The Rules of Engagement

Timed Agenda

	12:00 – 12:05
	Welcome & Introduction

	
	

	12:05 – 12:10
	Proof of the Need

Importance social interactions as a means of lawyers establishing and building relationships with other lawyers and clients

	
	

	12:10 – 1:20
	Managing Business Lunches and Dinners

Seating 

Napkin placement and usage throughout the meal

Challenges related to specific courses

Strange pieces of silverware

            Managing inedibles

           Appropriate conversations with clients and other lawyers

	
	

	1:20 – 2:00
	Making the Most of Networking Events

Introduction of self

Introduction of others

Arriving at events

Using the “buddy system” to multiply contacts

Meeting “Approachables”

Appropriate name tag placement

Remembering names

Breaking and entering into conversations

Exiting conversation

Business card etiquette

Thank you notes 

	
	

	2:00 – 2:05
	Electronic Communications 

Avoid writing anything in e-mail that should not apper in the newspaper

Check for the possibility of misinterpretation

Respects other’s bandwidth

Before sending an e-mail, review the list of recipients to ensure all are intended recipients

Special concerns with cell phones and BlackBerrys 

	
	

	2:05
	Conclusion & Summary


