The Rules of Engagement



BUSINESS MEALS





Seating Gentlemen


When a host and a male client are shown to a table, the male client is seated first.


Seating Ladies


When a hostess and a male client are shown to a table, it is still appropriate for the male client to be seated first.  However, if the client looks uncomfortable, the hostess should be seated.  This is because a hostess’s first obligation is to ensure her client feels comfortable. As an alternative, a hostess may say to the client, “Please, today you’re a guest of XYZ.”


Napkins


As soon as you are seated, quietly and discretely place your napkin in your lap.


Bread & Butter Plates


Bread and butter plates cause confusion, especially when large groups are closely seated at round tables.  Your bread and butter plate is located near the top and to the left of your place setting.


Beverages


Your beverages, water and wine(s), will be placed near the top and to the right of your place setting.


Silverware


When your place setting incorporates multiple knives, forks and spoons, work from the outside towards the inside.  For most courses, you will use a knife and fork.  As you complete each course, leave both utensils on your plate.











PRESENTATION





Appearance Matters


One study suggests that others develop their first impression of you in less than 30 seconds.  Part of that impression will be based on your verbal introduction.  The remainder will be based on your appearance.


Dressing for Others


The primary rule of etiquette imposes upon each of us the obligation to help others feel comfortable.  Recognize that individual clients and business associates may feel more or less comfortable with very conservative or very casual dress.  Keep others in mind when dressing for the office.


Gentlemen


In general, the first item others will notice about your appearance is your hair – not whether or not you have it – but the care you take to keep your hair neatly trimmed.  Next, people will notice your shoes.  Take care that they are shined and that the heels are not worn.


Ladies


With regards to hairstyle, make-up and dress, work carefully to ensure that your personal appearance communicates authority and credibility.


Beware of Casual Dress


One of the worst ways to become memorable is to dress too casually for meetings with important clients, including internal and external clients.





Consommé Bowls


A consommé bowl is slightly smaller than a soup bowl and has “handles” on two sides.  (Picture a coffee cup with a second handle.)  When consommé is presented in such a bowl, it is perfectly appropriate to drink from the bowl, lifting it with both handles.


European Style vs American Style


At the table, Americans typically employ a “zig zag” style:  When cutting a food into bite-size pieces, the fork is held in the left hand and the knife in the right hand.  A few bites of food are cut at any one time.  Before eating, the knife is placed on the plate, and the fork is moved into the right hand.  In continental Europe, diners more frequently employ a style in which the fork remains in the left hand at all times.


Silent Signals


Should you wish to communicate to wait staff that they may remove your plate, place your knife and fork next to each other, prongs up, in a position between two and four o’clock.


Napkins, Part 2


If during the course of a meal, you need to excuse yourself from the table, fold your napkin and place it in your chair.  At the end of the meal, as you prepare to leave the table, fold your napkin and place it on the left side of your place setting.
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“Good manners will open doors that the best education cannot.”  Clarence Thomas











