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Concluding Remarks 


In writing these pamphlets, I have had to leave out all sorts of interesting facts 
in order to make my treatise on etiquette practical and useful in a modern time.  In 
this index and appendix, I hope to make that information readily accessible while 
also sharing some of the things I find most interesting in the field of etiquette. 


The first subject covered in this pictorial appendix is silverware, wine, and 
glassware.  In Hosting and Fine Dining I discussed the place setting of a formal but 
not a traditional dinner.  The first appendix image shows some of the more obscure 
silverware I have encountered.  It is fascinating to me how each piece of silverware 
has its own form, influencing both its name and purpose.  The asparagus tongs are 
for grabbing asparagus and the pickle fork is for eating pickles.  Each piece has its 
own purpose.  One can imagine that the multitude of specialized silverware was at 
some point in time a symbol of wealth and rank.  Who but the very wealthy could 
afford silver solely for the purpose of eating pickles! 


The next picture shows the shapes of various bottles of wine.  The study of 
wine is one of the last strongholds of traditional etiquette.  There is something tradi-
tional and refined about wine.  The experience of selecting the wine, opening the 
bottle, pouring a perfect glass is all a pivotal part of wine.  The importance of the 
experience requires some basic understanding of the bottles and glasses used to 
drink wine. 


Wine glasses as well as other types of glassware are another interesting field of 
study.  Some glasses are made to hold carbonation; others are made to keep the liq-
uid smooth.  Cocktail glasses are made to hold large volumes and foster the spirit of 
the drink.  Wine glasses are made to encourage the aroma of the wine and ensure an 
optimal drinking experience.  Shot glasses hold a certain amount of liquid so as to 
prevent over-indulgence. Each glass has its own form and function. 


In these pamphlets, I have tried to stress the importance of living with respect 
both for you and for others.  Etiquette, at its core, is merely a mental exercise to get 
you to think about how your behavior affects those around you.  Respect and com-
passion are the guiding principles of impeccable manners.  However, the field of eti-
quette has a wealth of history and tradition.  In this appendix, I want to give a 
glimpse of some of the more traditional aspects of etiquette.  One such topic is seat-
ing arrangements.  At a traditional dinner table, one never sat beside one’s husband 
or wife.  Instead, you were arranged to foster conversation with new people to your 
right and to your left. 


The final parts of the appendix are focused on clothing terms.  Some of the 
things I have mentioned in my pamphlets, particularly Style and Dressing for the Oc-
casion, use terminology that some people do not know.  I have provided pictures to 
describe some of the clothing terms used in the pamphlet. 
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Hosting and Fine Dining 


More Unusual Silverware 
Asparagus Tongs 


Sugar Tongs 


Ice Tongs 


Lemon or Pickle Fork 


Cold Meat serving Fork 


Vegetable spoon 


Relish Spoon 


Cheese serving knife 


All Caps 12 Business 
Almond Toe 10 Style 
Appearance 7 Business 
Asparagus Tongs 8 Index 
Athletic Wear 10 Style 
Attending Meetings  16 Business 
Bar Glassware 12 Index 
Bills 12 Hosting 


Black Tie 13 Style 
Blackberry 14 Business 
Blouses 10,11 Style 
Body Language 10 Business 
Body Types 8 Style 
Brandy Snifter 13 Index 
Bread 14 Hosting 
Bright Colors 7 Style 


A—BRI 
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Wine Bottles 
Bordeaux 


Alsace and Mosel 


Champagne 


Burgundy 


Fortified Wines 


The most common 
shape used for red 
wines around the 
world. 


The very thick glass 
and a large indenta-
tion on the bottom 
allows it to withstand 
the pressure of car-
bonated champagne. 


Typically used for 
Rhone wines and Pinot 
Noir. 


Port, Madeira and 
Sherry as well as wines 
that need to age use 
this type of bottle. 


This tall bottle is typi-
cally used for white 
wines from sweet Ries-
lings, Gewurztraminers 
and Pinot Gris to the 
more dry white wines. 


Broad Shoulders 9 Style 
Business Attire 9 Business 
Business Casual 13 Style 
Business Formal 13 Style 
Cards 11 Business 
Cargo Pants 7,10 Style 
Casual 13 Style 
Champaign 13 Index 
Champaign Flute 13 Index 
Champaign Saucer 13 Index 
Charger 13 Hosting 
Cheese Serving Knife 8 Index 
Clothing 9 Business 
Coat 10 Style 


Cocktail Glass 11 Index 
Cocktails 11 Index 
Cold Meat Serving  8 Index 
 Fork 
Collar 17 Index 
Collins Glass 12 Index 
Color 7,8 Style 
Conference Room 15 Business 
Cool Tones 8 Style 
Crumb Scraper 14 Hosting 
Cuff 17 Index 
Dessert 15 Hosting 
Dinner Parties 12,14 Hosting 
Dishes 13 Hosting 


BRO-DIS 
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Wine Glasses 


Double-Breasted 10 Style 
Double-Breasted 17 Index 
Dress Pants 10,11 Style 
Drycleaners 12 Style 
Duster (Crumb  14 Hosting 
 Scraper) 
E-mail 12 Business 
E-mail Client 12 Business 
E-mail Signature 12,13 Business 
Entertainment 11 Hosting 
Envelope 11 Business 


Fine Dining 12 Hosting 
Flowers 10 Hosting 
Fonts 12 Business 
Food 9,10 Hosting 
Formal 13 Style 
Formatting 12 Business 
Forwarding 11 Business 
French Cuff 17 Index 
Gelato Glass 11 Index 
Gifts (Hostess) 10 Hosting 
Glasses 14 Hosting 


DOU- GLA 
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Specialty Cocktail Glasses 


Guest Lists 9 Hosting 
Handbags 11 Style 
High Ball 12 Index 
Hold 11 Business 
Host 14,15 Index 
Host/Hostess 10,14 Hosting 
Hostess 14,15 Index 
Hosting 9 Hosting 
Hurricane Glass 11 Index 
Ice Tongs 8 Index 
Interview 9,10 Business 
Introductions 9 Hosting 
Iron 11 Style 
Jackets 9,10,12 Style 


Jeans 10 Style 
Jeans 16 Index 
Khaki Pants 7,10 Style 
Lady of Honor 14,15 Index 
Laundry 11,12 Style 
Lemon Fork 8 Index 
Magazines 7 Business 
Man of Honor 14,15 Index 
Margarita Glass 11 Index 
Martini Glass 11 Index 
Meeting Invites 15 Business 
Meeting Styles 15 Business 
Meetings 15 Business 
Menu 9 Hosting 


GUE - MEN 
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1.5 oz 
Whiskey 


Glass 


10 oz C
ollins 


9 oz High Ball 


1.5 oz Shot 
Glass 


1.5 oz 
Tequila 


Shot 


5.5 oz Old 
Fashioned 


9 oz Old 
Fashioned 


5.5 oz On 
The Rocks 


9 oz On 
The Rocks 


Bar Glassware 


Mobile E-mail 13,14 Business 
Narrow Shoulders 9 Style 
Notched Collar 17 Index 
Office Parties 16 Business 
Office Romance 16 Business 
Old Fashioned 12 Index 
On The Rocks 12 Index 
Paisley 9 Style 
PDAs 13 Business 
Pear Shaped 10 Style 
Personal 7 Business 


Petite 9 Style 
Phone Messages 12 Business 
Pickle Fork 8 Index 
Pilsner Glass 13 Index 
Pink 7,8 Style 
Pinstripe 9 Style 
Plaid 9 Style 
Plates 13 Hosting 
Portfolio 9 Business 
Pot-Luck 10 Hosting 
Questions 10 Business 


MOB—QUE 
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Miscellaneous Glassware 


Relish Spoon 8 Index 
Restaurant 12 Hosting 
Resume 9 Business 
Round Table Seating 15 Index 
Salad 14 Hosting 
Scarves 11 Style 
Seating Arrangement 14 Index 
Serving 14 Index 
Shoe Polish 12 Style 
Shoes 10,12 Style 
Shopping 10 Style 
Short 9 Style 
Shot Glasses 12 Index 
Silverware 13 Hosting 


Silverware 8 Index 
Skirt 11 Style 
Social Events 17 Business 
Social Networking 14 Business 
Starch 11 Style 
Stripes 9 Style 
Subject Line 13 Business 
Sugar Tongs 8 Index 
Sweaters 10,12 Style 
Sweaters 16 Index 
Table Manners 7 Hosting 
Table Setting 12-14 Hosting 
Tailor 7,9,10 Style 
Tall 10 Style 


REL—TAL 
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One can see in the chart below that the wait staff always serves over the 
right shoulder of the patron.  The woman of honor, seated to the right of 
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Telephone 11 Business 
Thank You Note 10 Hosting 
Thank You Note 10,17 Business 
Thank Yous 17 Business 
T-shirts 10 Style 
Vegetable Spoon 8 Index 
VOIP 11 Business 


Waiters 12,14 Hosting 
Wardrobe 10 Style 
Warm Tones 8 Style 
Website 14 Business 
White Tie 13 Style 
Wine 10,14 Hosting 
Wine 9,10 Index 


TEL—WAR 


the host, is 
served 
first.  The 
woman to 
the right of 
the man to 
the right of 
the hostess 
is seated 
second but 
by a dif-
ferent 
waiter in a 
table this 
large.  The 
table may 
begin eat-
ing when 
the hostess 
has been 
served.  
The host 
may not 
yet be 
served but 
it is his job 
to catch 
up.   
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Host Hostess 


Lady of 


Honor 


Man of 


Honor 


Round Table Seating Chart 


Wine Bottles 9 Index 
Wine Glasses 10 Index 
Wrinkles 11 Style 


WEB—WRI 


A tradi-
tional seat-
ing ar-
rangement 
does not 
have cou-
ples sitting 
next to each 
other.  In-
stead, the 
couples sit 
across from 
each other 
so that they 
may social-
ize with 
new people 
at the table.  
Each man 
is the escort 
of the 
woman 
seated on 
his right.  
These es-
corts are 


assigned in advance and escort cards or a seating chart was given to the men 
before the dinner.   
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Style and Dressing for the Occasion 
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Introduction 
Over the course of our lives, we will encounter a variety of social interactions.  


Some of these will be quite informal and spontaneous: Cocktails after work with 
your friends, poker night with the boys, pizza and a movie with your boy/girlfriend.  
Hosting these types of events is easy.  We are able to relax and have fun with our 
friends without worrying if we are using the right fork or have enough food for eve-
ryone.  Once life takes you out of the dorm-room and into the business world, 
though, you will be called upon to have social interactions in a decidedly less com-
fortable manner.  This book will focus on helping you to be prepared for these more 
formal affairs.  Whether you are hosting 
a so called “informal get-together” for 
your co-workers and their spouses or 
headed to the nearest fancy restaurant to 
wine and dine some clients, an overview 
of what to expect and what is expected 
will ensure that everything goes 
smoothly. 


In this book, I focus mostly on 
business or professional interactions.  
The same ideas hold true for other for-
mal interactions: meeting the in-laws, 
visiting your rich uncle’s house, or at-
tending your neighbor’s house warming. 


A good introduction to any treatise 
on hosting and fine dining is a quick and 
dirty overview of table manners.  Being 
from a rather conservative southern 
family, I have been trained in the art of 
good manners from a young age.  I was 
always told to “Be on your Best Behav-
ior; Say Please and Thank you, Yes Sir, 
Yes Ma’am.” At the table I was taught to sit up straight and not to wiggle my feet.  
“Elbows off the table and chew with your mouth closed.”  Don’t slurp your soup. 
“Don’t let your straw make a racket or I’ll take it away!”  Having grown up with 
these rules cursing through my head every time I sit down to a meal, I have always 
assumed that everyone would know “the rules” but in our day of ever increasing ca-
sualness, it is always good to refresh ourselves on basic table manners.  No one likes 
to hear gum smacking in their ear or see food in the mouth of the person across 
from them at the table.  Before anyone is ready for hosting and fine dining, they 
must first be able to follow “the rules” of good table manners.  These rules are vital 


The Rules: 
 Sit Up Strait 


 Don’t Talk with your Mouth Full 


 Say Please and Thank You 


 Say Yes Sir, Yes Ma’am 


 Elbows Off the Table 


 No Shoes on the Table 


 Don’t Feed the Dog Table Scraps 


 Don’t Talk on Your Phone or Read 


 Don’t Slurp or Make Unnecessary Noise 
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to making a good impression on those you meet in both a professional and personal 
setting.   
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Every book on etiquette and charm has touted one act as being the most impor-
tant in entertaining.  Smile.  Whether things are going smoothly or there is red wine 
on your new sofa, smile.  Nothing makes a guest feel more assured and at home than 
a warm and gracious host. 


Well before your party, you should 
determine the guest list.  A good group 
of people will ensure that there is no 
awkwardness at the function.  Try ho-
mogeneous groups as well as diverse 
ones.  Inviting your war veteran Uncle 
Joe and your 3 biggest history buff 
friends can make for just as lively an 
evening as a potluck with a half-dozen 
other young adults.   


If you do invite a mix of people who 
don’t all know each other, be sure to 
introduce people around.  There is a 
subtle art to introductions that takes 
time and practice to master.  See below 
for a few tricks to giving good introduc-
tions.  It is good practice to plan on din-
ner being served about fifteen min after 
the stated start time of the party.  This 
lee-time varies from place to place and 
from people to people.  If you have hors 
d’œuvres and cocktails planned, a longer 
wait time is better.  If a guest is late, give 
him a call at ten min late to see where he or she is.  Don’t wait for late guests but 
rather set some of the food aside so that they may catch up when they arrive. 


The food you prepare when hosting an event can range from pizza to a 4 course 
meal.  If your guests have similar taste in food, choosing the menu isn’t really a 
problem.  If, however, you are entertaining a variety of guests, special considerations 
should go into selecting the menu.  The most important thing to balance are dishes 
with and without flavor.  If you are serving a spicy pasta dish, make sure there is a 
filling salad and a plainer meat to appease those with less adventurous tastes.  Balanc-


Hosting 


The Guests 


Introductions: 
 Do not repeat yourself.  i.e. “Sue, Joe. 


Joe, Sue” 
“To say each name once is quite enough. 
Repetitions are always annoying.” -Emily 
Post 
 
 A few words of explanations can help 


ease people into a conversation 
“Mrs. Worldly, let me present Mr. Green.  
He has just returned from Egypt for the 
summer.” 
 
 If a guest has called and asked to bring 


someone with them, it is always a nice 
gesture to introduce yourself to the 
newcomer.  Let them know that you 
know who they are.  This makes every-
one feel at ease. 


“I’m very glad to see you Suzi.  Your sister 
mentioned you would be in town.  I’m glad 
we had a chance to meet!” 


Dinner Is Served 
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ing flavorful and more exotic foods with simpler ones not only ensures variety but 
also makes certain that no one goes hungry.  Always ask for food allergies and spe-
cial dietary needs for your guests, especially children. 


One thing that has always been hard for me when planning an event such as this 
is the quantity of food to prepare.  The biggest mistake that I tend to make is to take 
what I would eat and multiply it by the number of guests coming.  Emily Post said it 
best.  “Many women order trimmings rather than food; Men usually like food.”  Be-
lieve it or not, not all people are as light of appetite as I am.  A good rule of thumb is 
to err on the side of too much.   


An alternative to doing your own food preparation is to have a pot-luck style 
event.  Common especially in the south, the potluck is a chance for everyone to 


bring something that they like to share 
with the party.  This is an excellent op-
tion especially if you have picky eaters 
or children.  There is sure to be some-
thing for everyone as everyone made 
something.  In order to ensure that you 
don’t have 15 salads and the rest des-
serts, it is important that you let people 
know what type of food you would like 
them to bring.  Those that don’t cook 
can help out by bringing the wine or 
even the plates and utensils.  Be sure to 
have plenty of serving utensils on hand 
as many people will forget to bring their 
own. 


 It is customary to bring what has 
traditionally been called a hostess gift 
when dining at someone’s house.  This 
gift is generally unnecessary at very in-
formal or potluck events but is always a 


nice gesture.  Bringing flowers or, even better, sending them ahead of time is a 
thoughtful gift as is a bottle of wine.  The host has the option of using the wine that 
night or saving it for a later occasion.  It is at times faux-pas to bring a dessert or 
other edible as a hostess gift.  The host may not wish to use it that night but feels 
obligated to put it out.  It is best to stay with more traditional gifts.  For extra piz-
zazz, it is a good idea to wrap or present your gift in some way.  Wrapping paper is 
generally not used for a hostess gift but a gift bag with tissue paper or just a ribbon 
around the gift with a note of thanks for the invitation works well.  Some good host-
ess gift ideas are listed above. 


When receiving gifts, it is always a good idea to jot down who brought what so 
that you can send a thank you note.  One good way to do this is to place all the gifts 


Hostess Gift Ideas: 
 Wine 


 Christmas Ornament 


 Flowers 


 Specialty Liquors 


 Coffee-table books 


 Pair of wine glasses 


 Photo Frame Photograph, draw-
ing, or painting of the house  
(particularly for house-warmings) 


 Embroidered Pillowcases 


 Glass or porcelain Serving dishes 


 Cake Knife or gadget 


 
 


Hostess Gifts 
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in a particular location with the cards still attached and make your list later. 


The host’s worst nightmare is the awkward silences during the down-times of 
the party.  There are ways to combat party boredom.  The first, and most important 
is to cut off inside jokes as soon as possible.  There is no quicker way to alienate 
guests than to start talking about that thing that that person said that one time.  It is 
better to talk about the weather than to talk at any length about something not gen-
erally applicable.  Along these same lines, no guest should be checking their e-mail 
or answering their phone at a party.  Many play with their phone without even 
thinking and a gentle reminder from their host may be just what they need.  Though, 
a constant violator should not expect to be invited back. 


Another simple way to fight the boredom blues is to have food and drinks 
around.  Eating makes people feel right at home and when standing by the chip 
bowl, you can always talk about your preferred spiciness of salsa.  The best offence is 
a good defense and to be sure, one of the best ways to combat boredom is to plan 
for it.  Have a couple of games sitting out and let your guests know where they are.  
Taboo™, Pictionary™, Scene It™, Catch Phrase™, and Trivial Pursuit™ are all good 
choices.  For a very large party, a couple of sets of checkers, backgammon, and chess 
setting out can allow different people to mingle and play. 


Always remember that sometimes, it is best to put a dying party to bed.  Start-
ing to clean up or making hints about being tired are good ways to bring an evening 
to its close. 


Keeping the Party Going 


Calling it a Night 
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It is unusual for us to experience truly fine dining in the home anymore.  For 
special occasions and formal business dinners, the average American heads to the 
nearest fancy restaurant.  This section focuses on the formal business dinner but the 
basic concepts are the same for any type of fine dining. 


There are certain actions that are unforgivable, the modern faux pas of the din-
ner table.  Under no circumstances should you be checking e-mail, playing games, 
talking on the phone, or otherwise being distracted by the shiny things people carry 
in their pockets these days.  As soon as you sit down, it should be habit to silence 
your phone just as it is habit to place the napkin in your lap.  If you absolutely must 
do these thing, excuse yourself from the table, quickly take care of your business, 
and return with the gadget neatly stowed.  When you are at dinner with someone, it 
is your responsibility and obligation to talk and interact with them.  Emily Post goes 
so far as to say, “One inexorable rule of etiquette is that you must talk to your next-
door neighbor at a dinner table.  You must, that is all there is about it!”   


The question of the check is one that often makes people nervous.  The most 
important thing is to be upfront.  If you are taking your client out to dinner, be up-
front about it.  If your supplier is taking you out, clear up the whole mess before you 
sit down with a joke about “the company” buying dinner or “the man” buying you a 
steak.  In more social setting with business associates when there is no clear indica-
tion of who pays, a split check is more than appropriate.  When going out to dine 
with equals, always be prepared to pay your own way and if you invite others to join 
you, it is good taste to let them know if you are going to treat or if you will split the 
check.  Don’t harp on the point but if the question of who is paying is going to 
worry you throughout the dinner, get it taken care of ahead of time. 


You sit down to your dinner, feeling good about the prospects of the evening 
and you are suddenly gripped with panic.  There are more things on the table at your 
place than there is in your entire apartment.  Never fear, I am here to help you navi-
gate even the most complex place settings.  To assist is the diagram on the next page 


Fine Dining 


Check Please 


Tackling The place Setting 
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showing where each item should be located and what it is used for. 
 
As for the silverware, just remember outside – in.  Start from the outermost 


pieces and move inward.  That one is easy.   
 
As for the plates, just wait to be served.  In formal place settings, the table is 


never to be without a plate.  The bottom-most plate, or charger is for this purpose.  
The charger may be removed after the final course and before dessert so that the 
wait-staff can de-crumb the table.   An exchange-plate is then placed to exchange for 
the one that was taken.  Dessert is set on top of this plate.  If there is no charger and 
the next course is a soup or something in a bowl, an exchange plate will be set as the 
last plate is removed and the bowl on a plate will be set on the exchange plate.  Just 


Silverware 


TABLE SETTING: A. Water Goblet; B. Red Wine Glass; C. White Wine Glass; D.  Cham-
paign/Dessert Wine Glass; E. Napkin; F. Exchange Plate/Charger; G. Salad Fork; H. Meat Fork; 
I. Seafood Fork; J. Steak Knife; K. Smaller Knife; L. Big Spoon; M. Soup Spoon or Seafood Fork; 
N. Butter Plate; O. Butter Knife; P. Salt Seller; Q. Salt Spoon; 


Plates and Other Dishes                
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keep your hands out of the way and you will be fine.  You should always be served 
over your right shoulder so be prepared. 


 
Above the plate is generally another array of interesting items.  If there is but-


ter for the bread, there is typically a bread plate.  If not, there may not be.  In that 
case, it is perfectly acceptable to place your dry bread on the tablecloth.  It goes 
against all intuition to do so but that is the correct course of action.  This is espe-
cially true in Europe where the use of butter is not as prolific as it is in America.  
The bread plate is typically at the top left of the setting.  Right of the bread plate is 
an assortment of glasses ranging from a coffee cup and saucer to a wine glass or 2 or 


3, a water goblet, and possibly a tea glass 
or smaller juice glass.  As for the wine 
glasses, fatter shorter bowls are for reds 
and taller thinner bowls for whites.  A 
particularly small glass is for dessert wine 
or champagne.  If iced tea is served, you 
may pick the tall tea-spoon from wher-
ever it is situated with the spoons to stir 
your beverage.  The tea spoon and coffee 
spoon should be horizontal above the 
plate but many venues are starting to mix 
it in with the spoons.  


After the party has been seated, the host 
is generally presented with the cork of 
the wine.  You may have heard that the 
host sniffs the wine to make sure it is 
good but typically, he or she just takes a 


look to make sure there is no mold on the cork.  If there is, he or she rejects the 
wine and a new bottle is brought out.  Traditionally, the host is presented with the 
food before it is served to the guests.  This is so he could send it back to the kitchen 
if it didn’t look right.  This is rarely done in practice but it is important for the host 
to be aware that the wait-staff is looking for a nod of the head and not for him to 
help himself first. 


 
 
 
 


Strange Encounters:  


 What are all these plates for? : There is 
never supposed to be a hole where a 
plate should be at a formal dinner.  Each 
course goes on a different plate but there 
is always an extra one hanging around.   


 Duster/ crumb scraper: You may see the 
waiter take a big knife looking thing to 
the table..don’t worry.  It just gets rid of 
the crumbs. 


 Flavored ice: cleanses the palate between 
courses. 


 Salad after the meat course: Salad is a 
filler food in case you are still hungry. 


 Bowls of mints, chocolates, or nuts on 
the table: those are for after dinner…
don’t eat them. 


The hosts Job 


Above the Plate  
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Deciphering those Pesky Desserts 
 
 
After you have navigated the place setting and made your way through the bar-


rage of courses (of which salad may be the last), you are ready for dessert.  There is 
only one fork or spoon or spork (more appropriately called the dessert fork) left and 
you are ready to dig in.  It swoops in over your right shoulder and lands on the 
empty plate in your place setting.  To your surprise, you have no idea how to eat this 
thing.  Is that garnish or edible or is it edible garnish?  The best advice is to have a 
sense of humor.  Chances are, no one else knows either.  If you take a bite of some-
thing that turns out to be a garnish, grab it with your napkin and make a general 
warning to the table.  Sculptural desserts are tricky and the best way to escape is with 
a smile and a laugh. 
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Introduction 


Style is an ever-elusive quality of refinement and poise.  Being stylish is not 
about being trendy or en-vogue.  Neither is it about wearing expensive clothing of 
the finest quality.  Style is about knowing who you are and working to let your 
clothing reflect that.  If you are a quirky, original personality, your style should re-
flect that.  If you are also hard-working and organized, your style should also reflect 
that.  Style is not about trying to be someone you are not, but rather trying to show 
who you really are.   


While I was writing this book, I 
struggled with how to explain why 
clothing is so important.  Some say it 
shouldn’t be, and perhaps that is true, 
but clothing and the perceptions it in-
spires are nevertheless critical to our 
personal and professional lives.  Dress-
ing to show what we are capable of in 
addition to who we are can open up 
worlds of possibilities for us.   


When I talk about style and the 
personality of clothing, I am talking not 
only about boldly being yourself, but 
also about boldly showing your capabil-
ity.   


Though style is not all about what 
you wear, clothing is an important part 
of being stylish.  I have always loved 
clothes.  I love to sew and create new 
and exciting looks.  Anyone who knows 
me knows of my obsession with bright 
colors, especially pink.  I am wild in my 
choice of colors and I enjoy the thought 
of brightening someone’s mood with a hot pink raincoat or an unusual pink leather 
jacket.  Wearing these clothes makes me feel empowered and ready to take on the 
world.  I take comfort in the fact that I am giving off an image of confidence and 
femininity with my bright colors.  With these choices, I certainly risk not being 
taken seriously or being considered silly and unrefined but I am aware of this risk 
and dress to minimize it.  If there is one thing that I want to convey to my audience 
with this book, it is that what you wear does affect who you are and who you will 
become.  Clothing is important regardless of your opinions about the importance of 
visual impressions.  Being neat, clean, appropriate, and confident is an important part 
of being the best you can be and the way you dress can exhibit these characteristics.   


Sarah’s Rules for Being Fabulous: 
 You can wear anything if you walk like 


you can 


 Always compliment others if they are 
wearing something that catches your eye 


 When in doubt, khaki pants will work 


 Athletic wear is for the gym 


 Jeans can go a LONG time between 
washings, T-shirts cannot 


 Polish your shoes and iron your shirts 


 Never wear a stained tie 


 Cargo pants are not khaki pants no mat-
ter how hard you try 


 Heels and sweaters always bump you up 
to the next level of formal 


 Wool socks are essential in the cold 
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Style is about dressing appropriately.  It isn’t about looking attractive or look-
ing wealthy or looking like you just walked off a catwalk.  Style is something much 
more down to earth, much more attainable.  Style is about finding clothes and acces-
sories that work for you, show who you are and elucidate your capability. 


 In choosing your wardrobe, it is 
important to understand the value of 
color.  Colors of the wrong tone can 
make you look tired and pale whereas 
colors appropriate for your skin can 
help you send a vibrant, confident im-
age.   
 The first distinction to make is 
whether your skin is warm or cool-
toned.  Warm skin tones have more 
pinks and oranges whereas cooler tones 
have more blues and olives.  This is not 
to say that people with warm skin tones 
shouldn’t wear blues and people with 
cooler skin tones shouldn’t wear pinks.  
In fact, there are warm pinks and cooler 
pinks.  Looking at the color wheel will 
show the subtle differences in color.  
Those on the red or yellow side of the 
color are warms while those on the 
blue/green side are cools.  The figure to 
the left shows a color wheel and gives 
examples of some warm and cool tones 


of various colors.  Color is important for brightening your countenance and portray-
ing your personality but even the most flattering color cannot fix an outfit that does 
not fit you well and flatter your body.   


When talking about fashion it is hard to overemphasize the importance of per-
ception.  Not only is your dress important in influencing other’s perception of your 
competence, but the clothes that you choose to wear can change people’s physical 
perceptions of you.   


It may seem like many of these things are trivial distinctions.  After-all, who 


Dressing For You 


What Looks good on You? 


Dressing for Your Body Type 


W
a


r
m


 
C
o
o
l 


Color 
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cares if your arms look shorter or longer or you waist higher or lower?  The truth is 
that dressing well changes people’s perceptions of you.  They may not think, “that 
jacket is too long for her” or even “She looks so much taller” but they will, either 
consciously or subconsciously, respect someone with a more put-together appear-
ance.  That said, it is also important to remember that these are not rules, but guide-
lines.  Style is something that is very much an individual taste.  Here I will attempt 
to give some practical guidelines to dressing your best but I also expect you to take 
risks.  If you want to wear your knee-length hot-pink raincoat, or your World’s Best 
Uncle tie, please do, keeping in mind that there is a time and a place for these fun, 
quirky wardrobe items.   


 
Shorter men tend to either look 


small or stocky.  Vertical lines add width 
and can make a narrow-shouldered man 
look more broad-shouldered.  On the 
other hand, vertical lines on a short 
broad man can make him look too wide 
and, in turn, accentuate his shortness.  
Pinstripes and double breasted coats are 
two elements that can broaden and 
shorten you in this way.   


Wearing coats and pants that are 
too short is never a good idea.  Tall men 
can have a hard time finding suits and 
pants but a well-fitted coat is worth the 
effort.  Pants and sleeves that are too 
short look disheveled and messy.  They 
send a disorganized, frenzied look that is 
best avoided.   


Men with narrow shoulders should 
always be sure to find clothing that fits 
in the shoulder.  The seam of the shirt, 
where the sleeve meets the body, should 
fall right on the edge of the shoulder.  The narrow man often has trouble finding 
shirts that fit both in the body and the sleeve.  If you must make a sacrifice, there is 
always the option to roll up the sleeves of a shirt if the sleeves are too short.  While 
this is certainly not appropriate for the most important of occasions, it can get you 
by on a day-to-day basis.  It is far worse to have a shirt hang off of you at the shoul-
ders so that you could have sleeves that fit.   


 
Petite women have a variety of options for visually adding height.  Pointed toe 


shoes visually lengthen the line of the leg and shorter (though not too short) skirts 
can also give the illusion of height.   The worst thing that a petite woman can do is 
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wear things that cut her vertically.  Horizontal striped shirts and jackets that are too 
long and cut the leg are definite nos.  Jackets should end at the widest part of the 
hip.  Investing in tailoring to shorten a jacket is a good option for petite women.  
Another hazard to avoid is shoes with any sort of ankle strap.  It is important to 
keep the line of the leg long and clean.   


Very tall women have different problems altogether.  For some women, finding 
clothes long enough to cover their mid-section is a chore.  Again, a good tailor is 
invaluable.  Longer coats are a good way to add proportionality and to make a tall 
women look more balanced.  Tall women have the option of wearing rounded or 
almond toe shoes as well as ankle straps.     


Structured blouses and jackets are the best way to hide any flaws in shoulder 
structure.  A structured coat with appropriate darting can even out broad or narrow 
shoulders.   One difficult body type to dress is pear-shaped.  A full skirt can camou-
flage wide hips.  And straight-leg pants are better for a pear-shaped figure.   


When people first enter the workplace, they tend to spend a day shopping 
around for some things to wear to work.  This can be a daunting task if you have 
never had to conform to the business-dress practices of the office.  Let me walk 
through some of the wardrobe basics you will need for your first month of work.  
After that, let the attire of your colleagues (and boss) guide you and remember the 
old adage, “Don’t dress for the job you have, dress for the job you want.”  


 
I have recently seen a very troubling phenomenon among young men.  There 


seems to be a growing number of men with an aversion to jeans.  More and more 
cargo-pants and athletic wear seems to have permeated the wardrobe of this group.  
Let me say it here and now, on the scale of dressiness:  dress pants > jeans >> cargo 
pants > athletic wear and that is all there is to it.  If others are wearing jeans in your 
workplace, that does NOT mean that you can wear cargo pants or athletic pants.  It 
means that you can wear jeans or more casual dress pants.   


When shopping for business attire it is important to have a number of basic 
items: black dress pants and blue or khaki pants.  Another simple and comfortable 
look is a rounded-neck sweater.  This sweater can be worn over a simple t-shirt mak-
ing it a comfortable but more work-appropriate alternative to the t-shirt.  A v-neck 
sweater over a collared shirt with a tie is always a classic and business-like option.   


Another wardrobe necessity is the casual work outfit.  If your company honors 
casual Fridays, polo shirts with either slacks or jeans is a good look.  Occasionally, 
you will have an even more casual work event such as a company picnic or barbeque.  
Thinking about what you would wear to these events is important as you are still 
representing yourself and your company despite being in a more casual setting.   


  
The basic wardrobe for women is much the same as for men.  Sweaters, black 


Wardrobe Basics 


Men 


Women 
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dress pants, kaki slacks, and jeans are all necessities.  For women there is the ever 
illusive skirt length.  For the workplace, skirts should never be shorter than the 
length of the tips of your fingers when you stand straight and let your hands fall to 
your side.  On some women, however, even this length is too short.  For tall women, 
covering your knees is not a bad idea.  Shorter women can get away with an above-
the-knee skirt as long as it still looks professional and polished.   


One complaint many women have is that business clothes are boring and stifle 
their personal style.  While this may be true, there are plenty of options for express-
ing your own personality.  Handbags and scarves are two ways colorize your ward-
robe.  Large broaches and colorful blouses can also be acceptable depending on the 
workplace.   


 
 
 


A proper wardrobe is an investment.  It deserves to be maintained properly and 
worn to its full advantage.   


Even the greatest outfit looks sloppy and unprofessional if it is wrinkled.  Iron-
ing your clothing is an important part of maintaining a professional and polished 
look.  When ironing a shirt or blouse, start by making a cursory pass over the gar-
ment, hitting the bigger wrinkles.  Use a little starch on the collar and sleeve cuffs as 
well as along the row of buttons.  Pockets that fold in on themselves can also occa-
sionally stand some starch.  Use the starch sparingly to avoid the crunchy shirt look 
which is both noticeable and uncomfortable.  Pants should be ironed in the manner 
in which they were intended.  Most dress pants have a crease along the front and 
back of the pant leg.  The pants were designed to have this crease and it is best to 
stick with the original intent of the designer.  Pants with a hem along the bottom, 
especially if they have been tailored, will need to be re-creased regularly.  Be sure to 
iron along the hemline with a hot iron.  Finally, when ironing in the pocket area, 
make sure the pockets are laying flat inside the pant leg. A creased pocket lining may 
not be noticeable, but it sure is annoying.   


Some fabrics cannot be ironed with starch at all.  Silks and silky polyesters are 
noticeable examples.  Never starch these items.   


If you are travelling or in a rush, there are other tricks to removing wrinkles 
from clothing.  Downey Wrinkle Release and similar products work well for slight 
wrinkles in cotton or knit items.  These products are usually appropriate for knit 
dresses and more casual cotton or polo style shirts.  Another trick is to hang your 
wrinkled items behind the bathroom door when you take a hot shower.  The steam 
can cause the wrinkles to release.  Both of these tricks are good supplements but 
poor substitutions to thorough ironing.   


 


Wearing your Clothes 


Taking Care of your Clothes 
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Coming out of the casual life of school into the more formal life of profes-
sional society, the habits of life are bound to change.  One of these habits is laundry.  
As your clothing becomes more expensive and more professional or formal, your 
washing habits have to change.  Washing like clothing together is just one of many 
new habits that will extend the life of your clothing.  Washing like items extends 
beyond washing whites and darks.  Washing heavy items like jeans and sweaters to-
gether, will help prolong the life of your more delicate shirts, blouses, and light 
sweaters.   


Proper drying of items will extend their lives even further.  Air drying clothing 
is far better for the clothes than machine drying.  The heat of the dryer can cause 
unnecessary wear and tear.  This is especially important for sweaters which can be-
come misshapen due to the dryer.  Heavier items such as pants and jeans are better 
able to withstand the rigors of the dryer.  Air drying has its downsides as well.  In 
very humid climates, air drying can take a long time.  Thick sweaters and jackets in 
particular can start to smell because they are not dried quickly enough.  Tuning them 
inside out after a time can help and a quick tumble in a dryer, even if just on the cool 
setting, can speed up the process.   


Some items are too delicate even for the lightest of machine washing.  A trip to 
the drycleaners is in order.  Dry cleaning chemically cleans clothing and is returned 
with the added advantage of a thorough ironing.  Clothes come back from the clean-
ers in plastic bags.  While these bags do a great job keeping the clothes clean and dry 
on the trip from the cleaners to your closet, they should not remain on your cloth-
ing forever.  The plastic can cause colors to bleed into the bag and can yellow your 
whites over time.  Be sure to remove the bags and hang the clothes up promptly to 
prevent introducing more wrinkles.  Dry cleaning can be expensive but clothing that 
requires this treatment can come out of a normal wash 3 sizes smaller and com-
pletely misshapen.   


Caring for shoes is something few people give adequate attention.  Shoes can be 
trendy accessories or wardrobe necessities.  Either way, they require adequate care to 
prolong their life and keep them looking sharp.  Shoes should be stored in such a 
way that they are protected from each other.  The sole of one shoe rubbing on the 
polished leather of another can cause a streaky appearance.  Even worse is the heel of 
a stiletto scratching the patent leather off its counterpart.  Shoe racks are one way to 
prevent this problem.  Storing the shoes in boxes is another.  Bins are alright for ten-
nis shoes and athletic equipment but your expensive dress shoes deserve better treat-
ment.   


Care of Shoes 


Washing Your Clothes 







13  


 


Another key aspect of shoe care is shoe polishing.  Leather shoes require the 
waxes and oils from shoe polish to stay supple and shiny.  Normal wear scuffs the 
toes of the shoes and water is particularly harmful for the leather.  To properly pol-
ish your shoes, first remove any dirt and dust with a shoe brush or a rag.  Next, ap-
ply a very slight amount of shoe polish to the shoe using a rag or polish applicator.  
Just barely touch the applicator to the polish, transferring just the slightest amount.  
Apply the polish to your shoe in a circular motion.  Using a soft rag or shoe shining 
cloth, buff off the extra polish with a firm polishing motion.  A quick shoe shine 
does not require you to remove the laces or really work the polish into the shoe.  As 
the shoes become more and more dam-
aged, a more thorough polishing, includ-
ing removing the laces and really work-
ing the polish into the leather, is good 
for the shoe.  I tend to do a more thor-
ough polishing after each season.  You 
may also want to invest in some leather 
waterproofer.  Mink-oil based products 
can be applied to leather shoes to further 
protect them from water.  These prod-
ucts can be applied much like shoe pol-
ish.  There are also spray and other ver-
sions available.  It is especially important 
to protect winter shoes from salt and 
snow using this type of waterproofing 
sealant.   


When dressing for an occasion, no 
matter what it may be, you should always 
consider where you are going and what 
you are doing.  Being appropriately 
dressed is not about just looking good.  It is about feeling good and being comfort-
able.  New sandals may be the perfect shoe for a company picnic, but if they are still 
giving you blisters, they are not an appropriate shoe for running around.  The same 
goes for a new party dress.  If you have to stand a certain way to keep it from slip-
ping or bunching, you will not be at your finest for socializing.   


Modesty and appropriateness of fashion is perhaps equally as important as 
comfort and appropriateness of comfort.  You may head out to dinner with your 
friends in a mini-skirt and heels, but a more modest mode of dress is better for a 
casual business dinner.  A longer cotton skirt can be just as casual while being less 
revealing.  Dressing modestly is not always about dressing professionally.  Even the 
most casual of clothes have modest varieties.   


Occasions 


 Men Women 


White Tie Tux with 
Tails and 
Bow-Tie 


Full-length 
Evening 
Gown 


Black tie Tux and 
Bow-Tie 


Evening 
Gown 


Formal Black Suit 
or Tux 


Cocktail 
Dress 


Business 


Formal 


Dark Suit, 
White 
Shirt, Tie 


Suit and 
Pumps 


Business 


Casual 


Slacks and 
Button 
Down 
Shirt 


Dress Skirt, 
Blouse, and 
Pumps 


Causal Khaki 
Pants and 
Polo Shirt 


Cotton 
Skirt and 
Top, 
Strappy 
Shoes 







14  


 


When you are getting dressed for an occasion, think about where you are going, 
what you are going to be doing, and who you are going to see.  Keeping these three 
things in mind will help guide you to the perfect outfit.   


The table on the previous page gives a list of formality terms and an example 
male and female outfit.  These are merely examples, meant to give a general sense of 
the meaning of the terms.   
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1. Be careful with your appearance 
2. Expand your knowledge 
3. Honor your working hours 
4. Be friendly 
5. Keep personal Information to your-


self 
6. Be positive and Supportive 
7. Keep an open mind 
8. Follow through 
9. Communicate 
10. Listen 
11. Solve your own problems 
12. Work hard 
13. Be assertive but not aggressive 
14. Don’t be in too big of a hurry to 


advance 
15. Leave gracefully 


Introduction 


It is often much easier to be professional at a workplace.  At least initially, the 
novelty of wearing business clothes and working in a cold lab or office building 
tends to be a constant reminder to act your best.  Of course, this feeling wears off 
over time and that is when business etiquette is most important.  


In this pamphlet, I will walk through not only the interviewing process and 
steps to get a job, but ways that you can be respectful in your workplace even after 
the novelty wears off and informality can 
lead to bad manners.  Even when our col-
leagues become our friends and our work 
clothes become just as common as our 
school clothes, a different standard of 
behavior is necessary for the workplace.   


To the right is a list of the “15 Rules 
of Impeccable Work Behavior” by M. 
Kay DuPont.  A few highlights of the list 
include “Expand your Knowledge,” 
“Keep Personal Information to Yourself,” 
and “Solve Your Own Problems.”  In 
reading M. Kay Dupont’s book, Business 
Etiquette and Professionalism, I was 
struck with the emphasis she placed on 
subscribing to industry magazines and 
publications and being up to date on in-
dustry innovations whether they apply to 
you or not.  This tidbit of advice reso-
nated with me as something I would not 
have necessarily thought of as being extremely important.  I can, however, see its 
importance in keeping you knowledgeable in your field and more able to change 
with technology and innovation.   


Another interesting tip was to keep your personal life out of the workplace.  As 
tempting as it is to spill your guts to a coworker who happens to be your good 
friend, joking about your latest breakup or lamenting your parent’s latest fight is not 
acceptable workplace chatter.  Personal talk has the ability to make you the office 
drama, a title that certainly can’t help your career.   


One of the things that I value most about my engineering education is the abil-
ity to solve my own problems.  Before coming to college, I was always afraid of not 


M. Kay DuPont’s  
15 Rules of Impeccable  


Work Behavior: 







8  


 


knowing how to do something or doing something wrong.  The biggest break-
through I had was learning how to ask the internet.  It seems that in high school, not 
knowing meant you weren’t paying attention.  Now, not knowing means you have 
an understanding of the bigger picture and you know you can just look up the de-
tails.  Knowing how to solve your own problems and being willing to do so is impor-
tant in a business environment.   


Solving your own problems does not mean you can’t ask for help.  It just means 
that you need to learn enough that you can ask good questions.  Telling your boss, 
“I don’t know how to do this.”  does not give the positive impression that a more 
detailed and specific question gives.   


These are just 3 of the tips for business success I have found in my research but 
the overlying message can be found in these.  Think about what you are doing, who 
you interacting with, and where you are interacting.  Give the best  impression you 
can and always, always, act with courtesy and respect.  Even the most egregious 
breeches of etiquette can be saved with a respectful and sincere apology.  No rule is 
unbreakable and no rule is set in stone.  I hope this pamphlet gives you some ideas 
about the “proper” way to behave at work and helps you on toward a successful and 
fulfilling career.   
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Before we can really talk about how one should behave at work, we need to dis-
cuss the interview.  It is during this time that the impressions you give to your pro-
spective employers is the most important.  The ideal employee is competent, organ-
ized, and enthusiastic and giving evidence to these traits will aid considerably in 
landing that job. 


Arrive 10 to 15 min early to the interview.  Arriving much earlier than that is an 
inconvenience to the receptionist and interviewer who may feel rushed by your earli-
ness.  If you get there too early, wait in your car or familiarize yourself with the sur-
rounding area.  Make sure you know how to get to the location of your interview 
ahead of time.  Keep in mind that traffic patterns change by time of day and day of 
week.  Allow plenty of time to arrive. 


Scoping the location out ahead of time may have other benefits.  From the loca-
tion of the business, you will have a better idea of an appropriate wardrobe choice.  
Shiny new office buildings are far more formal than labs or factories.  At a minimum, 
however, you should be dressed in business attire.  The formality of this business 
attire is more dependent on the location and feel of the company.  Technical or engi-
neering positions are much less formal than business or law positions.  Educators 
vary across the board and office work depends on the formality of the office.  If you 
have questions about what to wear, ask the person who is setting up your interview.  
Generally this person is in Human Resources and he or she will be able to answer 
your questions. 


Be sure send an up-to-date copy of your resume electronically before the inter-
view.  Attach it to an e-mail confirming the time and location of the interview.  A 
phone call to confirm is also a good idea. 


Bring enough copies of your resume on nice paper to the interview.  You will 
need one for every person who is interviewing you.  Keep your resumes in a portfo-
lio if you have one.  Resumes should not be wrinkled or creased but should remain 
crisp inside a portfolio.  If you do not have a portfolio and don’t have the resources 
to invest in one, you should bring your resumes in something to keep them crisp and 
clean.  A dark paper folder is an inexpensive alternative. 


In this portfolio, you should also keep a pad of paper and a pen for taking notes.  


The Interview 


Portraying Competence 


Portraying Organization 
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Do not let the notes distract you or cause you to lose eye contact with your inter-
viewer but taking notes will indicate that you are organized and interested. 


Another thing to bring with you, is a memorized answer to the question, ‘Tell 
me a little about yourself.”  A 50 word answer will suffice.  This question is usually 
meant to get the interview rolling but a long-winded, rambling answer gives the im-
pression of nerves as does a short, curt answer.  A succinct but telling description of 
yourself will show you to be organized and confident. 


 Before you head to the interview, 
take the time to research the company.  
Learn the names of the CEO and Presi-
dent and find out what the company 
does.  How old is the company?  How 
many employees?  How many locations?  
Who founded the company?  Peruse the 
company website as well as any financial 
information you can find on the com-
pany.  Employers want to hire people 
who are excited about the company and 
what they are doing.  A quick perusal of 
the website will raise your awareness and 
interest in the company. 
 Prior to the interview, you should 
have a list of questions you want to have 
answered during the course of the inter-
view.  Always ask the interviewer ques-
tions even if you already know the an-
swers.  Some good topics of things to 


ask are found here. 
Another sure sign of enthusiasm is your body language.  Stand when the inter-


viewer enters the room, firmly shake his/her hand and thank them for taking the 
time to speak with you.  Sit strait in your chair and remain alert for the duration of 
the interview. 


The last stage of the interview is to send a thank you note.  A thank you e-mail 
is a nice gesture but a hand-written note goes a step further.  Send one to the recep-
tionist or whoever greeted you as well as to the interviewer.  Thank them specifically 
for their time and for answering your questions about the company.  Let them know 
you look forward to speaking with them again.  It is a good idea to write your thank- 


Questions to Ask: 
 Process and timeline from here 
 Financial state of the company 
 Age distribution of the company 
 Size of this facility 
 How hard/easy is it to move laterally 


within the company 
 Are relocations common? 
 What kind of social events are there? 
 Questions about benefits 
 Where do most people live? 
 Do people bring lunch or go out? 
 Exercise facilities close by? 


 


Portraying Enthusiasm 
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you notes on cards.  Place the card in the envelope in the orientation shown below 
and hand address the envelope.  This will ensure that your note goes to the appropri-
ate person in the office and is not flagged as junk mail. A typed address on a white 
No. 10 envelope could sit on a desk until it gets tossed in the trash.  Color and the 
note-card shape will make your note stand out. 


The phone is a modern day necessity.  Rather you have a company cell phone, an 
online VIOP account such as Skype, or a complicated phone/intercom system, you 
will undoubtedly use a phone in your 
daily interactions at your workplace.  
Knowing how to use the phone to your 
advantage is a useful skill to learn. 


As soon as your phone rings or you 
dial a number, be ready to take notes and 
pay attention.  Identify yourself with 
confidence and, if you are calling, ask 
permission to talk.  Give your name, 
business, department, and any other iden-
tifying information.  It is probably a good 
idea to practice this a few times.  I 
worked in the Metrology department at a 
naval base called NSWC Corona.  Try 
saying “Metrology, NSWC Corona, Di-
rector Hovakemian’s office, Sarah speak-
ing” without stumbling over the words! 


Learn how to transfer calls and place 
callers on hold.  With the complicated 
phone systems currently used in many offices, it is important to know the difference 
between putting someone on hold and putting someone on intercom!  Know your 
equipment so that you can be respectful and efficient on the phone. 


Be respectful when placing people on hold.  No one likes to be kept waiting.  If 
you are busy, apologize and ask for a convenient time to call back.  Another com-
mon faux pas is to have a secretary place your call for you.  The recipient is greeted 
with, “Call from Mr. Disrespect, Hold please.”  Nothing is more annoying than be-
ing called and immediately put on hold. 


Return your calls promptly and plan what you are going to say.  Making a phone 
call is equivalent to an interruption of the recipients day.  Be concise and to the 


Using the Telephone 


Proper Orientation of a  
Card in an Envelope 
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point, taking no more time than necessary on the phone. 
When you leave a message, be sure to state your name and your phone number 


clearly even if you know they already have that information.  I also appreciate an e-
mail letting me know of the call and including the appropriate phone number.  If you 
go out of your way to make sure the recipient can get in contact with you, they are 
much more likely to return your call. 


Nothing is more integral to our daily lives in this era than the computer.  There 
is hardly an occupation that does not require at least a basic knowledge of the com-
puter and its use.  Knowing how to properly use the computer is important in main-
taining a courteous and thoughtful manner with those you interact with. 


The modern form of business communication is e-mail.  There are a few simple 
rules that should guide everyday e-mail use to ensure an easy to read and well re-
ceived e-mail 


 E-mail messages should be first and foremost easy to read.  Background images 
and light colors can make text unreadable.  Different monitors display colors differ-
ently so color should be used only when necessary.  When selecting a font for your e
-mail, it is best to go with a standard font such as Ariel.  Sans Serif fonts, those with-
out feet on the ends of the letters, are much easier to read on a computer screen than 
Serif fonts, those with feet.  Novelty fonts such as Curlz or Ravie are inappropriate 
in e-mail as they are difficult to read and not all e-mail clients support such fonts.  It 
is best to choose a font such as Ariel or Microsoft Office’s Calibri for your e-mail. 


When writing the e-mail, don’t use all caps.  They connote anger and frustration 
and are painfully hard to read.  To emphasize something, the generally accepted 
method is to increase font size, bold the font, and/or change the color to a drastic 
but readable color like Red or orange.  Keep in mind though that some people opt to 
remove all formatting from their e-mails.  Line breaks and shorter e-mails can ensure 
that your point gets across. 


Another important part of the e-mail is the default signature.  Most e-mail cli-
ents (Microsoft Office Outlook, Outlook Express, Firebird, etc.) allow the user to 
configure a default signature.  This signature should contain all the information that 
a business card to the recipient of the e-mail would contain.  


 


Signature 


E-mail 


Format 
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When sending an e-mail, think carefully about who all needs to see it.  Sending 
every e-mail to the entire office is a good way to ensure that your e-mails never get 
read.  Using the reply-all function is tempting and can be the appropriate course of 
action but be sure to think about what you’re sending and who is interested in 
knowing about it.  Not much is more disconcerting than opening up your inbox to 
reveal a whole bunch of unread messages.  Make sure you only send what is neces-
sary and do not over-indulge in the reply-all button. 


 


The subject line is an important part 
of the e-mail that often gets overlooked.  
The best way to make sure people read 
your e-mail is to make sure they know 
what it is about.  Make it easy for people 
to find your e-mail again to look over the 
information.  Using an appropriate sub-
ject line is thoughtful for the recipient 
and making things easy to find and re-
spond to benefits the sender as well. 


Courtesy should not be forgone be-
cause of the easy and informality of the e-
mail.  A proper address and conclusion 
makes an e-mail exchange much more 
pleasant.  With the ongoing shift to 
PDAs and E-mailing on Cell phones, the 
length of the e-mail is growing shorter.   Sending an e-mail without addressing the 
recipient by name or title says to the recipient, “You aren’t important enough even 
for an e-mail.”  Addressing your recipient is simply more thoughtful and is therefore 
good etiquette. 


This shift to PDAs and Data Phones indicates another change in the way we use 
technology.  As a society, we are becoming increasingly connected to technology 
and to each other.  E-mails can be sent and received at any place at any time.  Making 
the most of this technology means knowing how to use it to your advantage and not 


Sarah M. Zimmermann 
Franklin W. Olin College of Engineering 
Class of 2010 
713.834.5555 
www.sarahmzimmermann.com 


Sarah M. Zimmermann 
LOGO inc. 
www.sarahmzimmermann.com 
 
Chief Engineer 
713.834.5555 
 
1000 LOGO way 
Needham MA, 00001 
 


LOGO 


Sample Signatures 


Sarah M. Zimmermann 
Class of 1010 


Who 


Subject Line 


Address the Recipient 


Mobile E-mail 
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to your disadvantage.  Never use your e-mail as an excuse to ignore the people 
around you.  Don’t play on your phone at the dinner table.  It is, simply put, rude 
and inconsiderate.  It sends the impression not only that you don’t want to be there, 
but also that the company is not worth your time.  Having ready access to e-mail 
and the internet can be a tool used to create relationships and add to a conversation 
but it also has the ability to alienate you from the people around you. 


Another side effect of the PDA is the single line or single word e-mail.  This is 
appropriate when you are asking or re-
sponding to a quick question but should 
only be used for the most informal of e-
mails.  It is also a good idea to remove 
the “Sent from my Verizon Blackberry” 
or similar signature from your device.  
No one needs to know that you have a 
Blackberry or an iPhone.  To say so with 
every e-mail is not only arrogant, it is 
obnoxious.  One of the worst e-mails 
you can send is shown to the left. 
Computer Etiquette is useful both on a 
personal and professional level.  The 
computer can break down the wall be-
tween your personal and professional 
lives.  Because of this, maintaining good 
computer etiquette is important both at 
home and at work. 


When thinking about your online persona, be sure it is one that reflects the best 
side of you.  The pictures of you partying in college are fun at the time but they can 
reflect poorly on you.  Everything online is public.  Firewalls can be cracked and no 
amount of security can ensure that information stored online is truly secure.  If it is 
something you wouldn’t want your boss to see, it shouldn’t be available online.   


Keep web pages up to date and take the time to delete things that you no longer 
use.  If you never log on to your myspace page, delete it.   


Keeping a social networking page is a good way to collect contacts, both per-
sonal and professional.  Professional networking sites such as Linked In can be quite 


From: BlackberryUser27@hotmail.com 
Sent: Friday, November 07, 2008 7:55 AM 
To: Sarah M. Zimmermann 
Subject: RE: Quick Question 
 
Sure 
 
Sent from my Verizon Blackberry 
 
‐‐‐‐‐Original Message‐‐‐‐‐ 
From: Sarah M. Zimmermann 
Sent: Thursday, November 06, 2008 9:55 PM 
To: BlackberryUser27@hotmail.com 
Subject: Quick Question 
 
Bob, 
 
Question, should the report go to the en‐
tire company or just the engineering 
group? 
 
I want to send it out ASAP and I need your 
input. 
 
Thanks, 
 
Sarah 


Poor E-mail Etiquette 


Dangers of Brevity 


You Online 
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useful in your career.  Even facebook has become an acceptable outlet for profes-
sional networking.  Depending on your industry, maintaining a presence on these 
sites may be extremely important and taking the time to ensure that they reflect as 
positively as your resume can help you tremendously.   


Meetings are an inevitable part of any business enterprise.  The key to surviving 
even the longest and most emotional of meetings is to be well prepared.  I will walk 
you through both planning and attending meetings and what to expect. 


There are a few things to consider when planning a meeting.  Who, When, 
Where, and What.  Who should attend the meeting?  Inviting everyone in the office 
is a sure fire way to have poor attendance.  Think carefully about who should be in 
attendance.  Having optional attendees is another way to ensure that everyone ap-
propriate is included. 


Meetings should be held at a convenient time and location for everyone.  Most 
companies have their own meeting culture that dictates what times meetings are usu-
ally held.  At one company I have worked for, the managers would meet on Saturday 
mornings because they could have the whole office to themselves and they were al-
ways in anyways.  In college, the meetings I attended always started on the hour and 
occurred in the evenings, sometimes as late as midnight.  The time of the meeting 
should fit well within the culture of the workplace and be acceptable to all the neces-
sary attendees.  Remember, just because you are willing to work through lunch and 
dinner, doesn’t mean everyone else is.  Picking a convenient time will ensure that the 
necessary participants show up. 


Meetings can be held in a conference room or large office.  Pick a location that is 
quiet and comfortable.  If you need lab or other equipment for the meeting, think 
about how you are going to get it to the meeting location.  Is there a projector or 
overhead in the meeting room?  Is there adequate seating?  Having a reputation for 
holding cramped meetings in your office could result in more and more declines of 
meeting invitations. 


Start your meetings on time.  The meeting chairperson is using the time of the 
attendees and should do so with the utmost respect.  Know what you need to get 
done and be organized and efficient about how you go about it.  Everyone has a dif-
ferent meeting style.  Charlotte Ford brings up this anecdote when talking about 
meeting etiquette. 


“One young woman who has just been made a vice-president of a new firm came to 


Meetings 


Planning a Meeting 
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her first meeting only to find that the chairman, who led the meeting, frequently inter-
rupted whoever was speaking.  The new VP noticed that others in the meeting sometimes 
interrupted the chairman.  After the meeting was over, the new vice-president cornered 
the chairman and told him of an important project she was involved with.  The chair-
man said, “Don’t bring the up now.  That was pertinent to the meeting.  Why didn’t you 
bring it up then?”  She told him there was no room for her to say anything.  He said, “Is 
this school? Do you expect to be called on?  If you information will help me, speak up.”  
Now the VP has adopted the chairman’s style and jumps right in at meetings. 


 Every meeting takes on the style of the person who is leading the group.  Listen 
and watch carefully to discern that style and don’t be afraid to adopt your own.” 


Try different meeting styles and ask for feedback at the end of the meeting.  
Breaking into smaller groups, having an outline of the meeting agenda on display, 
and other tactics may make your meetings more enjoyable and more productive.  
Don’t be afraid to try new things and if something isn’t working, don’t be afraid to 
end a meeting early.  If the discussion is going nowhere, there is no sense in wasting 
people’s time.  Take time to reflect and reconvene at a later time. 


Attending a meeting requires almost as much planning and foresight as hosting a 
meeting.  Come prepared to discuss the topic at hand and know exactly what you 
need to get out of the meeting.  Meetings are as productive as you make them and a 
clear idea of what needs to be accomplished will help ensure that everything gets 
done. 


Every company has a different policy on office romance.  First and for-most, 
know the policy and the appropriate channels to go through.  On a more personal 
level, keep your personal life to yourself.  The reason office romances have a bad 
reputation is the propensity for gossip and the disruption that causes in the work 
environment.  Be honest that you are having a relationship but don’t divulge any 
unnecessary information.  Should the romance end abruptly, the workplace is not 
the place to talk about the break-up.  A simple, “we are no longer seeing each other,” 
is all that is necessary and appropriate.  Never, ever, talk bad about your Ex at the 
office.  If you can no longer work with him or her, begin looking for another job and 
leave gracefully.  An office romance can be a wonderful thing if handled with care 
and respect both for your other and for the office environment. 


 
 


Attending a Meeting 


Office Romance 
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There are inevitably social occasions that coincide with your work life.  Office 
holiday parties and parties given by managers and coworkers are just some of the 
social encounters you will have with the people you work with.  It is important to be 
friendly with your coworkers and have these social interactions.  It is also important 
to understand the difference between a work function and a social function.  A work 
function is necessarily more formal and requires a different standard of behavior.  
You must give more attention to your manner, your dress, and your drinking habits. 
Be friendly and sociable but keep a professional demeanor and know your alcohol 
limits.  You do not want to come in on Monday and hear about your drunken esca-
pades! 


Some office functions are informal with only an e-mail invite. Others are more 
formal with a written invitation and require an RSVP.  As will all formal invites, re-
spond promptly and know what dress is appropriate.  Find a date is you need one 
and do not bring uninvited guests.  More on invitations and formal parties can be 
found in “Hosting and Fine Dining.” 


It is always a nice gesture to thank those around you who are doing a good job.  
Acknowledging your coworkers good work is a great way to make the office a much 
more hospitable and pleasant place.  Always send thank you notes to business part-
ners to thank them for meeting with you and send a note to anyone who has taken 
you out for a business lunch.  A hand-written note is not commonly seen in today’s 
business world but the special touch it gives can make a lasting impression. 


When receiving praise, don’t dismiss it at nothing.  Thank the giver for their 
kind words instead of dismissing your actions as “nothing.”  Being a good giver and 
receiver of praise will constantly remind your workplace of your confidence and 
presence . 


Office Parties and Social Events 


Thank Yous 
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