
 
INTRODUCTIONS/SEATING 

 Handshake 

 Enter chair from the left 

 Maintain good posture. 

 Sit up straight and hold arms near your body. 

 Keep elbows off the table, unless it is extremely noisy and you need to hear better. 

 Keep any personal items off the table (i.e. pagers, cell phones, wallets, purses.) 

 Remember to turn any ringing devices off before the meal.  

 

THE PROPER WAY TO USE A CLOTH NAPKIN 

 When seated 

 Remove the napkin from the table 

 Unfold it (gently) 

 Place it on your lap  

 In a formal setting, a napkin should be used for dabbing at the lips and should not get dirty. 

 The Proper Way to Use a Cloth Napkin (Cont.) 

 If you need to excuse yourself from the table during dinner, place the napkin loosely to the 
left side of the plate. 

 Do not get up during courses, only between courses. 

 Do not crumple the napkin, refold it or place it back into the napkin ring. 

 The Proper Way to Use a Cloth Napkin (Cont.) 

 When you are finished with the meal 

 Place the napkin loosely to the left of your plate. 

 You may place the napkin directly in front of you, if your plate has been removed. 

 Do not leave the napkin on you chair, it may indicate you were messy and needed to 
hide the evidence. 

ORDERING THE DRINKS 

 As a guest you may be the first one to reply to the server.   

 The host may preface the ordering by saying “I’m not having wine today, but please help 
yourself”. 

 Do not order more than one alcoholic drink. 

 When ordering a non-alcoholic drink, no explanation is necessary. 



 
 Ordering the Drinks (Cont.) 

Wine and Brandy 

 Wine is served at the beginning of the first course. 

 White wine is served in a thin glass. 

 Red wine is served in a goblet, but not to be confused with the water goblet.   

 Make sure to hold your wine glass properly. 

 White wine (chilled) is held by the stem. 

 Red wine is often held by the bowl. 

 The same is true for brandy. 

 Ordering the Drinks (Cont.) 
Coffee and Tea 

 Don’t add excessive amounts of cream and sugar. 

 Don’t swirl too vigorously. Gently stir with out banging the cup. 

 Don’t slurp. Sip silently. 

 Don’t blow on your coffee.  Stir the coffee with a spoon, or let it sit for a while. 

 Don’t leave your spoon in the cup, put it on the saucer.   

ORDERING THE MEAL 

 Be sensitive to cost when ordering (order mid-range items).   

 Do not order the most expensive meal, unless the host suggest he/she is having an 
expensive meal. 

 Do not order the least expensive meal, suggesting that the host cannot afford the meal.   

 Here are some helpful tips to remember when ordering a meal. 

 Don’t take lots of time deciding what to order. 

 If you have questions about the menu, ask the waitperson. 

 Order easy to eat food. 

 If you are unfamiliar with the type of food, it is okay to ask the waitperson their 
recommended specialties. 

USING YOUR UTENSILS 

 Start from the outside and work your way in towards the plate. 

 If someone next to you takes your utensil, ask the waitperson for another.  

 If you drop a utensil on the floor, ask the waitperson for another.  

THE PROPER WAY TO HOLD FLATWARE  



 
 The correct way to hold a fork and spoon. 

 Use the thumb and forefinger to hold the utensil. 

 The other fingers curl loosely behind the base. 

 Use the middle finger to support the utensil. 

 Do not hold the flatware in a fist.  

AMERICAN STYLE(ZIGZAG) 

 The knife begins in right hand.  

 The fork begins in left hand to secure the food being cut. 

 The knife is then placed across the plate. 

 The fork is transferred to the right hand. 

 The Proper Way to Use Cutlery (Knife & Fork Together) 

 The Proper Way to Use Cutlery (Knife & Fork together) 

EUROPEAN STYLE (CONTINENTAL) 

 The fork is held in the left hand to secure food being cut. 

 The knife is held in the right hand. 

 The knife is set across the plate. 

 The fork remains in the left hand, tines down.   

 The Proper Way to Use Cutlery (Knife & Fork Together) 

 Utensil Placement When You Are Finished Eating.  

 Place utensils in the center of the plate (11 & 5 o-clock) upon completion of the meal. 

 Fork tines down. 

 Knife blades facing in. 

THINGS TO REMEMBER WHEN USING FLATWARE 

 Once a utensil has been used, it should never touch the table again. 

 The knife rest on the plate, blade in. 

 Spoons should be placed on the saucer below.   

 No utensil should hang half-way off the plate.  

 Don’t wave flatware when talking. 

 Don’t lick your utensils. 

 If you do not use a particular utensil, leave it on the table. 



 
 When food is too difficult to get with a fork, a knife may be used as a pusher to assist the 

fork. 

HOW TO PROPERLY PASS 

 Do not reach for anything that requires stretching across your neighbor. 

 If it is out of reach, ask the person nearest to the item to pass it.   

 When passing items with handles, make sure the handle is facing the person you are passing 
it to. 

 How to Properly Pass  

 Pass food counter-clockwise (from left to right). 

 Salt and pepper shakers are passed together.  

 Set the shakers down on the table next to the person on your right. 

 Do not use the shakers until the person requesting them is finished.  

 The Proper Way to Eat Soup 

 Always spoon away from the table’s edge. 

 Catch the drip on the side of the bowl. 

 You may tilt the soup plate away from you, when the soup reaches the bottom. 

 Sip from the side of your soup spoon. 

 Do not put the entire spoon in your mouth. 

 Do not blow on hot soup. 

THE PROPER WAY TO EAT BREAD 

 Break your bread, rolls or muffins into small/moderate pieces before buttering or eating 
them. 

 Small biscuits do not have to be broken. 

 Bread sticks do not have to be broken, and can be buttered down one side.  

 Danish pastries should be cut into halves or quarters. 

HOW TO BUTTER THE BREAD 

 Always transfer butter on bread plate before applying it to your bread.  

 Even if butter is served in individually wrapped packets. 

 Spread the butter onto a small piece of bread. 



 
 Do not butter the whole piece of bread at once. 

 Exception: you may butter toast, muffins and warm biscuits all at once.  

 Buttering the bread should be done on the plate or just slightly above the plate. 

 Hold the bread with the thumb and forefinger when buttering. 

 When finished buttering a piece of bread, place the knife on the right side of the bread plate 
with the handle hanging off the edge.  

HOW TO PROPERLY EAT SALAD 

 If a salad fork is provided (the outermost fork),use it for salad only.  

 Cut large pieces of lettuce with fork or with both fork and knife. 

 Do not cut the whole salad up at once, rather one bite at a time. 

 If dressing is served on the side, be polite about mixing the salad. 

THE PROPER WAY TO EAT PASTA (TWO WAYS) 

 Take a few stands of pasta at a time. 

 Twirl them around the fork, holding the tines against the edge of your plate.   

 Hold fork in one hand and a large spoon in the other. 

 Take a few strands of pasta. 

 Twirl the fork’s tines into the spoon. 

THE PROPER WAY TO EAT CHICKEN 

 Separate the leg and wing at the joints with a fork and knife. 

 Use the fork to support the knife cutting the meat from the bone. 

 Only remove the meat that can be reached with a fork and knife. 

 Cut only two or three pieces at a time. 

HOW TO PROPERLY EAT CHOPS 

 First cut the “eye” or center of the chop from the bone, using a knife and fork.  

 Cut it into two or three manageable pieces. 

 You may use your hand to assist your knife, if a skirt is covering the bone. 

 Do not use your hand to pick up the chop. 

HOW TO PROPERLY EAT FISH 

 If provided, use your fish fork and knife. 

 If your fish is not filleted, ask the waiter to fillet it. 



 
 If you need to remove any bones from your mouth, use your thumb and forefinger and place 

them on your plate. 

THE ETIQUETTE OF DESSERT 

 When the main entrée is removed, you may bring your dessert fork and spoon down from 
the top. 

 The fork may be used for cake and pie, unless a la mode, then you may use both 
spoon and fork together. (fork is held in the right hand) 

 If cake it sitting up right, use your fork and spoon to lay is down sideways on plate. 

 Use a spoon for ice cream desserts. 

BASIC ETIQUETTE RULES TO FOLLOW 

 Take inedibles out the same way you put them in. 

 Get rid of gum in mouth before you sit down a the table. 

 Do not smoke at the table (only appropriate if everyone else is). 

 Do not talk with your mouth full. 

 Enjoy the conversation, as well as the food. 

 Keep pace with the rest of the table. 

  Do not rush through or make everyone wait for you to finish. 

 Do not ask for a left-over bag. 

 Always thank your host. 

 Do not try to pay for dinner, host pays for the meal. 

 


