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“Business Etiquette: Polishing your Professional Presence
Are your manners driving people crazy?

Who Cares about Good Manners?

Taking a time out to think about your style, and why it matters.

Attending Events & Receptions

Presenting yourself, from common sense to scents.

From Invitation to Thank-You

Let’s talk a little about the RSVP!  
Conversation. What it’s all about.

Are you a good conversationalist?

Got BOB? Better Office Behavior
Are you driving your workmates CRAZY? Would they tell you?
Testing your Etiquette Awareness – TRUE or FALSE?
1. When you are being honored with a toast, it is okay to drink.

2. A manager is presented TO a Vice President.
3. Coughing into your sleeve is acceptable in business.

4. Leaving the table for a moment? Put your napkin on your chair.

5. Give out your business card as soon as you meet someone.

6. When you are the guest at a meal, buy a bottle of wine to reciprocate.

7. It is not necessary to tell people when they are on speaker phone.
8. Spitting food into your napkin is perfectly acceptable.

9. Cut flowers are the best host/hostess gift.

10. When a hostess tells you to “go ahead and eat,” DO IT!

11. Especially in business, offering bites of your food is appreciated.
12. When inviting someone as your guest for lunch, you choose the restaurant.
13. Clothing that displays your midsection (or other skin!) is a good idea at work.
ANSWERS:

1. False – The “honoree” should not drink, but rather should simply hold his/her glass.

2. True – Speak the name of the VP first, “Mr. David Smith (VP), may I introduce Ms. Susan Brown (General Manager)

3. False – Adults should carry linen handkerchiefs for these emergencies!

4. True – When leaving the table for a moment, leave your napkin on your chair; when the entire table leaves when dinner is over, place your napkin to the left of your plate.

5. False – Proper protocol calls for a conversation before business card exchange.

6. False – One should not reciprocate for a gift during the gift! Please do not order items when you are the guest; after all, the host is in charge.

7. False – Always ask permission BEFORE you put people on speakerphone.

8. False – Please do not spit food into your napkin; if you have an emergency (rock/bone in food), either use your fork to put it back on your plate, or delicately remove it from your mouth with your fingers. This is why it is good to take very SMALL bites of food!

9. False – While beautiful, cut flowers are not appreciated as the host/hostess must take the time to arrange the flowers; an arrangement is best.

10. True – The host/hostess appreciates it when you follow this direction.

11. False – Sharing food is not always appreciated, especially in a business setting. If your client suggests sharing, order separate plates and, if possible, have the food separated before it is brought to the table.

12. True – When you are the host/hostess, you choose the restaurant.

13. False – Sorry! Any clothing that distracts from the business at hand is inappropriate in business, especially clothing that exhibits too much skin!

Ask Stephanie about her new, affordable programs for small staff meetings and individual etiquette coaching!
Make your next small staff meeting a big deal!

Call her directly at 360-275-7370, or visit www.topdogetiquette.com 

Thank you!

