The Rules of Engagement



AT WORK





Meetings


Arrive at meetings on time fully prepared to participate.  Review the agenda beforehand.  Contribute relevant ideas and avoid interrupting others.  Immediately after the meeting, return to your office and notate any “action items” that you may have received.


Elevator Rides


Everyone at the front of a crowded elevator should step off each time the elevator stops, even if riders have not reached their destination floor.  Unless you know each person on a specific elevator ride, avoid discussing business-related issues. 


Email


Do not write anything in a business email that you would not feel comfortable writing on office or firm letterhead.  Keep emails short and limited to one subject matter.  Be very cautious in your selection of words, as your recipient will not have the benefit of your facial expressions or tone of voice.


Telephones & Cell Phones


Be aware of the volume of your voice.  If you are placing a call, confirm with the recipient that it is a convenient time for them to speak.  If not, schedule a future call.  Keep calls short and on point.  Return calls within 24 hours.  When leaving a message, keep it short and succinct.


Office Gossip


Avoid participating in office gossip.  “We don’t know that’s true.”














person, stop and carefully listen to their name and descriptor.  You will better remember a name if you begin to use it right away or if you associate it with some thing or some person you know well.


Breaking & Entering


Should you wish to enter a conversation that is taking place among a group of people, approach the group, listen to what is being said, and make eye contact with other participants.  After another member of the group asks a question, feel free to introduce yourself and ask a follow-up question.


Exiting Conversations


When you are ready to leave one conversation and move onto another, let other participants know how pleased you were to have met them and then move on.  This is the appropriate time to exchange business cards.


Thank You Notes.


Sending a thank you note is among the easiest ways to become memorable.  A thank you note requires three sentences:


Describe the event. (Thank you for inviting me to the reception.)


Describe something about the event that made it memorable (I cannot begin to tell you how much I enjoyed the numerous conversations I had with . . . .)


3.	Describe your follow-up  (I hope we can get together for lunch soon.  I’ll call you next week.)





RECEPTIONS





Introducing Yourself


Provide your name and a descriptor.  View your descriptor as a 30-second commercial.  Introduce yourself in a way that helps you become memorable.


Introducing Others


Ask yourself, “Who is the most important person in this business setting?”  Then present the less important to the more important person.


Arriving at the Event


Arrive on time.  Once you have thanked the host or hostess for the invitation, go to the bar, get a beverage, wrap the beverage in a napkin, and carry it in your left hand.


The Buddy System


Whenever possible, attend receptions with another person.  The two of you can “divide and conquer,” and by doing so double the number of contacts you make.  Pre-arrange a rescue signal.


Approachables


If you attend an event alone, and if you don’t immediately recognize any of the other guests, introduce yourself to an “approachable,” a person standing by themselves typically around the edges of the room.  Never forget that these can be important and valuable contacts.


Nametags


For those who remember names only if they see them, wear your nametag on your right lapel.


Remembering Names


LISTENING is the real key to remembering names.  When meeting another
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