
 

 

 
 

 

 

11 
 

Contents 
INTRODUCTION 15 
CORPORATE DRESSING 17 
Formal Business wear 20 

Composition of a formal business suit 20 
Formals for Women 28 
Business wear (Informal and casual) 28 
Winter wear 32 
Traditional wear 33 
Jewellery and embellishments 34 
Tattoos 35 
Hair, beard and nails 35 
Personal hygiene 36 
Other points 36 
GENERAL DEPORTMENT 39 
Introduction 39 
Punctuality 39 
Meeting people 40 
Shaking hands 41 
Introducing yourself 42 
Asking about general welfare 43 
Making Introductions 44 
WORKSTATION ETHICS 47 
Looks of your workstation 47 
DESKTOPS 49 

Eating@workstation 50 
Drinks (coffee, water, soups, soft-drinks, beer) 51 
Listening to music 51 
Using office computers for personal gain 51 
Chat clients 52 
Meeting @ workstation (physical, telephonic or VoIP) 53 

DEALING WITH COLLEAGUES 55 
Visiting someone’s cabin 55 
Neutral behavior 56 
USING OFFICE VEHICLES AND PROTOCOL 57 

You are using a company vehicle occasionally 57 
Your company vehicle is given to you jointly with others to 
commute 58 
You are given a company car for personal use 58 
Special instructions for ladies 58 

USING COMMON FACILITIES 61 



 

 

 
 

 

 

 

COMMUNICATION ETIQUETTE 63 
General communication 63 
Face-to-face (f2f) communication 63 

Respecting Personal zone 64 
Email etiquette 64 

Using To, Cc and Bcc 64 
Subject 65 
Opening address 65 
Content and Format 65 
Spell-check 65 
Using e-Stationary 65 
Signature 65 
Replies 66 
Recalling 66 
Forwards & Unacceptable forwards 66 
Mail size awareness 66 

Using office telephones & Mobiles 67 
Setting ring tones: 67 
Attending incoming calls 67 
Making a call 68 
Ending a call 69 
Attending call-in-call 69 
Making a call on behalf of someone 70 
Differentiating between internal and external calls 71 
Personal Mobile phone etiquette 71 

Voice conference 71 
Video conference 73 
MEETINGS AND CONFERENCES 75 
Introduction 75 
Planning a meeting 75 
Foreseeing meeting requirements 75 
Booking meeting resources & invitations 76 
Attending a meeting (Organizer v/s invitee) 77 
Arriving and receiving 78 
Seating arrangement 78 
Starting a meeting 79 
Steering a meeting 80 

Making presentations 80 
Receiving calls during meetings 80 
Snacks/ beverages during meeting 81 
Closing a meeting 81 
Follow up 82 



 

 

 
 

 

 

13 
 

OFFICIAL PARTY ETIQUETTE 83 
Introduction 83 
Acting as a host or guest? 83 
Welcoming guests 83 
Making Introductions 83 
Looking after guests 83 
Smoking 84 
Drinking alcohol 84 
DINNER TABLE ETIQUETTE 86 
Informal dinners and Buffets 86 
Formal dinners 86 

Dressing for it 87 
How to be seated at a table 87 
Menu and ordering 88 
Introduction to cutlery 88 
Understanding Courses of a meal 90 
Eating manners 92 
Talking while eating 94 
Bidding good bye 94 

CONCLUSION 96 
STILL HAVEN’T FOUND WHAT YOU WERE LOOKING 
FOR? 97 
ABOUT THE AUTHOR 99 

 

 

 

 


