldom notice you going back for seconds at large cocktail 
functions; they will notice the mountainous heap on your plate. And, claiming it's for the table sounds like 
an excuse, not the truth. A pertinent example comes to mind: while on a three-day promotional cruise 
several years ago, a businessman reached for a cookie on a large silver tray heaped with a generous 
assortment when a woman yelled to him not to touch; the cookies were all hers. The businessman 
remembered her months later when she tried to solicit his firm's business.  

If refreshments are being served by waiters, all the better. It eliminates the necessity for a the plate ... 
provided greed doesn't get the better of you and you try to take more than one hors d'oeuvre at a time. 
Refuse if the foods are messy, dippy or drippy. Murphy's Law will ensure that the drip lands on the most 
difficult or expensive to clean article of clothing you happen to be wearing.  

While food served on toothpicks or cocktail sticks may keep your fingers clean, there is the problem of 
what to do with those sticks. Don't litter, but don't put them back on the serving tray; it is unappetizing to 
others and it's unhygienic. If no containers have been provided for the toothpicks, put them in an ashtray, 
on a dish or on the tray when the waitstaff is collecting empty glasses. If nothing is available, wrap the 
toothpicks in a napkin and dispose of them later.  



How to Handle Difficult Foods: Some foods, although they may not be messy, can still create 
problems. Years ago, fraternities used the olive test on pledges, serving them olives without providing a 
place to put the pits, to ascertain the pledge's social savvy. While that may no longer be a criterion at 
fraternities, in business/social situations it does help to know how to handle difficult foods. Here are some 
guidelines:  

 Olives with pits are held in the fingers and eaten in several bites, then the pit is discarded on the 
side of your plate, in an ashtray or into a napkin.  

 When eating shrimp with the tail still on, hold the shrimp by the tail and dip it into the sauce once. 
Eat it in one bite if it is not too large. Otherwise, eat it in two. Then discard the tail as you would 
olive pits or toothpicks.  

 Crudites are dipped into the accompanying sauce only once. Never, ever dip something from which 
you've already taken a bite back into the sauce. Hold your cocktail napkin beneath the vegetable to 
catch any drops of sauce that may fall.  

 Bite carefully into cherry tomatoes or puff pastry to avoid spraying yourself and everyone within 
arms length.  

 Always exercise caution to avoid burning yourself when biting into hot hors d'oeuvres. Test the 
temperature unobtrusively with the tip of your tongue, and remember that the inside is usually 
quite a bit hotter.  

 When an hors d'oeuvre tastes unpleasant, don't just spit it out. Turn your back to the others before 
transferring it from your mouth to the cocktail napkin. Find a wastebasket to dispose of it 
immediately yourself.  

 
 

Every action done in company ought to be with some sign of respect, to those that are present." -- George 
Washington  

Every day we encounter people in a variety of business and social situations. The way we meet and greet 
them creates lasting impressions and paves the way for a productive encounter. Introductions project 
information. Besides the obvious elements of name, title, and affiliation, an introduction conveys a level of 
respect and reflects how the person making the introduction views the other person's status. Mastering 
the art of the introduction will help put you and the people you are introducing at ease. Learning the 
basics - and they are not very difficult - is the first step.  

The most important point about introductions is to make them. Failing to do so causes embarrassment 
and discomfort. If given a choice, most people would prefer you to make the introduction incorrectly, even 
if you forgot their name, rather than stand there unacknowledged and disregarded.  

A second important point in any introduction is the order of names. The name of the person being 
introduced is mentioned last, and the person to whom the introduction is made is mentioned first. The 
rules for who is introduced to whom depends on whether it's a business or a social introduction.  

Business Introductions: In business, introductions are based on power and hierarchy. Simply, persons of 
lesser authority are introduced to persons of greater authority. Gender plays no role in business etiquette; 
nor does it affect the order of introductions.  

For example, you would say, "Mr./Ms. Greater Authority, I would like to introduce Mr./Ms. Lesser 
Authority." However, the person holding the highest rank may not be Mr./Ms. Greater Authority. A client, 
for instance, always takes precedence over anyone in your organization, as does an elected official. Here 
are examples of pecking order:  

 



1. Introduce a non-official person to an elected official.  
Note: Whenever introducing anyone from the press, include that in your introduction to warn the person, 
especially a public official, that the conversation may be on record.  

Example: Senator Watson, allow me to introduce Dan Jennings of the San Francisco Examiner. 

2. Introduce someone from your firm to a client or customer.  

Example: Mr. Dawson, this is Ms. Saunders, our Chief Financial Officer. Mr. Dawson is our client 
from Atlanta. 

3. Introduce a junior executive to a senior executive.  

Example: Mr. Senior Executive, I'd like to introduce Mr. Junior Executive. 

4. Introduce a junior military officer to a senior officer.  

Example: General Schwarzkopf, may I introduce Lieutenant Jones? 

Social Introductions: According to rules of international diplomatic protocol, people are presented to 
royalty, chiefs of state, ministers in charge of legations, ambassadors and dignitaries of the church 
regardless of age or gender. The woman's or the man's name would be mentioned last and the 
distinguished person is mentioned first. For example, "Cardinal O'Connor, may I present Mrs. Doyle?"  

But, these are the exceptions to the rule. Social etiquette is based on chivalry, so both formal and 
informal introductions are made according to age, then gender, and then social status. The man would be 
introduced to the woman in a social situation unless the man is obviously a great deal older, in which case 
one would defer to age over gender. For example, if both persons are of the same generation, you would 
say, "Mrs. Jameson, I'd like to introduce Mr. Horton." But, if the woman is considerably younger, you 
would say, " Mr. Horton, this is my daughter Hilary."  

As you make the introduction, include a brief but meaningful piece of information about each of the people 
to explain their uniqueness or importance. "Sally is the PR consultant who helped me get all that coverage 
in the national press. Bob is the photographer whose work you admired in my office, Sally." Never qualify 
a description by saying "my best client" or "my dearest friend" because the automatic implication is that 
the other person holds a lower position in your personal hierarchy. When in doubt, be less personal rather 
than more personal.  

The Nuances: As you say each of the individuals' names, look at him or her. In this way, you focus 
attention on them and make them feel important while appearing to be in control. Once a conversation 
has begun and everyone seems at ease, you may excuse yourself.  

When introducing relatives to other people, always clarify their relationship to you; it avoids any possible 
faux pas that could result from inadvertent comments. Never refer to your own spouse as Mr. or Mrs. in a 
social introduction. Simply saying "Matt, my husband," or "Kitty, my wife" is sufficient. However, if the 
woman has kept her maiden name, she should include the husband's surname with some emphasis on it. 
This avoids the awkwardness caused when a husband is referred to by the wife's professional name. When 
a couple is living together but not married, introduce both by their first and last names, but do not 
comment on their living arrangements. It is the couple's option, not yours, to divulge that information 
should it be necessary.  

When introducing peers to one another, mention both the first and last names. It doesn't matter who is 
introduced to whom. Including a tidbit of information that might start the conversational ball rolling is 
always a good idea. Even if everyone in a group is on a first name basis, introduce people by both first 
and last names. But, if you only know one person's first name, be consistent in your introductions and use 
their surnames, "Ms. White, Mr. Clark".  



Introductions at Functions: At social events, it's not necessary to introduce a newcomer to everyone in the 
room. Introduce that person to the closest group by saying the newcomer's name first and then giving the 
names of the others. Ask the members of the group to introduce themselves if you can't remember 
everyone's name. Make sure from time to time, though, that the person is circulating.  

At any function, the host should meet all the guests to make them feel as if their presence matters. At 
many business functions, guests may not know the host. It's a good idea to appoint several 
representatives of the corporation to stand by the door to act as greeters when guests arrive. The 
greeters introduce themselves and escort the guests to the host, make the introductions and then escort 
the guests to the bar or introduce them to several other guests while the host remains free to greet new 
guests.  

For functions with more than fifty guests, a receiving line within the party area is preferable to insure that 
everyone meets the host. The receiving line remains in formation until all guests have arrived. To relieve 
the pressure on one host at a large social function, list several corporate officers as hosts on the invitation 
and have them relieve one another. All the hosts need not stand in line at once. A short receiving line 
moves more quickly and easily, and guests are not bogged down in a long, tedious line.  

Introducing Yourself: If no-one introduces you, step in and introduce yourself. Someone may be too 
embarrassed to admit forgetting a name or may be distracted by other matters. Feeling slighted because 
you were not introduced only puts you at a disadvantage. Introduce yourself by extending your hand, 
smiling and saying something like, "I'm Matt Jones, David's partner." Avoid making any comment such as 
"Helen works for me" that might be misconstrued as arrogance or superiority. Instead, say, "Helen and I 
work in the same office."  

As a guest, it's your duty to circulate and introduce yourself at any function, large or small, especially if 
the host or hostess is busy. The fact that you are both there is sufficient justification to introduce yourself 
to anyone at the gathering. By only sticking to those people you already know, you'll never expand your 
horizons or make new acquaintances.  

Always use both names when introducing yourself to convey the message that you take yourself seriously 
as an adult and expect the same treatment from others. And, since you don't know how comfortable the 
other person feels with formality or lack of it, you give that person the chance to set the tone most 
comfortable to them.  

Be clear and concise in your introduction; the fastest way to alienate a new acquaintance is to ramble on 
about your life history or, worse, your problems or illnesses. If you expect people to respond favorably to 
your introduction, leave your problems on the doorstep and make sure your tone is engaging. Then, 
construct an introduction that is interesting and catchy, yet still professional. Think of it as a one or two 
sound bite commercial. A sound bite, the length of time available in television to engage viewers' attention 
before they tune out, has decreased to 7 seconds currently because we are all so overexposed to visual 
and oral stimuli.  

Try to gauge information that will be of interest to the others. At business functions, it would be 
appropriate to mention where you work. However, just saying "I'm in public relations at IBM" is not likely 
to stir a great deal of interest or conversation whereas "I try to lure investment in IBM by working on the 
company's annual reports," might be more interesting. Just don't focus too much attention on yourself 
with grandiose pronouncements.  

Don't expect someone else to be forthcoming with their job information at functions that are not strictly 
business because many people feel that they are not defined by employment. At an organized event, such 
as an environmental fund raiser, you can mention your connection to the organization. Or, if you have a 
mutual interest, mention that as long as you phrase it to keep the focus is on the other person. For 
example, "Gina tells me that you are a member of the Global Business Association. I'm also involved in 
international trade so I'd be interested in learning how the association has benefitted you."  



At any business meal, always introduce yourself to the people sitting next to you to open the way for 
conversation. Not introducing yourself can cost you a valuable business lead because few people want to 
deal with someone who comes across as aloof or unsavvy.  

Responding to Introductions: The way you respond to someone else's introduction is just as important as 
making the introduction. In response to informal introductions, simply say "hello". Add a phrase like, "I've 
heard so much about you, Barry," only if it is true and if it is complimentary. Beware of phrases like, 
"Pleased to meet you" because that may not be true after only a few minutes of conversation.  

"How do you do?" followed by the person's name is the customary response to a formal introduction. 
Refrain from the use of first names until the person to whom you've been introduced has indicated that 
the familiarity is preferred.  

Rising to the Occasion: Always stand for introductions. Everyone should rise to greet newcomers at both 
business and social functions. The old rule that a woman remains seated when new people enter a room 
and are introduced is obsolete. At a very large function, only those nearest the newcomer would rise and 
say hello. If you are wedged into a tight position in a restaurant, there may not always be sufficient room 
to stand properly, but at least make the attempt so that by remaining seated you will not be perceived as 
aloof. In an office, always rise and come around from behind the desk to greet visitors.  

Remembering Names: If you forget someone's name when making an introduction, try putting the other 
people at ease rather than concentrating on your own embarrassment. Remain calm; if you fall apart, the 
person whose name you forgot may feel obliged to put you at ease, compounding your faux pas. Be 
straightforward yet tactful in admitting your memory lapse. By saying, "I've forgotten your name," you 
imply the person wasn't worth remembering. "I've just drawn a blank," or "my memory seems to be 
malfunctioning" connotes a more temporary condition that doesn't have the same insulting implications. If 
you can't remember someone's name, but you remember an interesting point about them, cite it. You 
might say, "I clearly remember our conversation about Thai food, but your name seems to have 
temporarily slipped my mind. Please help me out."  

Then, whatever happens, get off the subject of the memory lapse and onto something more interesting to 
everyone. Profuse apologies only make everyone uncomfortable. The sooner you forget about it, the 
sooner everyone else will...and the happier everyone will be.  

When you're introduced to someone, say the person's name, then repeat it several times during the 
conversation. Not only do you project a genuine interest in someone by repeating their name, but the 
repetition is more likely to imprint the name on your memory. When someone seems to have forgotten 
your name, just jump in, hand outstretched, a smile on your face, and offer your name.  

Introducing a Guest Speaker: Prior to the event, have the speaker supply background information and ask 
how he or she prefers to be introduced. Keep the introduction short but enthusiastic, giving the speaker's 
name, credibility on the subject and the title of the presentation. Then ask the audience to join you in 
welcoming the speaker and begin the applause. Don't alienate the audience by informing them that they'll 
learn something. And, don't undermine the speaker by talking so much about the topic yourself that you 
give part of the presentation.  

Now that you have a better understanding of meeting and greeting people, heed Lord Beaverbrook's 
admonition, "Be fearless and each day you must meet someone new."  

 

 

 
 


