
p Proper 
Manner 

Presents 

Finishing the Fortune 500™ 
Corporate Protocol and Dining Skills Training 

to be held at the 

Ritz-Carlton, Boston 
August 20 th and Sep tember 10th 1997 

E n r o l l m e n t l imiccd to 3 0 pa r t i c ipan t s 

In today's fiercely competitive business arena, 

you'll need more than product knowledge to 

differentiate yourself from the pack. In order 

to outclass the compet i t ion , you mus t 

represent your company and present yourself 

with conf idence and authori ty. Top 

management knows and successful executives 

realize that diplomatic skills are equally as 

important as technical knowledge. Lack of 

these skills, even on the smallest level, can 

damage your image, your career, and 

ultimately the company. This seminar will 

provide you with crucial social skills you must 

possess to pe r fo rm at the highest level. 

Seminar Agenda: 

First Impressions: Conveying a Positive 
Image • Proper Introductions ' H a n d s h a k i n g • 
Grooming • Interpreting Dress Codes • Small Talk 

Meetings & Business Events: How to be 
Recognized as a Key Player • Advance 
Preparation • Making an Entrance • Working 
a Room • Conversation Skills 

Corpora te Protocol: Building a Team with 
Corporate Civility • Gender in the 
Workplace • Trends in Corporate Culture 
and Todays Sensitive Issues 

Formal Luncheon - Dining Skills Training: 
Silverware Savvy • Deciphering Complicated 
Table Settings • Top Ten Dining Skills • 
Difficult Foods • Silent Service Code • 
American and Continental Styles of Eating 

Business Entertaining: Considerate 
Host/Gracious Guest • Seating • Toasting • 
How to Handle Difficult Situations • Guest 
lists * What to Look for in the 
All-Important Interview Lunch. 

T h e Traveling Executive: How to Avoid the 
ugly American Label • Planes, Trains and 
Automobiles • Hotel Etiquette • The 
Traveling W o m a n • The International Guest 

T h e Power of the Wri t ten Word: Presenting 
a Polished Image on Paper • Executive's 
Stationery Wardrobe • W h e n to Send and 
How to Write Powerful and Proper Notes for 
a Variety of Situations 

To register or be put on ou r mailing list please call or fax: 

T h e Proper Manne r 
Post Off ice Box 98 • Hingham, Massachusetts 0 2 0 4 3 

800-960-1009 • J&x 617-749-1194 

Circle No. 209 on Reader Service Card 

TRAVEL SITES ON THE WEB 

Hotel Anywhere , http:/ /www.hote-
lanywhere.com, links to more than 
27,000 t ravel-related W e b sites, in-
cluding airlines, travel agents, online 
travel magazines , and travel-related 
Usenet groups. 

Visa ATM Loca to r , h t tp : / /v i sa . in -
fonow.net /usa .ht in l . Find an ATM 
anywhere in the United States. 

BizTravel.com, http://www.biztravel. 
com/V4/newhome.cfm. An all-inclu-
sive site that lets you book hotel and 
flight reservations, search for hotels 
and restaurants, check the weather at 

your destination, and get information 
on frequent-flier programs. 

Heal thy Flying, http:/ /www.flyana. 
c o m , w a s d e v e l o p e d by Diana 
Fairechild, an aviation and safety ana-
lyst. You' l l f ind i n fo rma t ion abou t 
h o w to deal with lost luggage, bad 
airline food, jet lag, and more. 

Au toP ilot, http://www.freetrip.com. 
A highway trip planning system that 
gives users personal ized itineraries 
for travel within the United States. 

MEETING PLANNING SITES 

I Meeting Planner's Guide to Profes-

GREEN MEETINGS 

Have you ever noticed the amount 
of re fuse alter a mee t ing or t rade 
show? The average trade show gen-
erates 10 tons of cardboard and one 
ton of p a p e r — p l u s m o u n t a i n s of 
a luminum cans, leftover food, and 
plastics. The next time you hold a 
meeting, no matter how small, try 
these green ideas to reduce your 
event's landfill contribution. 
» Ask, in your initial requests for 
proposals, about the facilities' recy-
cling programs. If there aren't any, 
ask the facility to provide details 
on local programs. 
I R e t h i n k your paper use. 
Can you cut back on the 
number of promot ional 
mailings? Can you sub-
stitute e-mail or an 800 
number for a mail-back 
r e g i s t r a t i o n card? 
Can you print some 1 
of your regis t ra t ion :; 
materials and programs 
o n recyc led p a p e r ? Can 
you reduce your print order to an 
accurate head count plus 5 percent? 
I Alert a t tendees to the fact that 
there 's a recycling program. Put a 
message in handouts or brochures, 
set up collection bins for cans and 
bottles, with separate bins for dis-
carded badges. 
I D o n a t e surplus food to a local 
food bank. Don't worry about lia-
bility because Good Samaritan laws 

in e v e r y state protec t good- fa i th 
donors from liability claims. Call the 
Professional Convent ion Manage-
ment Association's Network for the 
N e e d y at 2 0 5 / 8 2 3 - 7 2 6 2 fo r an 
agency in the city where your meet-
ing is he ld . T h e assoc ia t ion will 
g ive y o u a c o p y of t he G o o d 
Samaritan statute for that state and 
a sample of a hold-harmless clause. 
Or call Foodchain. in 119 cities in 
the United States and Canada, at 
800/845-3008. 
» Use giveaways made of recycled 

materials or that can be thrown 
a w a y ( s u c h as. e d i b l e o r 

p l a n t a b l e premi-
ums). Try Recycled 

Products Guide (400 
pages with 880 prod-

uct classifications): 
$205 for full text . 
$65 for a condensed 

ve r s ion . P h o n e 
800/267-0707. 

» I n f o r m e x h i b i t o r s that 
there is a use for all of the hundreds 
of leftover plastic totes or other un-
used premiums. Gifts In-Kind Inter-
na t iona l w o r k s w i t h s h o w man-
agers and associations to facilitate 
the donat ion of d iscarded exhibit 
goods to tens of thousands of chari-
ties worldwide. Donors qualify for 
tax deduct ions ; sh ipp ing charges 
are paid for by Gifts In-Kind. Call 
703/836-2121. 
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s ional Speake r s , h t tp: / /www.nsas-
peaker.org/free.htral. 
> MeetingForum, http://www.meet-
ingforum.com. A community of profes-
sionals from the meetings, travel, in-
cen t ive , and marke t i ng indus t r i es . 
Includes discussion groups, hotel data-
bases, and a private message center. 
» Even tSeeke r , h t t p : / / w w w . e v e n t 
seeker.com. Learn about business and 
r e c r e a t i o n e v e n t s t h r o u g h o u t t he 
world. 
» The Meeting and Event Planning 
Center , h t tp: / /www.eventp lanner . 
com/. Search for facilities, convention 
centers, and travel services, plus view 
facil i t ies a n d scen ic loca t ions right 
f r o m y o u r d e s k t o p w i t h A p p l e ' s 
Quicktime virtual reality tours. 
I T h e G u i d e to U n i q u e M e e t i n g 
Facilities, http://www.theguide.com. 
Includes retreat centers, convent ion 
centers, universities and colleges, and 

WHAT IT COSTS WHERE 

In scouting sites for your compa-
ny's next conference , it's impor-
tant to k n o w wha t s o m e basics 
are likely to cost . According to 
Business Travel News, h e r e ' s 
abou t wha t it costs per day for 
food , lodging, and car rental in 
five major U.S. cities: 

New York $356 
Washington $310 
Boston $266 
Chicago $261 
Philadelphia $252 

cultural and historical venues. 
I CyberExpo, http://www.cyberex-
po.com. A site w h e r e you can f ind 
out about upcoming conventions, ex-
pos, conferences, and trade shows. 

M A K I N G YOUR MEETINGS ACCESSIBLE 

Americans with disabilities make up 
17 percent of the population, the 
largest minority group in the United 
States. The Americans With Disabili-
ties Act specifies that people with dis-
abilities shall not be discriminated 
against in any place of public accom-
modation. Making meetings and con-
ferences accessible to disabled peo-
ple may require architectural 
revisions, but it may also only require 
common sense and communication. 
The following guidelines show how 
simple etiquette and sensible sugges-
tions can help accommodate people 
with disabilities. 
i Reserve seats next to electric out-
lets for people who need to use elec-
trical equipment. 
I Make sure anyone using a sign 
language interpreter sits in a direct 
line from the signer. 
i Discuss all specific needs of dis-
abled speakers beforehand. 
I Wheelchair users should sit wher-
ever they are comfortable, not neces-
sarily in the back of the meeting 
room. 
I Sit at eye level when speaking 
with a person in a wheelchair. 
> Speak directly to a person with a 
hearing impairment. Do not raise 

your voice or look down. 
t Let a disabled person tell you 
what he or she needs. Offer assis-
tance. but don't insist. 
I Speak directly to a person with 
the disability, not to his or her 
assistant. 

Although complying with the ADA 
is a legal necessity, the more difficult 
task is to understand the human is-
sues and learn to work with people 
whose lifestyles differ from your 
own. Many people feel uncomfort-
able around persons with disabilities. 
By emphasizing the human elements 
of ADA compliance, along with the 
meeting place facilities, organizations 
can take an investment opportunity 
offered by a previously untapped 
market of valuable resources. 

"Unless you're very fortunate." 
says Ciritta Park, deputy executive di-
rector of the Association on Higher 
Education and Disability, "there's 
something in your life that changes— 
hearing, vision, mobility. We are all 
temporarily able-bodied." 

If you have questions regarding 
the responsibilities of your confer-
ence to disabled attendees, contact 
an ADA specialist in the U.S. Justice 
Department at 800/514-0301. 

Gain a professional edge 

M . S . in Training & HRM 
by distance learning 

If you w o r k in t ra in ing or 11R. y o u can 

earn the degree y o u need to f u r t h e r y o u r 

c a r e e r wi thout t ak ing t ime oil Irom it. 

The campus comes to you 
• All c o u r s e ma te r i a l s a re p rov ided 

• T h e r e is no need to t ravel 

• C o m p l e t e y o u r d e g r e e th rough t w o 

y e a r s ol independent part- t ime s tudy 

• Receive ind iv idua l i zed as s i s t ance 

b y phone, fax. e-mail, or mail 

Argue your case upward 
Gain the skills and s ta tus to "a rgue y o u r 

case" to dec i s ion -make r s . T h e p rog ram 

will he lpyo t i e x p a n d y o u r p ro fess iona l 

role bv g iv ing y o u a s t r o n g k n o w l e d g e 

base in a r e a s s u c h as: 

m a n a g i n g c h a n g e • s t r a t eg i c H R M 

c o m p u t e r - b a s e d t r a i n i n g • d ivers i ty 

mul t ina t iona l s • adu l t l e a rn ing t h e o r y 

e m p l o y e e mot iva t ion a n d appra i sa l 

T Q M • managemen t development 

C o u r s e m a t e r i a l s l o c u s o n N o r t h 

A m e r i c a n H R a n d t r a i n i n g s y s t e m s 

wh i l e d r a w i n g c o m p a r i s o n s to H R D 

p r a c t i c e s in the U K , E u r o p e , and the 

As ia -Pac i f i c r eg ion . 

Le ices t e r Un ive r s i t y is an acc red i t ed 

Bri t ish inst i tut ion wi th more than 1000 

s t u d e n t s in over 20 c o u n t r i e s enro l led 

in i ts d i s t a n c e l e a r n i n g T r a i n i n g & 

H R M program. For b l i the r information: 

Leicester University M.S. in 
Training & HRM 
c/o I BE. Inc. 6921 Stockton Ave., Suite D 

El Cerri to. CA 94530 USA 

Toll-free phone 888-534-2378 

Fax 510-528-3555 • E-mail lu6@degree.net 
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