                                                    Arizona National Guard Family Readiness Program – Appendix P


CUSTOMS, COURTESIES, PROTOCOL AND ETIQUETTE

The military is an organization rich in tradition.  From the early camp followers to the diverse group of professionals and family members that we now have, various customs and courtesies have helped influence our way of life.

Traditions in the military have evolved through the years.  Many can be seen in the parades and ceremonies we attend. It is important to keep these traditions alive or we run the risk of losing them – and once lost it is very hard to revive them.  WE ARE MORE COMFORTABLE WITH AND ENJOY THESE TRADITIONS MORE WHEN WE KNOW WHAT TO DO WHEN.

The following is a compilation of information from a number of published sources to give you an overview of “what to do when”.  More information can be found in the books and publications listed at the end of this chapter.

If you have questions after reading the following information, please ask them.  The more you know and understand this subject the more comfortable you will be attending military functions and you can prevent embarrassing moments for you, your Guard member, your Guard member’s unit, the Guard, and your family.  We ask our Army and Air Guard members to meet the high standards of the Army and Air Force and we, too, should do that with our attention to military customs, courtesies, protocol, and etiquette.  We have a wonderful opportunity to help set the standard for proper observance of military customs, courtesies, protocol and etiquette.  WHEN WE DO THINGS PROPERLY OTHERS DO NOTICE AND ARE ENCOURAGED TO DO THE SAME.

1. Addressing Senior Ranking Officers.  Although it seems natural to say “Sir” or “Ma’am” to someone to whom your Guard member says this, it is more appropriate for a civilian to call him/her by name.  If you do not know or cannot remember his/her name, just smile and say hello.  At all social functions, the junior ranking military members and their spouses/guests should make an effort to talk, at least briefly, with those more senior and to any guest(s) of honor.  Do not wait for them to approach you first and do not let their rank intimidate you.  They will appreciate your thoughtfulness, good manners, and courtesy.

2. Award Ceremonies.  The military presents many levels of awards in recognition of service, achievement, or valor.  The actual ceremony can vary from an office gathering to a unit formation.  The basic elements of this ceremony include the reading of the official orders and the presentation and/or pinning on of the award.  The military promotes individuals in recognition of their ability to perform at a higher level.  The forum may vary, but the basic elements are the reading of the official promotion orders and the pinning on of the new rank.  Family and friends are invited to attend.  Promotion parties are separate, nonofficial functions and are at the discretion of the individual being promoted.  Promotion and award ceremonies are significant events in the lives of military members and their families.  These are both joyous and somewhat solemn occasions to which guests and family members are invited.  For informal ceremonies, often held indoors, chairs are usually provided and everyone is welcome to sit while waiting for the ceremony to begin.  As the presiding officer enters the room and is announced, everyone present should stand (including his/her spouse).  Later in the ceremony, as the award citation or promotion order is about to be read the announcement, 

“attention to orders”, will be made.  All military members immediately stand at attention.  CIVILIANS, OUT OF COURTESY, SHOULD STAND AS WELL, but may remain seated if they wish.  After the orders have been read the audience is seated.  For a promotion ceremony, the spouse (or designated person, such as, family member, friend, etc.) is usually invited to participate by pinning the new rank insignia on one shoulder (normally the left) while the presiding officer pins the new insignia on the right shoulder.  Comments, by the person being honored, follow and then a receiving line forms so that everyone can offer their congratulations.  For appropriate attire, see the Arizona Army/Air National Guard Uniform/Dress Guide at the end of this chapter.

3. Change of Command Ceremony.  The change of command ceremony is a clear, legal and symbolic passing of authority and responsibility from one commander to the next.  The official orders are read while the unit guidon (or colors) is passed from the outgoing commander to the incoming commander.  The senior noncommissioned officer also participates in the passing of the colors.  A reception is usually give at the conclusion of the ceremony.  (Note:  It is becoming increasingly commonplace for a change of responsibility ceremony to be conducted when the Command Sergeant Major or First Sergeant leaves a unit.)  At formal ceremonies, such as a change of command, the preamble, “attention to orders”, is usually omitted and all (including the military, in uniform) remain seated.

4. Coffees.  A coffee is an informal or casual function and may be held any time during the day or evening.  See the Uniform/Dress Guide for appropriate attire.

5. Dining In.  A “dining in” is a traditional, formal dinner only for military members of an organization or unit.

6. Dining Out.  A “dining out” is the same as a “dining in” with the exception that spouses and guests are invited to attend.  See the Uniform/Dress Guide for appropriate attire.

7. Uniform/Dress Guide.  The Arizona Army and Air Uniform/Dress Guide is a self-explanatory guide to inform you of the proper attire for any function or ceremony you will attend.  Referring to it will ensure knowing what to wear when.

8.  First in Line.  Since it is considered an honor to be first, the most senior person or couple present is accorded this honor.  They would be first in the receiving line; to go through any food service line (unless there is a guest of honor, who is not the senior person present, to whom they relinquish the honor of being first); and the first to leave a social function (except at free flowing events such as coffees, receptions, luncheons, and cocktail parties).

9.  Flag Etiquette and Rendering Honors.  Rendering honors means to stand quietly and respectfully.  When rendering honors to the flag, military persons in uniform give a salute.  If you are a civilian or in civilian clothing, stand at attention and place your right hand over your heart.  Honors are given to the Nation, to certain individuals, and to the uniformed services, often represented by a flag or song.  When in doubt, follow the lead of the senior officer or spouse present.  Specific examples of rendering honors for civilians are:

-Whenever the flag passes, stand at attention, place your hand over your heart just before the flag passes you and hold it there until the flag is by.  If this is a posting of the colors continue standing until the flag is posted.

-Whenever the National Anthem is played, stand at attention, and place your hand over your heart until the song has ended.

-Pledge of Allegiance - Stand at attention, place your hand over your heart and repeat the Pledge of Allegiance.

IMPORTANT NOTE:  It is helpful to teach children at an early age to show their respect by following the same procedure.  You might hold toddlers and encourage their response by holding their hand over their heart.  Another suggestion is - prior to the event, take time to explain to children what will happen so that they will understand and can fully participate.  When children see that flag ceremonies are important to you, they will learn to experience the same thrill too and will want to participate correctly.

10.  Hail and Farewells.  Hail and farewells are functions to welcome newcomers and to say good-bye to those who are leaving.  They can range from office get-togethers to formal events.  Spouses (and sometimes families) are invited.  See Uniform/Dress Guide for appropriate attire.

11.  Invitations.  WHEN RECEIVING AN INVITATION IT IS YOUR SOCIAL RESPONSIBILITY TO RESPOND TO IT WITHIN 24 – 48 HOURS.  The invitation will tell you in what manner to respond:


RSVP – indicates a response is expected.


Regrets Only – indicates you respond only if you cannot attend.

No Mode of Response Indicated – indicates it is not necessary to respond BUT THE THOUGHTFUL AND COURTEOUS THING TO DO IS TO RESPOND IF YOU CANNOT ATTEND.

Usually a phone number to call for responding is indicated on the invitation as well as a date by which to respond.  If no phone number is indicated, then a written note is expected and should be mailed to the host and/or hostess within 24 - 48 hours of receiving the invitation.  If you and your spouse or a guest are invited, please indicate, if accepting, if both or just one of you will be attending.  Your host/hostess needs to know how many guests to prepare for.  If no date is indicated, you should respond within 24 – 48 hours.  Whether you accept or regret the invitation is your decision, but it is your social responsibility to reply immediately.  A party is a gift the host and hostess give their guests – be gracious enough to respond PROMPTLY to the invitation.  See sample invitation at the end of this chapter.

IMPORTANT NOTE:  It is best NOT to assume your children are invited to a party or function unless their names or the words “and family” are on the invitation envelope.  However, at public events children are included.  It would be helpful to the children to take some time to educate them regarding the event so they can properly understand, participate, and enjoy the event. 

12. Parades.  Official marches and reviews may include military members, vehicles, a band,

and may be included as part of a change of command, an honors ceremony, a retreat ceremony, a retirement, or to observe a special holiday.  Certain areas will be reserved for

 invited guests, and additional seating may not be available for everyone.  These parades are official functions, and appropriate dress and behavior are expected.  See Uniform/Dress Guide for appropriate attire.

13.  Promotion Ceremonies.  See paragraph 2 – Awards Ceremonies.

14. Rank Among Spouses.  There is no rank among military spouses – only good manners.  It is very proper to show special respect to the spouses of senior officers and senior non-commissioned officers because of their position as the spouses of senior leaders.  You can demonstrate your respect by standing when they walk up to talk with you and by being respectful in your actions and manner of speaking to them.  Spouses of senior leaders should not “wear” their military spouse’s rank and/or position, but be gracious and friendly to everyone.

15. Receiving Lines.  At official functions ranging from a change of command to a unit social, you may be invited to greet the host, hostess, or guest of honor in a receiving line.  Your name(s) will first be given to the Aide or Adjutant at the beginning of the line.  From there, your name will be passed down the receiving line, but be sure to reintroduce yourself if there is a problem.  A handshake and a simple, cordial greeting are all that are appropriate.  Here are some more points to keep in mind:

a. Arrive on time; units, staff elements, and organizations sometimes go through the line together.

b. Do not shake the Aide’s/Adjutant’s hand.  He/she serves as the announcer and is not a member of the receiving line.

c. Receiving lines are for introductions and not for conversations, so keep your comments brief.

d. Do not eat, drink, or smoke in the receiving line.  (A small table may be provided to hold food and drinks as you go through the line).

e. Help keep the line moving – remember all those behind you are waiting.

f. When making introductions, be sensitive to hyphenated names and spouses with different names.

g. Except for receiving lines at the White House, Arizona Governor’s, diplomatic corps, and Air Force functions, the lady precedes the gentleman in line.

h. Every guest, except those actually in the receiving line, should go through the receiving line.

16.  Referring to Military Spouse.  Refer to your military spouse by his or her first name, or nickname, if that is what he/she is usually called; or “my husband” or “my wife”.  To refer to him/her as “COL Smith” or “The Colonel” might sound pretentious.

17.  Rendering Honors.  See paragraph 9 – Flag Etiquette.  
18.  Retirement Ceremonies.  A retirement ceremony recognizes a person’s years of service to his or her country and includes an official reading of the orders and presentations of certificates and awards.  Attendance at a retirement ceremony is a thoughtful way to show your appreciation for the person retiring.  Usually a reception for all attending follows the retirement ceremony.  See Uniform/Dress Guide for appropriate attire.

19. Retreat.  The retreat ceremony is held at the same time each evening, usually at 5:00 p.m., but the exact time may vary from post to post and base to base.  Unit formations, often including promotion or award ceremonies, may be held in conjunction with retreat.  However, at some installations, only personnel actually lowering the flag are present.  During the bugle call sounding retreat, the flag is lowered.  At some installations, a cannon is fired.  Then, the flag is folded and retired for the day.  Retreat has two bugle calls, “Retreat” and “To the Colors.”  “Retreat” is played first followed by “To the Colors.”  When outside and you hear “Retreat” played you must stop, face the flag or music (if flag is not visible) and render the proper honors as prescribed below:

a.  Military in uniform.  At first note of “Retreat” face the flag and assume the position of parade rest.  At the first note of “To the Colors” assume the position of attention and render a hand salute.  Hold salute until the last note is sounded or the flag has reached the bottom of the staff.  If the flagstaff is not visible, face the direction of the music, and render a hand salute at first note and order arms at last note.

b.  Civilians and Military (not in uniform).  At first note of “Retreat” face the flag or music.  At the first not of “To the Colors” come to a modified position of attention and place your hand over your heart until the last note is sounded or the flag has reached the bottom of the staff.  If you are wearing a hat, remove the hat, and place your hand over your heart with the hat over your left shoulder.  Do not place the hat over your heart.

20. Reveille.  The installation’s American flag is raised daily, usually at 6:00 a.m., while the bugle call “reveille” is played.  Everyone should stand quietly during this ceremony.  When outside and you hear “Reveille” played, or you observe the flag being raised, you must stop, face the flag or music (if flag is not visible) and render the proper honors as prescribed below:

a.  Military in uniform.  At first note of “Reveille” assume the position of attention and render a hand salute.  Hold salute until the last note is sounded or the flag has reached the top of the staff (which ever comes last).  If the flagstaff is not visible, face the direction of the music and render a hand salute at first note and order arms at last note.  (Note:  The Physical Fitness Uniform, as prescribed in Army Regulation (AR) 670-1 is considered a military uniform.)

b. Civilians and Military (not in uniform).  At first note of “Reveille” come to a

modified position of attention and place your hand over your heart until the last note is sounded or the flag has reached the top of the staff.  If you are wearing a hat, remove the hat and place your hand over your heart with the hat over your left shoulder.  Do not place the hat over your heart.

NOTE:  If you hear reveille or retreat being played and you are in a moving vehicle, you must stop.  (You can get out of the car if you want, but this is NOT MANDATORY for civilians.)  You should stand quietly, facing the direction of the flag, until the bugle stops playing.  

21.  Standing at Ceremonies.  Everyone is expected to stand when the senior officer walks into an official gathering or into an auditorium where he/she is to speak and is announced.  This includes military personnel, family members, civilians, and his/her spouse.  This is done as courtesy to the officer’s rank and position.

22.  Standing Ovations and Applauding.  If, during a function or ceremony, the group is applauding and/or giving a standing ovation, do the same even if it is your spouse receiving the applause and/or standing ovation.  To refrain from doing so looks as though you are accepting some of the group’s respect and/or appreciation that is being offered to another.  Some spouses refrain from applauding and/or standing from a misplaced sense of modesty.  It is a unique opportunity to publicly state that you, too, respect and appreciate your spouse.

23.  Table Etiquette.  At receptions, teas, coffees, and cocktail parties – any function where the food is offered buffet style – it is thoughtful of other guests for you to take a plate, fill it with food from the table, and MOVE AWAY from the table and TABLE AREA.  This makes the food accessible to all the guests.  Standing around the table grazing – eating from the serving platters – rather than filling a plate and moving away prevents other guests from being able to get to the food table.  It is okay to come back for more if you wish.

24.  Teas.  A tea is the most formal activity held during the day.  A tea usually takes place between 2:00 p.m. and 4:00 p.m.  It is an honor to be asked to “pour” the coffee or tea.  A formal pouring schedule is used.  See Uniform/Dress Guide for appropriate attire.

25. Thank You Notes.  It is always proper and gracious to write a thank you note to a host/hostess or for a gift or a kindness extended.  The best guideline is – when in doubt, 

write a note.  The courteous note is written the day after the event or receipt of a gift or kindness, or at most, within 48 hours.
26. Toasts.  Toasting is the ancient tradition of drinking together in honor of someone or some group in order to show respect or appreciation.  Current tradition indicates that spouses and guests will join military members in standing for each toast.  Again, follow the lead of the senior officer’s spouse.  There may be a reason for not standing - rickety platform, physical limitations of one guest, etc.  It is improper not to participate in a toast; however, it is perfectly acceptable to toast with a glass of water or other non-alcoholic beverage.  A touch of the glass to the lips satisfies the ceremony.

*If you are being toasted, remain seated, or be seated as quickly and quietly as possible.  After the toast is completed, raise your glass to the person proposing the toast as if to say, “Here’s to you, too.”

*If your spouse is being toasted, stand to honor him/her.  To refrain from doing so looks as though you are accepting some of the group’s respect and/or appreciation being offered to another.  Some spouses refrain from toasting their own spouse from a misplaced sense of modesty.  It is a unique opportunity to publicly state that you, too, respect and appreciate your spouse.

At most military functions where toasts will be offered you will receive a program listing the toasts and responses in order.

THERE ARE TWO IMPORTANT RULES TO TOASTING ETIQUETTE:

Rule Number 1:  Do as the Toastmaster (the one offering the toast) does.  Stand if he/she stands, remain seated if he/she remains seated.  Remain seated if you personally or as a member of a group are being toasted.  Always stand when the President of the United States is being toasted.

Rule Number 2:  Never drink a toast to yourself.  Remain seated during the toast, or if standing, be seated as quickly and quietly as possible, and acknowledge the honor of a toast with a smile and a slight bowing of the head.  After the toast is completed, raise your glass to the person proposing the toast as if to say, “Here’s to you, too.”
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                                                       REFERENCE MATERIAL

1. Service Etiquette, 4th Edition, by Oretha Swartz.

2. The Army Wife Handbook, 2nd Edition, by Ann Crossley and Carol Keller.

3. The Air Force Wife Handbook, by Ann Crossley and Carol Keller.

4. The U.S. Army Family Team Building Course Notebook. 
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The Adjutant General of Arizona and Mrs. Rataczak

Request the pleasure of your company

at a reception

on Saturday, the twenty-first of June

from half after two until four o'clock

7618 South Oak Street

Tempe, Arizona  85008-3495










Dress:





RSVP by 5 June                             

Civilian: Informal





602/267-2593                                 

Army: Army Blue with










Four-In-Hand Tie

           
                                                                      


Air Force: Service Dress


ARIZONA ARMY NATIONAL GUARD UNIFORM/DRESS GUIDE

Invitation

States
THE FUNCTION IS
ARMY
CIVILIAN MALE

(see Note 9)
CIVILIAN FEMALE
NOTES

Casual
Conference icebreakers,

picnics, barbecues, dinner with friends, dinner at causal restaurant, coffees, committee meetings
Civilian open collar shirt or sweater with sports jacket (depending on the occasion, sports jacket may be optional, 

see note 1)
Civilian open collar shirt or sweater with sports jacket (depending on the 

occasion, sports jacket may be optional, see note 1)
Casual slacks/skirt with 

blouse or sweater, casual dress


Casual means “no tie”.  If the host and hostess desire their guests less dressy than open collar shirt and sports jacket, they should specify so on the invitation.  If in doubt, ask the host/hostess what they plan to wear.

Duty Uniform
Ceremonies, parades, reviews, official visits of civilian dignitaries, change of command, funerals
BDUs, Flight Suit, Class B, Army Green (Class A) or Army Blue w/ 

four in hand tie, see notes 2, 3, 5, and 8
Coat and Tie
Nice pants suit, dress

 slacks outfit, church dress, afternoon dress / suit (dressy dress / suit)
The time of day of the function determines the dress for civilian females.

Informal
Parties, dinner at a restaurant, dinner at boss’s house, Hail and Farewells, most group and/or conference functions, brunches, coffees, luncheons, teas, receptions, cocktail 

parties / buffets
Army Green (Class A) or Army Blue w/four in hand tie, see notes 2, 4, 5, and 8
Coat & Tie before 6 pm, dark business suit after 6 pm
Depending on time of function: dress slacks outfit, church dress, afternoon dress / suit (dressy dress / suit), cocktail dress (usually the later the hour, the more formal the dress)
Military personnel in uniform may wear less formal attire than specified, but not more formal (i.e. Army Blue in lieu of Army Blue/White Mess).  Long dresses are seldom worn to functions that being before retreat (5 pm).

Semi-formal
Not used form military functions or on military invitations, but is used occasionally for civilian functions (i.e. civic or social functions)
Army Green (Class A) or Army Blue w/four in hand tie, see notes  2, 4, 5, 6 and 8
Dark business suit
Cocktail dress
“Semiformal” is an outdated term.  Historically it meant “Black Tie” and “Formal” meant “White Tie”. Now there is no “term” for “White Tie” and “Formal” means “Black Tie”.

Formal 

Or

Black Tie
Dining-ins, dining-outs, military or social balls, social functions of general or official nature
Army Blue w/bow tie, see notes, 2, 4, 5, and 6; Army Blue/White Mess, see notes 2, 5, and 8
Dinner jacket/tuxedo
Tea length, long or short evening gown
Military personnel in uniform may wear less formal attire than specified, but not more formal (i.e. Army Blue in lieu of Army Blue/White Mess.

White Tie
Official or social formal evening functions.  After 6 pm only.
Army Evening Dress (Army Blue/ White Mess, white full dress shirt  with wing collar, white vest, and wing bow tie) see notes 7 and 8
Tail coat
Long evening gown or ball gown
White tie formal events are rare.  If in doubt what to wear, ask the host/hostess if it is a white or black tie function.

Notes:

1. If there is any doubt as to what dress is appropriate, ask host  / hostess what they plan to wear.

2. Female personnel wear the neck tab where four in hand tie is specified.

3. The minimum appropriate uniform for funerals is Army Greens (Class A).  Personnel involved in a funeral detail should wear white gloves.  The appropriate level of command may specify that Army Blues be worn in lieu of Army Greens

4. No headgear is required with the Army Blues after retreat.

5. The four in hand tie is worn with the Army Blues at functions that begin in the afternoon and before the hour of retreat.

6. For Army NCOs and enlisted, the Army Blues are preferred, but they may wear the Army Greens with white shirt and bow tie.

7. The Army Blues with bow tie are not acceptable.

8. The “Army Blues” are commonly miscalled “Dress Blues” and the “Army Blue Mess” is commonly miscalled ”Army Mess Dress” or “Mess Dress”.

9. If no military dress is specified, civilian dress is assumed.

Proper invitations help guests clarify appropriate dress for each function.  (See attached invitation example).

For clarification, contact Protocol in the Chief of Staff’s office, Arizona National Guard Headquarters, Phoenix, Arizona.

ARIZONA AIR NATIONAL GUARD UNIFORM/DRESS GUIDE

Invitation

States
THE FUNCTION IS
AIR FORCE
CIVILIAN MALE

(see Note 9)
CIVILIAN FEMALE
NOTES

Casual
Conference icebreakers,

picnics, barbecues, dinner with friends, dinner at causal restaurant, coffees, committee meetings
Civilian open collar shirt or sweater with sports jacket (depending on the occasion, sports jacket may be 

optional, see note 1)
Civilian open collar 

shirt or sweater 

sports jacket 

(depending on the 

occasion, sports 

jacket may be 

optional, see note 1)
Casual slacks/skirt with 

blouse or sweater, casual dress


Casual means “no tie”.  If the host and hostess desire their guests less dressy than open collar shirt and sports jacket, they should specify so on the invitation.  If in doubt, ask the host/hostess what they plan to wear.

Duty Uniform
Ceremonies, parades, reviews, official visits of civilian dignitaries, change of command, funerals
BDUs, Flight Suit, Short 

Sleeve Open Collar, Long 

Sleeve with tie/tab, or 

Service Dress, see note 2
Coat & Tie
Nice pants suit, dress

 slacks outfit, church dress, afternoon dress / suit (dressy dress / suit)
The time of day of the function determines the dress for civilian females.

Informal
Parties, dinner at a restaurant, dinner at boss’s house, Hail and Farewells, most group and/or conference functions, brunches, coffees, luncheons, teas, receptions, cocktail parties / buffets
Service Dress
Coat & Tie before 6 pm, dark business suit after 6 pm
Depending on time of function: dress slacks outfit, 

Church dress, afternoon dress / suit (dressy dress / suit), cocktail dress (usually the later the hour, the more formal the dress)
Military personnel in uniform may wear less formal attire than specified, but not more formal.  Long dresses are seldom worn to functions that being before retreat (5 pm).

Semi-formal
Not used form military functions or on military invitations, but is used occasionally for civilian functions (i.e. civic or social functions)
Service Dress
Dark business suit
Cocktail dress
“Semiformal” is an outdated term.  Historically it meant “Black Tie” and “Formal” meant “White Tie”. Now there is no “term” for “White Tie” and “Formal” means “Black Tie”.

Formal

Or

Black Tie
Dining-ins, dining-outs, military or social balls, social functions of general or official nature
Service Dress with white 

shirt and bow tie, Mess Dress, see note 3
Dinner jacket/tuxedo
Tea length, long or short evening gown
Military personnel in uniform may wear less formal attire than specified, but not more formal.

White Tie
Official or social formal evening functions.  

After 6 pm only.
Mess Dress
Tail coat
Long evening gown or ball gown
White tie formal events are rare.  If in doubt what to wear, ask the host/hostess if it is a white or black tie function.

Notes:

1.  If there is any doubt as to what dress is appropriate, ask host  / hostess what they plan to wear.

2. The minimum appropriate uniform for funerals is Service Dress.  Personnel involved in a funeral detail should wear white gloves.

3. For Air Force NCOs and enlisted, Mess Dress is preferred, but they may wear the Service Dress with white shirt and bow tie.

4. If no military dress is specified, civilian dress is assumed.

Proper invitations help guests clarify appropriate dress for each function.  (See attached invitation example).

For clarification, contact Protocol in the Chief of Staff’s office, Arizona National Guard Headquarters, Phoenix, Arizona.

TIPS ON MEETING PEOPLE

     People Are Important

FIRST IMPRESSIONS

1.  Introduce yourself.

     a.  Remember to smile.

     b.  Make eye contact.

2.  Offer your hand.

     a.  Give a nice, firm handshake.

    b.  Put your thumb V in his or hers.

LEARNING NAMES:  TIPS TO REMEMBER

1.  Repeat a person’s name upon meeting him or her.  If you do not understand a name, ask that it be repeated to assist you in recall.

2.  Visualize the name written.

3.  Make an association-for instance, a positive adjective.

4.  Remember the sound, especially the first syllable.

5.  Concentrate on the name until you can write it down.  Keeping a notebook can help.

6.  Repeat the name.  Use the name in conversation.

GETTING TO KNOW YOU

HOW TO MEET PEOPLE AT A FUNCTION

1.  Ask someone to come with you to the party and decide in advance which subjects you would feel comfortable talking about.

2.  Take the initiative and meet people at the function by introducing yourself.  This demonstrates your self-confidence and willingness to be outgoing.
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ELEVEN OF THE MOST COMMON MISTAKES IN CONVERSING

1.  Lacking self-confidence and acting rejected.

2.  Using defensive body language such as standoffish posture

3.  Failing to initiate conversation or be the first to say hello; sitting quietly while others talk.

4.  Drilling another person with brief questions as if you were fact-finding or intentionally invading someone’s privacy.

5.  Responding briefly to questions as if your thoughts were one- and two-word answers.

6.  Failing to interact with the person you are talking with by not asking questions that would allow him or her to contribute to the conversation.

7.  Interacting sporadically.

8.  Starting a conversation with a stranger yet failing to introduce yourself.

9.  Becoming petty about details as if you were an expert.

10.  Criticizing each aspect of what another is saying or what you hear others discussing.

11. Being loud and bringing attention to your importance.
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THIS IS A SAMPLE OF A CORRECTLY WRITTEN INVITATION, WHICH INFORMS THE RECIPIENT OF ALL THE PERTINENT INFORMATION REGARDING THE FUNCTION.
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IMPORTANT NOTE:  When meeting and talking with people, be yourself, be natural, be gracious, courteous, kind, genteel, friendly, engaged, interested, and SMILE!  Doing this you will be fine!








P-15

_1016968256.doc
[image: image1.png]






_946441978

