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Know Your Etiquette! 

 
Mark True or False to each question with a “T “or “F” 
 

1) __ When entertaining clients there’s no need to make a 

reservation. Everyone knows you at the restaurant and 

there’s always a table available? 

2) __As host, your best strategy is to arrive exactly on time for 

your lunch/dinner engagement. It shows great time 

management skills?  

3) __Over 80% of a first impression is based on non-verbal 

signals? 

4) __You don’t need to check your appearance on arrival – 

you looked fine when you left the office or home? 

5) __If you’re the host/hostess, it’s a good idea to prearrange 

payment of the bill prior to the meal commencing?    

6) __ When greeting guests our handshake is not important as 

it doesn’t really telegraph any message about us? 

7) __ The guest of honour sits to the right of the host/hostess?  

8) __ A typical place setting has the bread plate on the left, 

main meal in the middle & water/wine glasses on the right?   

9) __ There is no need to introduce yourself if you’re seated at 

a table of strangers? 

10) __ It’s O.K. to turn your glass over on the table if you 

decline wine with lunch/dinner?  

11) __ When eating soup you should spoon the soup away from 

you and also tip the bowl away from you to finish the last 

spoonful’s? 
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12) __ If someone asks for the salt, you should pass the pepper 

as well?  

13) __ If you have been invited to order the wine, it’s mandatory 

to smell the cork when it’s offered by the waiter? 

14) __ It’s OK to surreptitiously check your PDA for messages 

while at the dining table? 

15) __ If your client declines alcohol at lunch you should also? 

16) __ It’s O.K. to order those king crab legs because you’re a 

‘tidy’ eater and never spill anything? 

17) __ If you are served your meal before your guest/s, it’s O.K. 

to start eating?  

18) __ It’s acceptable to rest your hands & forearms on the 

table between courses? 

19) __ A key component of good conversation skills is great 

listening skills? 

20) __ What’s the point of all this etiquette stuff anyway – no 

one notices and I’ll just follow the lead of the person sitting 

next to me? 

Scores: 

If between 12 & 20 – your etiquette skills are excellent  
 

If between 7 and 12 – you have a solid understanding of etiquette 
 

If your score is below 7 – your etiquette needs work 
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Power Networking at Business 
Events  

 
Largely due to hard work and dedication you’ve finally 
made the ‘A-list’ and the invitations are pouring in. You 
now need to focus on how to extract the maximum 
amount of professional benefit while attending these 
‘business incubators’.  
 
Adhering to the following points of etiquette and protocol 
should help you in achieving maximum effect from 
attending these lucrative events -  
 
Responding & Preparation:  Take a close look at the 
invitation, confirm when and where it is being held and 
immediately check if it fits your schedule. If you are 
conflicted and the event looks like it may present solid 
opportunities, see if you can rearrange your schedule to 
free up the time. 
 
Check the RSVP date and method and respond promptly 
– generally within a day or two. A good many events 
these days simply require a phone call or e-mail with 
either acceptance or regrets but whatever the case 
ensure you respond within the requested time. It’s also 
wise to make sure they have your correct name, company 
name and title as on occasion this data can be dated and 
incorrect.  
TIP - make a friend of the person taking the responses – 
usually an admin. or personal assistant.  You never know 
when that person might become an important ally when 
attempting to make contact and book an appointment with 
a key client/prospect within the host organization after the 
event. 
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Make a point of confirming the expected dress and attire 
yourself accordingly.  If uncertain err on the side of 
caution and dress ‘up’ as you can always dress-down on 
arrival by removing a tie or jacket. Now is also a good 
time to check your inventory of fresh business cards in a 
dedicated holder which is always easily accessible. 
 
Next check the venue for geographic familiarity. If the 
function is being held at a location familiar to you then it’s 
not an issue. However if the event is being held at a place 
which is unfamiliar to you it’s often wise to take some time 
beforehand to scope it out personally so you know exactly 
how to get there, where to park and other logistical 
details. The primary reason for this is that we sometimes 
get a little casual about timing and find ourselves 
scrambling to arrive at the appointed hour – which is only 
made more frustrating when one is not sure about where 
to go or where to park. And remember there are two 
driving seasons in Toronto, winter and summer 
construction! 
 
It is also quite common nowadays for several people from 
the same organization to be invited – or a spouse, 
companion or significant other. 
 
If this is the case and you plan on going together make 
sure everyone is crystal clear on the time of departure. It 
is highly frustrating to be delayed by a tardy colleague or 
someone closer to you and sometimes this frustration can 
spill over into the event itself when you arrive later than 
planned feeling rushed and out-of-sorts. Set the timing 
expectations and stick to them! 
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Regarding PDA’s and communication devices – leave 
them in the car or in a briefcase in the trunk or cloakroom. 
If you are expecting a critical or time sensitive call put 
your phone or PDA on vibrate or silent and leave the 
room when the call comes in. Otherwise remove them as 
they can ruin the drape of a coat or jacket and simply look 
unsightly hanging off a belt or bulging out of a pocket. If 
the call is critical and can’t be missed, set expectations by 
alerting your host to the fact that you are expecting an 
important call and have placed your phone on 
silent/vibrate and that you will leave the room should the 
call come in.     
 

Attending the Event: The first order of business on arrival 
is to find a washroom and take a personal inventory of your 
appearance. If at a private residence and you are not sure 
where the washroom is this can be done in the car. Check 
hair, teeth, foreign matter on clothing (such as dandruff) 
cleanliness of shoes and general appearance. Remember 
you only get one chance to make a first impression and it 
needs to be a strong one.   
 
TIP - If, on arrival, you are feeling stressed by the day’s 
events or from being late or for any other reason, take a 
moment to regroup by taking a few deep, slow breaths 
right down to into your lungs, roll your shoulders back 
slowly while closing your eyes and rotating your head. This 
should loosen up the knots and un-tense those muscles 
and leave you feeling refreshed and reinvigorated. 
 
On entering the room look first for the host/hostess and 
introduce yourself confidently by shaking hands, smiling, 
making eye contact and thank them for inviting you. A 
handshake is the physical greeting that goes with the 
verbal introduction. Forgetting or refusing to shake hands 
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is seen as a clear form of rejection and may be taken as an 
insult.  
It is also important to let them know that you have arrived 
on time, are looking and feeling great and see them as the 
most important people in the room at that particular 
moment in time. Generally your host/hostess should be by 
the entrance and not too difficult to identify. If name tags 
are being worn attach it on the right shoulder as that is 
where the eye is drawn when greeting and shaking hands.   
 
It is important to understand the importance of shaking 
hands in both business and social situations. It is 
considered correct social etiquette for both men and 
women to shake hands in the following situations – 
 

·  When meeting and saying good-bye. 
·  When renewing an acquaintance 
·  When someone enters your home or office 
·  When greeting a host/hostess and being introduced 

to other guests 
·  When ending a transaction or leaving a social or 

business event 
 
It also follows that if the event is hosted by someone from a 
different culture and there is likely to be a high percentage 
of guests from that particular cultural group, take the time 
to research their specific etiquette rules and customs.  

TIP - If you feel comfortable using them, learn a few simple 
terms of greeting and farewell. This will be noticed and 
along with your understanding of the nuances of behaviour 
associated with this culture, will have an immediate and 
positive effect. This positive effect is further enhanced by 
your avoidance of the social gaffes being made by those 
who have not taken the time to understand the culture. 
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Caveat: There are some cultures in which shaking hands 
and physical touching is unacceptable behaviour. So do 
your homework beforehand and be observant to what 
other people are doing and how the welcoming dynamic is 
being handled.  
 
If the event is being held in a private home it may be 
prudent to bring a small but thoughtful gift.  A bottle of 
wine, boxed chocolates, flowering plant are all acceptable. 
However, a word of caution, if bringing cut flowers try to 
present them pre-arranged in a vase so that the 
host/hostess is saved from the time consuming task of 
having to arrange them while other guest are arriving. Gifts 
of food or wine are perfectly acceptable as long as you 
send a clear message that you have no expectation of 
them opening or serving the gift that same evening. In fact 
you can reinforce this by telling them that you hope they 
will enjoy the gift later.  
 
Having said your hello’s it’s now time to start working the 
room. Mingling with other guests is part of your 
responsibility as a guest and moreover these people 
represent as yet, un-mined lodes of valuable information. 
Do a quick check that your business cards are accessible 
and your right hand is free to greet other guests by looking 
them in the eye, smiling, shaking hands and giving your 
name. You are already aware of your likes and thoughts 
and what you hope to get out of this event but it’s just as 
important to learn what the other people like, think and 
perhaps need from you! Remember a conversation is a 
dialogue and an exchange between two or more people 
where all participants expect to be heard. In other words, 
don’t try to dominate a conversation and commit the 
cardinal error of not seeking other people’s thoughts and 
opinions. No-one likes a know-it- all and it’s astonishing 
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how quickly the communication opportunities dry up if one 
is tagged as an insensitive conversation hijacker.     
 
Asking great questions and showing interest in other 
people is a key skill as it immediately identifies you as an 
engaging and accomplished conversationalist. It is a 
fundamental fact that the subject people like to talk about 
the most is themselves and if we are talented in drawing 
people out it makes them feel great and, perhaps more 
importantly, makes us look good.  
 
If asking good and insightful questions is the most 
important conversational skill then listening is often seen 
as the most difficult. No one likes a ‘buttinski’! The best 
way to practice and improve your listening skills is to ask 
great questions, zip-the-lip and listen to the answers. It is 
also a fundamental fact that the more people talk the more 
we learn and that knowledge can very often open some 
very valuable doors into business opportunities.    
 
If there is a business prospect you particularly wish to 
engage in conversation (as per your overall strategy) note 
where they might be at any one time in the room and at the 
appropriate moment make your move. At this point 
conversational dynamics are important and it’s generally 
better to wait until your target is in a group of three before 
initiating contact. The reason for this is that there is 
generally one person in the group who is listening rather 
than speaking and you will not necessarily be interrupting a 
one-on-one dialogue. In fact it quite often provides a great 
opening for personal introductions and an opportunity to 
gently move towards your ultimate objective. The essence 
here is to be patient, wait for the right moment and then 
raise the subject you wish to discuss. It is unwise to jump 
right into a business related discussion, especially if the 
prevailing subject is non-business related, but exercise 
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but exercise patience and your turn will come.  
 
 
The DO’S and DON’TS of Making Great Conversation: 
 

·  Do make the effort to include everyone in the group in 
the conversation by asking questions and inviting 
opinions. 

·  Don’t get into private realms by asking personal 
questions or talking too much about yourself. 

·  Do stay current on industry and world events. 
·  Don’t stray into the sensitive areas of politics, religion, 

money or sexual orientation. 
·  Do recognize when you are starting to monopolize the 

conversation and bore the pants off people. The 
signs will be clear and we must learn to read them.  

·  Don’t use inappropriate or discriminatory language or 
tell off-colour jokes. 

·  Do recognize when it’s not the time to be talking 
business – be patient! 

·  Do reference mutual interests – they are great 
conversation openers. 

·  Do remember names by repeating them off a 
proffered business card. 

·  Don’t yawn, slouch, check your PDA, fidget, cross 
your arms etc.   

·  Do make eye contact, copy and mirror body language 
and listen actively. 

 
 Following Up: Always follow up with a thank-you note, 
card or letter of appreciation. This sends a strong message 
that you care and have taken the time to reflect and 
respond to your host’s courtesy in inviting you. 
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A thank-you note should be hand written, with a good 
fountain pen on good-quality stationery. The envelope 
should also be hand addressed using the same writing 
implement. If you are writing a letter of thanks to someone 
who has hosted a cocktail party in their own home the 
letter should be on your own personalized stationery or a 
good quality equivalent. 
  
TIP – Personalized stationery/thank-you cards can be 
purchased reasonably inexpensively at stores like 
Staples/Business Depot or Kinkos. 
 
 
Final Checklist:  
 

·  Research the venue and know how to get there 
 

·  Dress appropriately and take ample business cards  
 

·  Arrive on time & check your appearance 
 

·  Be mindful of your networking objectives  
 

·  Circulate, communicate and accumulate knowledge 
 

·  Always follow up and leverage contacts 
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