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Introduction

Etiquette is a set of forms or manners established as acceptable by a society, and business etiquette is the application of those rules to a business setting.  Webster defines it as; “the rules and customs for polite social or professional behavior”.  Proper etiquette is a necessity, because it is an integral part of today’s business world.  It not only reflects on your own character, but also on your perception of others.  

What makes a business dinner a good case study in business etiquette? A recent study among executives revealed that 49% of them selected the dinner meeting as the setting during which their best deal was closed or made.  Golf was a distant second at 12%.  Proper etiquette during such a crucial business moment can make the difference between closing the deal, getting the job or promotion, closing a multi-million dollar contract, or losing the deal.  It plays a major role in today’s business world.

Fortunately for most, it is a skill that can be acquired, cultivated, exercised, and retained, via traditional means, such as a manual.  Though the continuous use of the skills learned with the manual, one will become comfortable with them and their application instinctive.

Objective

A universal standard across cultures, it unfortunately is not the same everywhere.  What is proper etiquette in one part of the world could be a faux pas in other parts of the world, making the possible scope of this manual gargantuan.  Our objective is to focus on the culturally accepted norms of behavior in Western culture, America to be precise.

The purpose of this guide is to inform the reader on how to use proper etiquette to his/her advantage in the workplace.  This guide focuses on two of the most important social aspects of the working world, the business luncheon and the business dinner.

We intend to instill in the reader the importance of proper business etiquette.  Our manual will impart lessons in a friendly and instructive manner that will make it easy for the reader to assimilate.

Proposed Topics

The first topic covered in this manual will be a brief reminder of overall manners and proper behavior that we have been taught since we were children.  We will then proceed to explain table-specific manners in a dinner setting and explain how table manners can be used as an advantage during a business social function.  The next topic will cover silverware and answer the questions of what, when, how and why of utensils.  The final two sections will cover posture and tipping.


Topics Covered

· Etiquette

· Brief History

· Basic Manners

· Before the Meal

· Attire

· Arrival

· Smalltalk

· Topics of Conversation

· What not to talk about

· Sitting

· During the Meal

· Silverware and their use

· Table-specific Manners

· Ordering Food

· Ordering Beverages

· Conversation

· Posture

· After the Meal

· Payment and Tipping

· Conversation

· Departure

Timeline

	Subject Matters
	                        Due Dates

	Proposal
	Oct. 15, 2003

	Research on Dinner Etiquette
	Oct. 20, 2003

	Propose Outline for Manual
	 Oct. 22, 2003

	Distribute Roles on Manual
	Oct. 22, 2003

	First Draft Review
	Oct. 27, 2003

	Final Revision of Drafts
	Nov. 5, 2003

	Final Arrangements
	Nov. 10, 2003

	Presentation
	Nov. 12, 2003


Closing Statement

Our manual will enhance any professional individual’s appearance in business dinners.  As team members that will indisputably benefit from the research  and work that will go into the creation of this manual, we are certain that we are capable of producing a manual that will serve as a guide for anyone interested in learning about professional etiquette during a business dinner.

Proper etiquette is viewed as an important part of making a good impression, and these visible signs are essential to any professional’s success.  With our manual, you will be sure to understand the basics of etiquette and professional conduct in these matters in no time.

