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Why do you need etiquette?

ÁInterviewing

ÁBusiness lunches

ÁCompany dinners

ÁAward dinners
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The Business Meal

ÁEstablish and strengthen business bonds

Á Impress potential clients or investors

ÁEvaluate prospective employees

ÁDiscuss a raise, promotion or new position
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A good rule of thumb to indicate which 

water glass and bread plate are yours is: 

ñliquids to your right and solids to your leftò.

True ïalways
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Networking Donôts

ÁGo for the free food and drinks

ÁPass out lengthy brochures or materials 

ÁPressure someone into something ïlike getting 
you a job
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Networking Doôs

ÁIdentify and develop relationships with people 

who can add value to you or your organization

ÁDevelop a strategy of giving, sharing and 
receiving information

ÁFind a way to achieve mutual goals & objectives
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Networking & Alcohol

Be aware of é

ÁWhatôs appropriate

ÁLunch vs. Dinner

ÁProfessional Event vs. Social Event

ÁCompany or organization guidelines

ÁYour role

ÁUnintentionally pressuring others
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Conversations

ÁEye contact

ÁñOpenò body language

ÁPolite entrance

ÁRemembering names

ÁPolite exit
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Nametags
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Names tag are a must at a large event or 

an event where you will be meeting new 

people.

Always wear your nametag on the right 

side.  As you shake hands with someone 

their eyes naturally travel from your hand, 

up your arm, to your nametag.
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Keeping Your Nerves to Yourself

ÁCotton mouth - bite down on the side 

of your mouth to create some saliva.

ÁHands ïhang loose!  Donôt put 

them in your pockets, behind your 

back or cross your arms.

ÁSweats ïremember to wear 

deodorant, bring a fresh shirt to change 

into before the event if necessary.  If 

your hands are sweaty, discretely wipe 

them on your trousers/skirt before 

shaking hands
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A Good Handshake

ÁHands meet at the webbing

ÁOne or two pumps

ÁFirm but not too hard

ÁMake good eye contact
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