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INTRODUCTION

Smce the cave-man era, manners have been based on one principle
only—consideration for the other fellow. Customs that have come
down through the ages have naturally been modified as our ways
of living have changed, but the reasons behind it all haven't.

We don’t eat with our fingers or pick our teeth in public because
it is unsightly to the beholder. We leamn to observe the everyday
courtesies, the “thank you’s” and the “pleases,” and to follow the
easy rules that make our daily contacts with others more pleasant
for them, and, incidentally, ourselves.

“Minding our manners” need not be an unpleasant chore. Learn
a few simple rules, be thoughtful toward others, and you can’t go
wrong.

This book is written to help you accomplish relaxed, easy

manners in your everyday way of life. It is designed for today’s
families. It is concerned with the amenities of everyday living, and
includes the more formal observances that mark the special events
that come into all our lives, from birth to death. The questions, and
their answers, are geared to the life of the average family as
lived today. The “do’s” and “do nots” are presented with one idea
in mind: To bring the assurance and poise that come from not
only knowing WHAT to do—but what NOT to do.

To those who pretend to disdain the accepted customs in dealing
with others, I might point out that to cultivate good manners is
actually being selfish in the best sense of the word. Like bread
cast upon the waters, “minding your manners” with ease and
thoughtfulness will come back to you twofold in the respect and
friendship that will be received from all with whom you come in
contact.

CarnoLyN HAGNER SHAW



MODERN MANNERS:
ETIQUETTE FOR ALL OCCASIONS



FACTS OF LIFE

FACTS OF LIFE — ENGAGEMENTS

Should a man obtain permission from the father of the girl before
presenting his hand and heart to the young lady herself?

In years gone by, yes. Today, no. Now a couple usually makes
the decision on their own before announcing it to their respective
parents (as if they hadn’t already guessed!). After this, it is the
considerate man who has a conference with his fancée’s dad to
discuss his own background and plans for the future. At

What is expected of the parents of the couple?

If the parents of the man live in the same city as those of the girl,
they should call immediately, within three days if possible, on the
girl and her parents. By all means the mother, at least, should
definitely do so. Should they live in another city, a letter, usually
from the mother of the man, should be written to the girl to
welcome her into their family.

Is anything expected of the couple before the formal announce-
ment of the engagement?

Yes. A few days before the formal announcement is made, the
couple should call or write all close relatives and any intimate
friends, telling them the glad tidings.

ReMINDER: Don’t forget to mention that they should not give
away the secret before it is announced publicly.

15
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. re-
Xs it & hard-and-fast rule that an engagement ring mus:gbe P
sented to the bride to be before the formal announcement?

inl
Goodness, no! Many a young couple cannot afford, and f:erta:;xi s}z
do not need, such a material expression of their love. It is a

i i is nice
taken idea that a ring must be given to plight :the troth, It{fl:rd ©
if it can be done, but if it can’t, better wait until you can al

When should the formal announcement be made?

i n six
It is wise, as life is rather uncertain, never to do so more:lzha o
months before the wedding is to take place, never less than

months. The ideal time is three or four months before the cere-

mony. Except in unusual circumstances, long engagements should
be avoided.

Is it proper to issue a printed or engraved announcement?

Never. A personal note to relatives and close friends may be
written before the formal announcement in the newspapers, but
never any engraved or printed announcement beforehand or after-
ward,

What procedure is followed when issuing the announcement?
Do not telephone to the newspapers. Always write, preferably

on a typewriter, to avoid mistakes, The date you wish it to appear
should be carefully indicated,

EXAMPLE: “For release, Sunday, September 3.”

The same date is given to all newspapers, A photograph of the
Prospective bride may or may not accompany the story. Some
newspapers do not use engagement photographs,

Who makes this announcement?

The parents or relatives of the girl, never those of the man or

any of his relatives,

‘What information should the announcement contajn?
EXAMPLE: “Mr, and Mys, John Richarg Green announce the
engagement of their daugh

ter, Elizabeth Mary, to Mr, James

16



FACTS OF LIFE — ENGAGEMENTS

Philip Gray, son of Mr. and Mrs. Albert James Gray " Pertinent
facts relative to the background of both families may be included,
as well as a brief résumé of the schools attended by the couple, and
if the man has had a military service this may also be mentioned.
If the date of the wedding has already been decided, if it is not
more than four months away, it should be included in the an-
nouncement of the engagement. If more than four months, a later
announcement of the date should be sent to the newspapers.

If there are complicated relationships in the girl's family, who
makes the announcement under those conditions?

If one parent is deceased, the survivor does so, mentioning that
she is the daughter of the late Mr. or Mrs. So-and-So. If both par-
ents are deceased, the nearest relative—an aunt, uncle, older sister,
brother, cousin, or guardian. If alone in the world, the girl herself
may announce the engagement.

EXAMPLE: “Miss Mary Ann Powell, daughter of the late Mr. and
Mrs, James Lincoln Powell, announces her engagement to,” ete.

When parents are separated but not divorced, if amicable de-
cision can be reached—and it should be—they would announce it
jointly. If not, the parent with whom the girl lives should do so.
If parents are divorced, and neither has remarried, the one with
whom the girl makes her home.

EXAMPLE: “Mrs. Warren Smith announces the engagement of
her daughter,” etc.

It should be mentioned in the article that Miss Smith is the
daughter of Mr. John Samuel Smith.

If parents are divorced, and one or more has remarried, again in
this case the one with whom the girl lives.

EXAMPLE: “Mr. and Mrs. Nelson John Brown announce the en-

gagement of her daughter, Alice May Terry, to,” etc.

You will note that the bride’s surname has been used in this case,

as it is different now from that of her mother, and also in this
announcement should be included that Miss Terry is the daughter

17



MODERN MANNERS: ETIQUETTE FOR ALL OCCASIONS

of Mr. George Terry. 1f Dad is making the announcement and
Mother has remarried, it would be “Miss Terry is the daughter of
Mrs. Nelson John Brown.”

When a widow remarries, is it proper for the engagement to be
announced?

Age comes into this. 1f she s young, say under thirty-five years of
age, an announcement may properly be made by her parents, as
follows:

“Mr. and Mrs. Robert John Dean announce the engagement of
their daughter, Mrs. Rebecca Dean Brown, to,” ete.

It may be mentioned that Mrs. Brown is the widow of Mr. John
Francis Brown, if she wishes to do so. Should she be more than
thirty-five, a formal announcement of the engagement is usually
notmade, When the wedding takes place, an announcement should
then be sent to the newspapers, and an engraved announcement

mailed to the relatives and friends on the day the ceremony takes
place,

1f the girl has been adopted, should this fact be mentioned when
ing her t?
4

Not if, when the child was adopted, the couple legally gave her
their surname and brought her up as their own. Mentioning that
she is adopted is certainly not necessary and is in bad taste. The
announcement should be made as for any daughter. Only in the
case where the child has not assumed the surname of those who
adopted her (and this is rare) is it necessary to clarify, The word-
ing would then be, “Mr. and Mus. Henry John Green announce
the engagement of their adopted daughter, Phyllis Smith, to,” ete.
Is an engagement announcement party a “must”?

No. Itis entirely up to the individual, If a party is given, however,
it should be before the formal announcement to the ne’ws a erS,
and is usually held o day or two ahead of this. pE
What forms of entertainment are best?

Usually on the informal side. It may take the form of a luncheon

18



FACTS OF LIFE ~ ENGAGEMENTS

late-afternoon get-together, dinner, buffet supper, or an evening
party.
‘Who should be invited?

Members of both families.

remMiNpER: Don't forget to include all of the members of the
family of the bridegroom to be. Not to do so can start everything

off on the wrong foot! Then, of course, close friends of the couple
are included.

How should invitations be issued?

If the group is to be small, a telephone call is the easiest way.
For a larger group, a short note may be written by either the bride
or her mother. Care must be taken in both cases not to give away

the reason for the party, or your big secret will be a surprise to
0 one.

How should the news be broken to the assembled guests? And by
whom?

No rules govern this. Do, however, guard against overstepping
the bounds of good taste by being too facetious or “clever” in the
mode of announcement. Table decorations may tell the news and
the father of the girl should propose a toast such as, for example,
“To my Janie and Dick Phillips. May great happiness be theirs.”

How do guests congratulate the couple?
Express wishes for future happiness to the girl—never congrat—'
ulate her] The gentieman is the recipient of the congratulations. j

Is it necessary to take a gift to such a party?

No. After all, when you attend the party, you are not supposed
to know it is the announcement of an engagement. Therefore, why
should you take a gift?

After the engagement is known, is a gift from relatives and close
friends considered obligatory?

No. It is entirely up to the individual whether or not he will
present a gift. Usually it is not done.
19



AMODERN MANNERS: ETIQUETTE FOR ALL OCCASIONS
Who may properly give a bridal shower?

Never, under any circumstances, should a relative (close or far
away) of either the bride or the bridegroom ever entertain at a
shower for the girl, rEasoN: relatives should not invite guests (who
are expected to bring gifts) when the recipient is one of their own.

Any close feminine friend, often one of those who will attend the
bride on her wedding day, should be hostess.

What form does such an affair take?

Any type of informal get-together, as in the case of the engage-

ment party. Every effort is usually made to make it a surprise for
the bride to be.

How do you send ont invitations to a party of this type?

The hostess may either telephone or write a note. It should be
stated whether it is to be a general gift party or one of a specific
kind, such as lingerie and linen, or maybe silver, or kitchenware.
Must each guest bring a gift?

Definitely yes. It need not be expensive, but it is a “must.”

1f invited to several showers for the same bride, must one take
gifts to each?

If you want to go to all of the showers you're invited to, one gift,
the first one, can be as important as you care to make it; later
glfts. may be “token” gifts, suitable to the kind of shower but
costing as Little as $1.00. If you don’t attend, send a gift or not as
you wish; a regret to the hastess is sufficient.

Are men ever included in showers?

Us‘ually not. If the party is in the evening, the men may be asked
to join the girls after the gifts have been opened.

Are showers given for the second-time bride?

Not usually. No rule against it, though.

If a formal of an

gag has been made and

20



FACTS OF LIFE — ENGAGEMENTS

the couple decide Jater that marriage just wouldn't work for them,
what then?

If the engagement is broken before the wedding invitations go
out, the less said the better. No formal notice in the newspapers
is necessary, Quietly telling family and friends is sufficient. No
details, either. That's the couple’s business. Only the most heartless
person will infringe by asking the whys and wherefores.

Xf wedding invitations have gone out before the engagement is
broken, how can those invited be notified?

A small engraved card should be sent to all those to whom in-
vitations were sent. The wording on the card would be as follows:
“Mr. and Mrs. John Henry Brown announce that the marriage of
their daughter, Mary Ann, to Mr. David William Gray, will not
take place.”

An announcement using the same wording may be sent to the
_society department of the.newspapers. This, however, is not neces-
sary, "and is advised against.

Should any shower or wedding gifts that have been received be
returned to the donors?

Yes. Immediately. A short handwritten note, written by the girl,
should accompany each one. It is only necessary to express apprecia-
tion of the thought, and the bare statement that the wedding is not
going to take place is all that has to be said. No detziled explana-
tion should ever be gone into, as it is extremely bad taste.

FACTS OF LIFE — WEDDINGS

What is the difference between the formal, semi-formal, and in-
formal wedding?

21
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The first is more elaborately and expensively planned in all
details than any other wedding. The bride always wears a formal
wedding gown, with a veil and a train.

The semi-formal follows much the same pattern, only on 2 less
elaborate and expensive scale. The bride may wear the formal

gown with veil and train, or one of ballerina length with a veil,

but of course no train. .
The informal limits the guests to a fairly small group of relatives
and friends, and the bride is attired in an afternoon gown or suit.

What is the first step when planning a wedding?

The family of the bride must decide the type of wedding it is to
be, based, of course, on what the budget will stand. The following
will help make this decision.

‘Who pays for what?

The bride’s troussean is a tradition stemming from the olden
days when the bride carried a “trusse” or “little bundle” with her
when she went to the home of her new husband. This was the age
of marriage by purchase when the bridegroom bought his bride
from her father. Today Dad still pays: for the invitations and the
preparation for their mailing; all floral decorations, either in the
church or the home and wherever the reception is held; the bride’s
bouquet (the bridegroom may pay for this if he wishes); the
bridesmaids’ bouquets and a gift to each; church expenses, in-
cluding the aisle canvas, canopy, music, and the sexton; transporta~
tion of bridal party to and from church; the wedding breakfast or
reception in its entirety. The bridegroom never should pay any of
these expenses under any circumstances.

What does the bridegroom pay for?

The bridegroom is virtually a guest at his own wedding,
Heis enly responsible for the following:

) He pays for the wedding ring(as it is an unending circle, this
ting h.as symbolized a marriage for etemity ever since the
Egyptians started the custom centuries ago. So whether it costs

22



FACTS OF LIFE — WEDDINGS

$5.00 or $500, this is really a “must,” but note that if it is a double-
ring ceremony, the bride pays for her bridegroom’s ring); the mar-
riage license, a gift for the bride, always for her personal adorn-
ment; the bride’s bouquet (if he wishes); boutonniéres for himself,
best man, and ushers; a going-away corsage for his bride, and one
for each mother; gloves and ties for the best man and ushers, and a
gift for each; any hotel bills incurred by them while serving him
at the wedding; his bachelor dinner if any; the clergyman’s fee
($10.00 bei.hg considered the minimum—very minimum}).

Granted this is the time to splurge a little, going beyond your
means won’t make the marriage any happier. A wedding built
around gracious simplicity can be a treasured memory just as
much, if not more so, as one planned in the grand manner andona
large scale.

Careful planning can keep expenses from getting out of hand,
and at the same time “the big day” can be a perfect one, with no
pinching of pennies afterward to pay forit.

‘What are the next steps?

Now that the family council has decided into which category
their wedding plans will fall, here are a few hints about how to
get started.

They are based on a formal church wedding, A few variations
necessarily occur here and there for the semi-formal and informal
ceremonies. Remember, however, that traditions remain the same
for all. (Most of the following applies to weddings in the home
also.)

1. Select the date, hour, and place for the ceremony.

2. Immediately contact your religious advisor, ascertaining that
the day and time of the ceremony (and don't forget the rehearsal)
which you have chosen will not conflict with other commitments
he may have.

3. Do the same with the caterer. Wherever the reception is to be
held—in the home, a hotel, or club—reservations must be made,
and then the menu decided upon.

23
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4. Tell the florist when you will need decorations and bouquets.

5. These four important details dovetailed, now buckle down
to the guest list. Get those invitations ready. Remember: They
must be mailed at least three weeks (preferably four weeks)
before the wedding.

6. If you wish a portrait photographer for the bridal pictures,
make arrangements with him well ahead of time.

7. As the fateful day draws near, notify the caterer of the ap-
proximate number of expected guests at the reception, the menu
having been decided on. Remember he's got to know how many
mouths he has to feed and how much liquid refreshment will be
necessary. Double check with the florist on your selections for the
bouquets and the church and reception decorations. (Be sure he
knows the time the bouquets should be at the church—at least an
hour before the ceremony.)

8. Make the decision about music to be played by the organist
and pass it on to him,

9. Last-minute talk about details with the church sexton.

10. Make sure enough limousines are ordered to convey the
bridal party from your home to the church and to the place where
the reception will be held. Have their time schedule down pat.
(Should the budget not stretch to the rather expensive hiring of
limousines and their drivers, friends may be asked to fill in, using
their own cars. However, it is suggested that the bride and her
father and mother use a imousine.)

11. Decide whether or not to trust that the sun will shine, or be
safe and order an awning for the church.

12. Designate at least two relatives or close friends (even if
you have servants) to superintend the household on the great day.
Remember, Mother s busy with the bride. Last-minute gifts always
m:rivc, telegrams, and so on, and never forget the minor emergen-
cies that will pop up. Utter chaos can take over if someone is not
designated to control the situation,

13- The same thing applies at the church itself. The unexpected

24



FACTS OF LIFE — WEDDINGS

sometimes, and usually does, happen. Have someone on hand
about an hour ahead of time to be sure that the bouquets arrive
when they should. Outfit her with a little box for emergencies,
said box containing smelling salts (it’s usually a bridesmaid who
is overcome by excitement, seldom the bridel), safety pins, needle
and thread, aspirin, and so on. You will be glad you did.

14. If there are small children in the family, make every effort
to find some kind soul to pack them off for the day. The belief held
by some that because they are part of the family they should be
part of the wedding is the biggest mistake you can possibly make.
Confusion to the child, unpleasantness to guests, and usually
bedlam is the result. Small children just don’t belong ata wedding.

What is the best way to plan the floral decorations?

Smilax and green plants usually form a backdrop on both sides
of the altar (whether in the church or behind the improvised altar
in the home). If white flowers are also used, avoid overdoing it.
Too many will detract from the beauty and dignity of the altar
itself. In too much profusion they also tend to take away some of
the effect that rightfully belongs to the bride’s gown and those of
her attendants.

Whether the reception is held in 2 club, hotel, or in the home,
the floral décor is usually green and white. Centerpieces at the
bride’s table, if there is one, the buffet tables, and the “cake table”
may have ferns softly looped across the front of the tablecloths
(the cloths should hang almost to the floor), and the flowers on
the tables themselves, are, for example, arrangements of white
roses, baby’s-breath with ferns or greens of some kind forming a
background.

succesTION: Take the advice of a forist as to the decorations at
both the church and the home, or wherever. Get his ideas (and an
estimate) on what he thinks best. He's had a lot of experience.
Only the most unethical will try to overload you with too much
of cverything, and it goes without saying that you will be able to
spot the florist (and they are few and far between) who will try
25
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to take advantage of you. If there are any doubts whatsoever, get
two florists and let them suggest, and bid against each other.

What is expected of the caterer?

The caterer will offer menus, depending upon your bu.dget,
and the approximate number of guests you expect. Usually, if the
reception is held in the home, he will supply silver, dishes, glass-
ware, linen, tables, chairs, and so on, free of charge, if he handles
the refreshments (including the wedding cake) in their entirety.
If the reception takes place in a club or hotel, all details are
usually discussed with and taken over by them. Don't be shy. Be
frank. It makes it easier all around. Be specific about the amount
of money you can afford to spend. Based on this they will do their
utmost to arrange a celebration as close to your wishes as the
budget will allow.

‘What about photographs?

A visual remembrance of the great day will be treasured always.
1f the pictures are taken by an amateur, say a friend of the family,
be sure he doesn’t get in people’s way or pop flash bulbs all over
the place. The same applies to a professional who may be engaged
to get candid shots from the beginning until the end of the festivi-
ties. Both should remember one thing: no pictures in the church
itself without the express permission of the clergyman. If a pro-
fessional portrait photographer is desired, arrangements should be
made with him way ahead of time. He may take pictures of the
bride in her wedding gown a week or so ahead of the ceremony.

(The florist will cooperate in this case by supplying a psendo
bouquet if necessary.) If this is done, proofs may be seen, poses
approved by all the bride’s Tamily, and then “gIOSSy" prints sent to
the newspapers ahead of time to be released with the wedding
story. On the day of the wedding more Ppictures of the bride alone
and with her bridesmaids may be taken before they leave for the
church (or at least an hour before the service is to start if it is in

the home). If the entire wedding group is ta be photographed after
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the ceremony is over, it should be done immediately after their
arrival wherever the reception is taking place. The photographer
should be all set up and ready to go. Never allow him to take over.
Make it clear. So many minutes and no more. In his overanxiety to
get as many pictures as possible he may keep the wedding group
from getting in the receiving line. This forces guests to stand in line
waiting for things to get going—an inexcusable rudeness that all too
often mars a wedding reception.

How should a guest list be compiled?

Never underestimate the importance of this behemoth. You can
either get fun out of the chore (and it is one) or you can make it a
nightmare, A card file can assure the first—the second can be
accomplished by jotting names down (as they come to mind) on
slips of paper, backs of envelopes, or what have you—with the final
result that Cousin Susie lands in the wastebasket and is forgotten,
Well, she won’t forget, ever.

The card file may seem a Iot of trouble, but you can be assured
you won't regret it. Get started immediately after the engagement
announcement, even if the wedding is months away. The sooner
the better, Get it behind you before the final rush and excitement
start,

First, the bride’s family should decide the approximate number
of guests to be invited. Then a conference with the bridegroom’s
family is in order, telling them how many people they may invite.
Every effort should be made by them to cooperate and stick within
the number that is set. Not to do so may and probably will start
everything off on the wrong foot between the two families.

Now, purchase g x 5 inch lined cards in two colors, say white
and blue. An alphabetical index and a 3 x 5 inch file box complete
the equipment. Cost, not much. Members of both families can
make out cards for all those to be invited—the white for the bride,

the blue for the bridegroom. To make filing easy, enter the names
as follows on the cards:
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Phillips, Mr. and Mrs. Warren Francis
2722 Forest Avenue.

By placing the white and blue cards together, in the alphabetical
file box, all duplications will be avoided.

If the ceremony is to take place in a church with a reception
following, the decision must be made when the alphabetical file is
complete as to just how many ought to be asked to the church
only, and how many to both church and reception. Go through the
file, marking those for the church only with a “C” in the upper
right-hand corner of the card, those for both with an “R.” This
facilitates addressing of the invitations in the two categories—those
who receive the reception card and those who do not. Be sure to
find out how many people can he accommodated in the church.

What is the best way to keep track of acknowledgments?

This is easy. Those receiving an invitation to the church only
should not reply at all. When an answer to the reception invitation
is received, mark whether it is an accept or regret in the upper
right-hand corner of the person’s card in red pencil. When the
time comes to make final plans with the caterer, an easy count of
those accepting the invitation to the reception can be made from
the cards.

How else can these cards be used?

They come in mighty handy when the gifts begin arriving. As
:}}:cy a;te u:wrappcd, mark on the card of the individual sending

e gift what it is and then when the thank- i i
g the date theram. ank-you note is written,
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FACTS OF LIFE — WEDDINGS

SAMPLE OF COMPLETED CARD:
accept (or Regret)
“C” (church only)
“R” (and reception)

Phillips, Mr. and Mrs. (or XX*®) Warren Francis
2722 Forest Avenue

Silver bowl—2/5 (meaning “thank you” written)

® It helps and saves time to use xx in place of Mr. and Mrs.

NoTE: This may all seem complicated and unnecessary, but once
‘you get going it will definitely make the burden a much lighter one.

FACTS OF LIFE — WEDDING INVITATIONS

To whom are invitations sent?

To all relatives, members of the bridal party (and their wives
and husbands if any), close friends of both families, business as-
sociates of both fathers and the bridegroom, and if she has been
a career girl, those of the bride herself.

Should invitations be sent to relatives and friends who live so far
away it is a certainty they will not be able to attend?
Of course. It is a courtesy and an honor to the recipient.

Would it be better to have announcements instead of invitations
sent in these cases?

Definitely not. An announcement should be sent only when no
formal wedding invitation has been issued.
29
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‘Who issues invitations and apnouncements?

Parents or relatives of the bride, even the bride herself. Never
those of the bridegroom or any of his relatives.

If the mother of the bride or the father is deceased, may the sor-
viving parent issue the invitations alone?
Certainly.

If both parents are deceased, what then?

The nearest relative, grandparents, an aunt or uncle, an older
sister or brother, even a cousin or guardian may do so.
If no close relatives survive?

The bride may send out her own invitations. This should never

be done, however, if there is a relative, no matter how distanf,
who can do so.

If the parents of the bride are separated, but not divorced, who
issues the invitations?

They should send them jointly, just as if they were not separated.
This is one time the hatchet should be buried.

1f the parents are divorced, and neither has remarried, what then?

The parent with whom the bride makes ber home should send
the invitations alone.

If the parents are divorced, and either or both have remarried?
1f the bride lives with her mother and stepfather, the wording

would be “Mr. and Mrs. John William Smith request the honour

of your presence at the marriage of her daughter, Mary Jane
Green.” You will notice that her surname is given in this instance.

Should the father and his new wife issue the invitation, the bride’s
name would appear as simply “Mary Jane,” because the surname
would be the same,

What if felah'ons are strained and both divorced parents insist
upon their names appearing on the invitations?

Only the most unkind parents can be so thoughtless as to blight
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their daughter’s happiness. If they refuse to behave, the result
is not only awkward, it is ludicrous. If neither has remarried, it
may not be so bad. “Mrs, Ward Smith and Mr. John William Smith
request the honour of your presence at the marriage of their
daughter.” But if the mother has remarried, “Mrs. James Robert
Jones and Mr. John Chase Perkins request the honour of your
presence at the marriage of their daughter.” Correct, but it doesn’t
sound very nice, does it?

Is it correct to send engraved invitations for the second wedding of
a young widow?

Yes; b\ut the wedding itself should be informal and the bride
should not wear a white wedding gown.

If the man has been married before, does it change the form of an
invitation?
No. Only the status of the woman is considered.

Does a divorcee send engraved invitations to her second wedding?
Definitely not. The informal wedding should include only
relatives and close friends, and the invitations should be hand-
written notes from the bride herself or her mother. If it is a very
small guest list, the invitations may be extended by telephone.

May a divorcee send engraved announcements of her second
marriage?

In former years, no. Today, yes. Common sense dictates that in
order to know who's married to whom, a formal announcement is
a “must”

‘Who issues these announcements?
Her parents, nearest relative or, if necessary, she herself,

How are invitations for a double wedding issued?

For a double wedding where the brides are not sisters, separate
invitations may be issued by the parents of both brides, and these
two invitations may appear on the inside pages of one folded sheet.
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There is no “rule” as to which should appear on the left msnge
Ppage; it may be the parents of the elder of the brides, or Y

alphabetical arrangement of the surnames of the parents of the
brides.

When should formal engraved invitations or announcements be
ordered?

At least two months befor
takes time. Get the envelo
so there will be no delay in

¢ the date of the wedding. Engraving
pes at the time you place the order
addressing them,

What paper and style of lettering are considered proper?

The proper amangements of phrases and lines to be used in

2 wedding invitation are shown on illustrations appearing on
succeeding pages,

and have been approved by years of custom.
The wording of wedding invitations i always formal and should
be engraved (never printed) in the third person. Lines should be
centered ag evenly as Ppossible, capitalization should be used only
where necessary, and commag used sparingly; periods are used
only for the abbreviations of Mr,, Mrs., Dr., and Jr.
Al invitations should be engraved. However the illustrations

it should impart dignity.
™ony, and in most jnstances

tte. Th invitations bearing decorative
» Or gilt tnmmmgs" are to be avoided entirely.
N
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Should two envelopes be used for the invitations or announce-
ments?

Yes, always. The engraver will furnish the matching outside
envelopes in advance, so that they may be addressed and stamped
ahead of time. It is entirely proper for the outer envelopes to have
a return address blind embossed, not engraved, on the envelope
flap. When the invitations have been engraved, folded, cards
inserted, and placed in the “inner” envelope by the engraver, these
second envelopes can be readily addressed.

What cards may be enclosed with the invitation?

Reception cards may be enclosed with a wedding invitation;
they should use the same formal wording as the invitation, and be
engraved in the same style of lettering. The engraver will insert
these cards in the fold of tissue protecting the engraved face of
the invitation in the “inner” envelope. (“At Home” cards are never
sent with wedding invitations—only with announcements.)

How should an invitation to a married couple be addressed?
On the outer envelope (always handwritten):

Mr. and Mrs. John Gordon Gray
1525 Pleasant Street
New York, N. Y.

On the inner envelope only:

Mr. and Mrs. Gray
(never the given names or address)

Is it proper to use the phrase “and family” when there are several
members of one family to be invited?

No, never. Adults other than married couples should receive a
Separate invitation. For example, suppose there were three sisters
in one family, all over seventeen. They should each be sent 2
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separate invitation. The same thing applies to young men. Small
children should never be invited.

Should invitations be sent to members of the wedding party?
Yes, by all means. Their wives, and/or husbands, if any, not
included among the attendants, should, of course, also be included.
Should the wife and/or husband (unknown to you) of a business
associate be asked also?
Of course.

Should the small tissue enclosed with the invitation be removed
before inserting it in the envelope?

No. Engraving is apt to smudge, and the tissue insures the
invitations being received in immaculate condition.
Are the same rules foll d when ts are sent out?
Yes.

‘When should invitations be placed in the mail?

Preferably four weeks, never less than three, in advance of the
wedding. All should be mailed at the same time.

When should the announcements be mailed?

Not until the day the wedding takes place, They should all be
placed in the mail on that day.

Is it ever proper to use a typ

t ey ewriter when addressing wedding
invi or ?

Absolutely not. To do so would be to show th i

e worst possible
tas(tie. ;I'heyhshoduld be addressed by hand by someone \vit}}) legible
and clear handwriting, and great ¢ h 3
them look as neat as possible.gr e should be taken to make

How should the invitation be worded?
1f signed by the bride’s father and mother;
The most formal invitati

N ons are those which
the guest's name to be wri leave a

tten in by hand: space for
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Mz and Mrs, James Gardiner Johnstone
reque-t d\e l\ononr o[ !llc presence or

at the marringe of their Jnng‘m:r
Susannc Mﬂl’y

to

Me William Alden Traincr, junior
'nmnxlaj the sixth of June
at one delock
Saint SteP'nen'a Church
Augus(a, Georgiu

However, the following form is the one most generally used:

Mr. and Mrs. James Gardiner Johnstone
request the honour of your presence
at the marriage of their daughter
Susanne Mary

et cetera

NOTE: An invitation to the church only, such as the above, does
not require an acknowledgment.

14
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If for a Nuptial Mass?

Mr. and Mrs. James Alfred Gardner
request the honour of your presence
at the Nuptial Mass at which their daughter
Josephine Marie
and
Mr. Michael John Gillett
will be united in the Sacrament of Holy Matrimony
on Saturday, the eleventh of May
at eleven o’clock
Holy Sacrament Church

Saint Louis, Missouri

Mr. and Mrs. James Alfred Gardner
invite you to offer with them the
Nuptial Mass
at which their daughter
Josephine Marie
will be united in marriage o
Mr. Michael John Gillett

et cetera
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If for a synagogue wedding?

Mr. and Mrs. Ralph Griffith Glazebrooke
request the honour of your presence
at the marriage of their daughter
Alice Carolyn
to
Harold James Howitz
Lieutenant, United States Navy
son of
Mr. and Mrs. Stephen Harold Howitz
Sunday, the fourteenth of July
at four o’clock
B'nai Israel Congregation
Battle Creek, Michigan

1f issued by a widowed parent who has not married again?

Mrs. Sidney John Lawrence
requests the honour of your presence
at the marriage of her daughter
et cetera

Mr. Sidney John Lawrence
requests the honour of your presence
at the marriage of his daughter

et cetera
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Similar forms may be used by a widowed stepmother or step-
father, where the relationship of the bride is a close one, and no
natural parent has survived. “Stepdaughter” is, of course, used.in
place of “daughter.” A divorced mother would use “Mrs. Smith
Jones.”

Where a widowed (or divorced) mother has remarried?

Mr. and Mrs. Francis Myers Griggs
request the honour of your presence
at the marriage of her daughter
Miss Frances Ida Hamilton

et cetera

Where a widower (or divorced) father has remarried?

Mr. and Mrs. Harold Ward Hamilton
request the honour of your presence
at the marriage of his daughter
Frances Ida

et cetera

It is also correct to say
ter” or, “At the marria
the bride’s surname
changed.

: “At the marria
ge of Mr. Hamily,
is used when b

ge of Mrs. Griggs’ daugh-
on’s daughter.” Note that
er mother’s surname has
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Where a married brother and his wife issue the invitation for
his sister.

Mr. and Mrs. Willard Dale Gillett
request the honour of your presence
at the marriage of his sister
Catherine Adelaide

et cetera

Where a bride’s married sister and her husband issue the invita-
tion?

Mr. and Mrs. John Gilbert
request the honour of your presence
at the marriage of her sister
Miss Catherine Adelaide Gillett

et cetera

‘Where an older bachelor brother issues the invitation for his sister
when both parents are deceased?

Mr. Willard Dale Gillett
requests the honour of your presence
at the marriage of his sister

Catherine Adelaide
ct cctera
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Where other relatives issue the invitation?

Grandparents, an uncle or aunt, or a cousin, may also issue wed-
ding invitations when the bride’s parents are deceased. The form
should be similar to the others in this book with the proper changes
as to relationship. Where a surname is different from the sumami
of the bride, her full name should appear, prefaced by “Miss.
Invitations extended by a guardian or very close friends make no

mention of relationship, but in such instances the bride’s full name
is used, preceded by “Miss.”

Mr. and Mrs. Raymond Stewart Smith
request the honour of your presence

at the marriage of their granddaughter
Miss Catherine Adelaide Gillett

et cetera

Where the invitation is jssued by bride and bridegroom?

Either of the forms shown below may be used when a bride and
bridegmom wish to extend their own invitations to the wedding
ceremony. The bride’s parents may be deceased; she may have no
other living relatives; she may have resided for some years in a
city distant from her family; or she may be of mature age.

“5'11;::" single woman uses her full maiden name, prefaced by

The widow uses h

; er first given name, her ma
her married surnam,

iden sumame, and
e, prefaced by “Mrs.”
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The honour of your presence
is requested at the marriage of
Mrs. Edith Brown Griffith
to
Mr. William Alfred Grosvenor
on Tuesday, the sixteenth of April
at four o'clock
First Methodist Church
Canton, Ohio

Mrs. Edith Brown Griffith
and
Mr. William Alfred Grosvenor
request the honour of your presence
at their marriage

et cetera

If it is a double wedding ceremony?
Where the brides are sisters, a single form of invitation may be

used for the two marriages. Usually the elder sister’s name appears
first in the invitation.
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Mr. and Mrs. Franklin Pope Hasbrooke
request the honour of your presence
at the marsiage of their daughters
Edith Margaret
to
Mr. Cleveland David Jones, Junior
and
Elegnor Carolyn
to
Mr, William Ray Smith, I

ef cetera

Where the grooms are brothers, but the brides are not related,
the families of each bride will wish to issue separate invitations.
This may be accomplished by having separate forms engraved on
each of the inside pages of the customary folded wedding invita-
tion. Each form, showing the same time and location of the cere-
mony, indicates the double wedding ceremony; and the surname of
the grooms indicate they are related. Here it must be decided by
the parties themselves whether the invitation appearing on the
left inner page (the first one to be read) shall be for the elder
brother, the elder of the two brides, or for the bride whose surname
comes first alphabetically.

The sumames of the brides are not used in this single invita-
tional form, because in reality it is two invitations, and the sur-
names of the parents indicate the surnames of the brides.

How should the reception card be worded?

Enclosed with the invitation to the church, the wording on the
small card is usually as follows:
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Reception
immediately following the ceremony
Hotel Ritz

The favour of a reply is requested
Twenty-five Poplar Street

It is absolutely necessary to indicate where the reply is to be
sent because only the church is mentioned on the ceremony in-
vitation, and the hotel on that for the reception.

How should the acknowledgment read?

When acknowledging the reception invitation, it is to be remem-
bered that the names of the bride and bridegroom are not men-
tioned at all; only the persons issuing the invitation, as, for
example, the bride’s parents. Actually the phrasing is much the
same as when answering any other reception invitation.

“Wedding reception” may be used if you wish, but it is not
necessary. The following should, of course, be written by hand.

Mr. and Mrs. Philip John Greene
have the honour to accept
the kind invitation of
Mr. and Mrs, Jones
to a reception
on Monday, June the sixth
Ritz Hotel

In case of inability to attend: “Regret that because of absence
from town, they will be unable to accept,” et cetera.
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How should a combined invitation to both wedding and reception
read?

Occasionally a single invitation is extended for both the cere-
mony and the reception, when the latter is given at the same
place as the wedding cexremony. No request for a reply appears

on such combined form; if a reply to the function is desired, a
separate card should be enclosed.

Mr. and Mrs. Philip David Johnstone
request the honour of your presence
at the marriage of their daughter
Ellen Elizabeth
to
The Reverend Richard Gage Davis
on Tuesday, the seventeenth of November
at five o'clock
The Second Presbyterian Church
New York City
Reception follows

at the Church Parlours

Another form concludes:
at five o'clock
The Second Presbyterian Church

and afterwards at the reception

in the Church Parlouss

If]a reply for the reception is desired, the enclosure card would
read:
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The favour of a reply is requested
Orne fifty-five Grant Avenue

or

Please send response to
One fifty-five Grant Avenue
How should the invitations read when the ceremony is not held
in a church?

The principal change in the wording of these invitations is that
“honowr” is changed to “pleasure”; and “your company” is sub-
stituted for “your presence.” However, many persons prefer to
use the phrasing which is employed for invitations to church cere-
monies, and there is no objection to this. But “pleasure” and “com-
pany” should not be used for invitations to church weddings.

If the ceremony is held at the bride’s home, the city may be
included, or it may be omitted. Usually a reply is requested so
that the bride’s parents may make proper plans, for an informal
reception, breakfast, or luncheon ordinarily follows a home wed-
ding. No reception cards are necessary in this case.

Mr. and Mrs. Alfred Davies Gillis
request the pleasure of your company
at the marriage of their daughter
Martha Louise
to
Mr. Edward Martin Graham
Friday evening, June the eleventh
at eight o'clock
Seven hundred five Kenmore Strect
Baltimore, Maryland

The facour of a reply ts requested.
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Where the bride’s home will accommodate but a limited 'nm:n-
ber of guests for the wedding ceremony, she may wish .to mle;e
others to a reception. In this instance, her parents would issue ¢ e
reception invitation to all guests, and enclose with the reception

invitation a card invitation to the ceremony for those who were
being asked to it.

Mr. and Mrs. Edward Thomas Gilman, 1I
request the pleasure of your company
at the marriage reception for their daughtcr
Louise Margaret
and
Mr. Bernard Sidney Graham
Thursday, the seventeenth of September
at half after three o’clock
One hundred fifteen Lexington Avenue

Detroit, Michigan
The favour of a reply is requested.

The ceremony card would read (this requires no answer)

Mr, and Mrs. Edward Thomas Gilman, 1T
request the pleasure of your company
at the marriage ceremony

at three o'clock

If the ceremony is held at the home of arelative or friend?

%en the bridf}’s parents live in an apartment or hotel, a relative
or friend may wish to offer her home for the wedding ceremony
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and reception. The invitation is extended in the name of the
bride’s parents, but the names of the relatives or friends must also
be included, together with their street address. A reply request
should show an address, or indicate the person to whom it is to
be sent.

Mz, and Mrs. Alfred Morgan Garner
request the pleasure of your company
at the marriage of their daughter
Jeanne Isabel
to
Mr. Edward Philip Hammer
Friday, the fourteenth of June
at eight o'clock
at the home of Mr. and Mrs. John Lane Hardin
Fifty-six Montclair Avenue
Milwaukee, Wisconsin

Please reply
in care of Mrs. Hardin

If the ceremony occurs at a relative’s home, the relationship is
not shown.

When the bride’s parents do not reside in the city where the
ceremony is to be held, the invitation is still extended by her
parents, even though they may not be present at the ceremony,
and the foregoing form would be used. The invitation would not
indicate that the home of the bride’s parents is elsewhere.

If the ceremony is held at a club or a hotel?

Here, too, the invitational phrase is: “Request the pleasure of
Your company.”
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1f the location of the club or hotel is well known, a street address

is not necessary.

The invitation should include the request for a reply, as it. is
presumed that a reception will follow the ceremony, and a specifie

address must be shown to which the reply is to be sent.

Mr. and Mrs. Thomas Lanier Covell

request the pleasure of your company

at the marriage of their daughter
Lucille Marie
to
Mr. Edward Thomas Martin

on Friday evening, June fourteenth

at eight o’clock
The Silver Spring Club
Seattle, Washington

Please send response to
Twenty-five Dent Place

EXAMPLE OF REPLY:

Mr, and Mrs. John Philip Doe
accept with pleasure
the kind invitation of
Mr. and Mrs. Covell
for Friday, June fourteenth
at eight o'clock

The Silver Spring Club
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Where it is a second marriage for a widow?

Although a widow may properly have her second wedding take
place in a church, often the ceremony is held elsewhere. The old
custom of the bride’s name being that of her deceased husband
is never followed today. Her given name, maiden surname, and
married sumame are used, and it is customary to preface these
with “Mrs.” Her parents may issue the invitation, or any relative
other than her own child.

Mr. and Mrs. John Edward Gilman
request the pleasure of your company
at the marriage of their daughter
Mrs. Edith Gilman Cunningham
to
Doctor Alfred Thomas Davison
on Tuesday, the fourth of September
at four o'clock
Woodlawn Farm

Quincy, Massachusetts

The facour of a reply is requested.

When it is a second marriage for a divorcee?

Customarily a divorcee does not have engraved invitations to a
sccond wedding ceremony sent to her friends; she usually invites
them in person, over the telephone, or informally by note. It is
important, however, for the sake of clarity, that announcements
of the second marriage be engraved and mailed to relatives and
friends.

The old custom of a divorcec’s name being written without a
given name, and combining only her maiden surname with that
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of her first husband’s surname (assuming she has retmnesdt}le iix;
husband’s name), is certainly not employed on a we };:1% o
nouncement (or invitation, if she insists' on this, W] o
shouldn’t). She uses her given name, her maiden surname, an e
married surname. If her parents make the announcement, :
name is not prefaced by “Mrs.”; if she makes the announc‘(‘ebxzen”
herself in conjunction with the bridegroom, she does use the “Mrs.

‘Where it is a second marriage for a woman whese first marriage
was annulled?

‘Where an annulment has been granted, the woman usually hai
her maiden name restored. While her legal status is still “Mrs.
she seldom uses that prefix in the announcement of a second
marriage. It is better taste for her not to issue invitations to the

second marriage, but have her parents or some relative issue
announcements.

FACTS OF LIFE — WEDDING ANNOUNCEMENTS

How should a wedding announcement be worded?

Mr. and Mrs. Andrew Hunt Davison
have the honour of announcing
the marriage of their daughter
Elizabeth Frances
to
Mr. John David Mulligan
on Thursday, the sixteenth of April
Nineteen hundred and fifty-nine

Phoenix, Arizong
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The names of relatives other than parents appear in wedding
anmouncements in the same manner as in invitations to a wedding,
and the bride’s relationship is shown. Only her given names
appear, except where her surname is used because it is dissimilar
to the surname of the relative issuing the announcement. (See
page 39.)

What happens in the case of an elopement?

A bride’s parents or other relatives announce the marriage of a
bride who has eloped with forms the same as those used for any
wedding announcement. As with all wedding announcements, the
date and the place of a marriage are shown. Even though the
announcement is sent out at a considerably later date than the
wedding date, no reference is made to an “elopement.”

How should the announcement of a second marriage be worded?

Mr. and Mrs. David Edward Redmond
announce the marriage of their daughter
Jeanne Redmond Gillette
to
Mr. Alfred Goodwin Billings
on Tuesday, the twenty-third of June
Nineteen hundred and fifty-nine
Baltimore, Maryland

Where the announcement is issued by the bride and bridegroom?
Where there are no near relatives to issue the announcements,

the bride and bridegroom may issue their own.
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Miss Phyllis Lucile Brewer
and
Mr. Robert Allen Gibson
announce their marriage
on Tuesday, the fourteenth of July
Nineteen hundred and fifty-nine
Tulsa, Oklahoma

‘Where the bride is a widow or divorcee and there are no near
relatives to issue the announcements?
Mrs. Hortense Hamilton Gates
and
Mr, Nelson William Le Fevre
announce their marriage
on Saturday, the eighth of August
Nineteen hundred and fifty-nine
Seattle, Washington

How should the at home card read?
Itis enclosed only with the wedding announcement—never with
the wedding invitation.
Mr. and Mrs. Robert Charles Ryan
at home
after the tenth of July
Sunnybrook Farms
Tefferson, Arkansas
or
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Mr. and Mrs. Robert Charles Ryan

After the tenth of July Sunnybrook Farms
Jefferson, Arkansas

How does one announce a wedding in the newspaper?

Tt is necessary to ascertain the procedure followed by your
local newspaper, and follow its instructions.

In 2 small community a description of the wedding covering all
details may and probably will be given. Sometimes, in large cities,
just a short announcement, stating the names of the bridal couple,
their parents, and where and when the ceremony took place may
be all there is space for.

Who can tell you how your local paper handles wedding announce-
ments?

Call the society editor of the paper in which you wish the
announcement to appear at least three weeks before the wedding.
If a detailed account is planned, the paper will, in all probability,
send you a “wedding blank” to fill in. This usually covers every-
thing pertinent to the background of both families, a complete
description of the bridal gown and those of the attendants and
parents, an account of the decorations at the church and the recep-
tion, and any other interesting facts concerning the wedding. After
filling this in (on the typewriter if possible, so no names will be
misspelled), you return it to the society editor, who then puts it
into story form.

What is most important?

To be sure to indicate the release date. The same date should
be placed on each writeup, if more than one newspaper is to carry
the story.

rxAMPLE: if the wedding is taking place on, say Friday, May
tenth, it should be indicated at the top of the wedding blank and
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underlined “For Release, Saturday May Eleventh,” or g&:}r}h?{)‘:
you would prefer that it be published on Sunday, the .tweb a.mse
up to you. The release date is always after the wedding be e
naturally the story cannot appear until after the ceremon:h .
actually taken place. No newspaper will release the story aheat
of time, for it is an unwritten law that a release date should never
be broken. Whatever the information you are requested to serfd
to a given newspaper, be sure that it is in their hands well in

advance of the time of release—at least a week before the day it is
to be published.

Should a photograph of the bride accompany the story?

This depends on the policy of each newspaper. Some welcome
bridal pictures and will make every effort to use them. Others
simply do not have the space, and will make it clear that if you
send a picture, it cannot be used., If you yourself send the photo-
graph, remember it must be on “glossy” paper for the best repro-

duction, Often the photographer himself will send the print
directly to the newspaper for you.

FACTS OF LIFE — THE WEDDING ITSELF

‘What does the bride wear?

Most brides, whether

gowned f
to the age-

ormally or informally, adhere
old custom of wearing
Somethlng old, something new,

Something borrowed and something blue
Anda four-leaf clover in your shoe.
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(if no four-leaf clover is available, a piece of silver replaces it.

succesTIoN: Make it a dime, otherwise it will hurtl)

In Biblical days both the bride and the bridegroom wore a band
of blue around the bottom of their wedding costumes to sym-
bolize love and fidelity. The other ideas came later. Following
another tradition, only the first time may a bride wear white, a
bridal veil, myrtle wreath, or orange blossoms, as they are all
symbols of virginity.

What colors and materials are used in the wedding gown of today?

At a first wedding, whether it is to be formal or semi-formal, &
white gown with a bridal veil is traditional. But some modifica-
tion is permissible today. While white or cream and satin or lace
are preferred, gowns of peau de soie or silk taffeta are also accept-
able for year-round wear. Summer silk organdy or cotton mots-
seline de soie are also proper for warm weather. Gowns of very
pale pink or blue are sometimes chosen when they are more
flattering than the pure white or cream.

What is the difference between the gown of the formally dressed
bride and the semi-formnl?

roraaL: The gown is always floor or ankle length with a veil
that should be long and gracefully flowing into the back panels
of the gown, ending near where the train begins. The train should
be at least three feet long on the ground. Height comes into this.
Longer trains may be worn, of course, but if the bride is short,
five feet billowing out behind her can only make her look ridicu-
lous. A tall girl could carry it. Make sure also that the train is
not wider than the church aisle, as disaster is the result if it is.
It's bound to catch on something.

seam-ronmaL: The gown is of ballerina length, and the veil
should reach only to the waist or fingertips. There is no train.

What are the rules governing the wearing of the veil today?

Modern brides don't usually fear evil spirits, but most of them
do wear bridal veils. The custom originated with the ancient
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Greeks, who thought that the veil would be a protection for. the
bride against evil spirits flying around during the marriage
Ceremony. .

The face veil is seldom worn now. If, however, it is chosen, it
is always about chin length, usually made of a separate piece of
tulle, about a yard square, which can be easily removed by the

matron and/or maid of honor when she returns the bouquet to
the bride after the ceremony.

How long should the veil that flows down the back from a cap or
coronet be?

For a formally gowned bride, it should be long enough to inter-
mingle gracefully with the train. For the semi-formal, it should
reach only to the waist or the fingertips.

‘What about make-up and accessories?

Go easy on make-up. The less the better. Also jewelry. Bangles
and beads are definitely superfluous.

What does the informally gowned bride wear?

The bride wears a suit or afternoon gown of a pastel shade and

her attendant (usually one—either a matron or maid of honor) is
dressed in the same manner,

but of course in a contrasting color.

The suits or gowns should be of different styles. A hat is always
womn. 4

Should a bride wear gloves?

In years gone by, yes. Today it's up to the individual. If gloves
:‘are worn, the seam on the wedding~ring finger is ripped so that
it may be slipped off during the ceremony. mNT: If the sleeves of
the- Bown are wrist length, gloves are superfluous and a decided
nuisance,

‘Who can best help the bride in the selection of a gown?

Mos.t department stores and some women’s apparel shops have
2 special section set aside just for you. It is strongly advised that
you contact the “bridal consultant” in one of these departments.
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She will assist you in keeping within your budget, not only as
far as the wedding gown itself is concerned, but also your entire
trousseau as well. Her invaluable advice will help you to make
it your “dream come true” wedding.

Is there any ruling with regard to the dress of a second-time bride?

Definitely, yes. Never, under any circumstances, should she
wear a white wedding gown or veil, or orange blossoms, et cetera.
Pastel shades are a “must.” Either a suit or an afternoon gown
should be worn.

What flowers may a bride carry?

This is up to her. Often a florist will design a special bouquet
to complement the wedding gown, or she may carry a prayer
book, usually covered with white satin, with perhaps white
streamers with lily of the valley hanging from it.

May all brides carry bouquets?
No. Only those wearing the formal or semi-formal gown should
do so. If attired informally, the bride always wears a corsage.

What should the mothers of the bride and bridegroom wear?

Since they stand together in the receiving line, their gowns
should be similar in style and particularly length. ExaMPLE: if
one wears a ballerina length, so should the other. Why? They
look better standing side by side. Soft pastels are best. Even should
you be in mourning, this is one time when a soft gray or blue is
proper. Black is never worn.

In the morning hours, even if it is a very formal wedding, a
strect-length “dressy” dress is preferable. For the afternoon, the
“cocktail” type of gown is appropriate. It may be any one of three
lengths—strect, ballerina, or ankle. (The latter for the most formal
wedding.) Hat and gloves should complement the ensemble. For
the evening, dinner dresses, never décolleté ball gowns, are cor-
tect. Elbow-length gloves should be worn and a scarf, veiling, or

flowers may be used to cover the head while in the church.
57



MODERN MANNERS: ETIQUETTE FOR ALL OCCASIONS
at do the fathers wear?
WhThe father of the bride is easy. He conforms with the clothes
worn by the bridegroom and ushers, as he is active in the actu:‘ll
ceremony. The father of the bridegroom, while having no part in
the ceremony itself, does stand in the receiving line, so he usufﬂly
wears what the bride’s father and the rest of the men in the bridal
party wear. (See page 64.)
Is there a rule governing how many attendants the bride may
have?

No. For the very large wedding there may be a matron of honor,
maid of honor, six or eight bridesmaids, junior bridesmaids, flower
girls, pages, and ring bearer, though so many attendants tend t.c
make a theatrical procession out of it. The average group is
usually a matron of honor, a maid of honor (either one or both),
and four to six bridesmaids.

May a bride have no attendants at all?

Yes. However, even though her wedding may be extremely
small and informal, it is always best to have at least one to attend
her, even if she only holds her hand and gives moral support.
Can a married friend be asked to serve as a “bridesmaid”?

Yes. She is referred to as a bridesmaid, too, even though it is

ambiguous. She is not a “bride’s matron.” But the maid of honor
must always be unmarried.

Do the husbands of the matron of henor or married bridesmaid
have to be included in the wedding party as ushers?

No. The husbands, of course, are invited to the wedding, but
simply as guests. The same rule applies in the case of the wives
of married ushers.

I an n(tbe‘ndant lives in another city, is the family of the bride
responsible for her travelin enses and puttin, during
the wedding festivities? s putting e up during

Not for the traveling expenses, but from the time of her arrival
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until her departure an attendant is a guest of the bride. If unable
to have her stay at her home or at the home of relatives or friends,
and a hotel bill is the result, the bride picks up the tab.

Is the bride expected to pay for her attendants’ gowns and hats?

No. It is her prerogative to choose them, but the attendants pay
for them. GENTLE rint: The thoughtful bride will take the financial
status of those serving her into consideration, and make her choice
a reasonable one for all concerned.

What does the bride take into consideration when selecting what
her attendants are to wear?

The dresses of the matron of honor and maid of honor never
exactly match those of the bridesmaids. ExampLe: If the brides-
maids are gowned in Nile green trimmed in yellow, the colors
could be reversed for either one or both of the especially honored
attendants. The bridesmaids all carry similar bouquets, while those
of the matron and/or maid of honor contain contrasting arrange-
ments. The attendants’ gowns should all be of the same pattern,
1o matter what color scheme the bride chooses. In all cases avoid
those that are cut too “low down.” This is a solemn religious cere-
mony, not a peep show. Aim for conservative simplicity and you
can't go wrong,

Do the attendants wear gloves?

This is optional today. Lace mitts are very popular and white
or pastel gloves to match the ensemble may be worn. However,
it is perfectly proper to wear no gloves at all.

What type of flowers do the attendants carry?

They may be bouquets or sheaths of flowers that blend with
the color scheme, Little baskets of flowers also may be carried.
It bouqucts or sheaths, those walking on the right hold them on
the right arm, those on the left on the left arm, with the stems
pointing toward the middle. Baskets arc held by both hands in
front,
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VWhat are the duties of the matron of honor? )
1t is her duty to “wait” upon the bride, assisting her in any
way possible. At the altar she is responsible for straightening the
train of the bride’s gown before the ceremony, and again wher\
she turns to start the recessional up the aisle. She holds the bride’s
bouquet during the ceremony, returning it before she starts back
up the aisle.
What are the duties of the maid of hanor?

1f there is no matron of honor, she does the “waiting upon.” 1f
there is a matron, she is merely an especially honored attendant.
What is expected of a bridesmaid?

She pays attention at the rehearsal so as to know what is ex-
pected of her, On the day of the wedding she stays in the back-
ground as much as possible, until it’s time to start down the aisle.
What is the age bracket in which junior bridesmaids belong?

Between the ages of approximately seven through fifteen. Their
dresses are miniature versions of those worn by the bridesmaids.
Their duties are the same,

‘What do flower girls or pages wear?

Usually they are dressed in white silk or satin. They have no
definite duty to perform except to walk in the procession.
‘What about a ring bearer?

He is always dressed in white, and carries the ring (frmly

anchored with a pin, by the way} on a small white satin cushion.
35 it advisable to have trainbearers?

No. As it is only the very young who are supposed to perform

thxs service, anything can happen, and usually does. But if you
insist, the little boys should be dressed in white.

Does the bride give a gift to the bridegroom?

If she wishes to have a double-ring ceremony she presents him
ALSU - CENTRAL LIBRARY ° P!

Wﬂwr she gives him
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a personal gift, such as a watch or cuff links, is entirely up to her.

Must a gift be presented to each attendant?

Yes. It is customary. The gifts need not be expensive, but they
are usually all the same. Compacts, cigarette cases, bracelets are
just a few suggestions.

Should wedding gifts always be displayed?

Not necessarily. It is nice if it can be done, however. If there
is space enough at home, set aside a room and obtain some long
tables from a caterer. Cover them with white tablecloths and
you are all set.

How does the bride keep track of who sends what?

Stationers have a book which has lines numbered from one on,
with space for the name of the sender, the shop, and the gift.
Accompanying this are small numbered squares with glue on
the back. As each gift arrives, enter it in the book, and stick the
corresponding number on the gift itself. Follow this, keep your
card index file, and you can’t go wrong. This is most important.
Ttisn’t very nice to thank the Smiths for a lovely silver spoon when
they sent a dozen cocktail glasses.

Is it proper to leave cards on gifts when displaying them?
Neverl Always remove all cards.

Should checks be displayed?
Horrors, no! Aunt Minnie might not like it known that she could
afford to send only $10.00.

?f the wedding reception is given in the home, may guests be
invited to see the gifts?

By all means yes. They love to oh and ah and wonder who gave
You what,

What about showing off your trousscau?
6 Yes, to your close feminine friends, but in private.
1
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i - ?
Must you personally write all thank-you notes
Yes. It's the least you can do for those kind enough to present you
with a gift. Handwrite them, too. No typing ever. A good white
stationery (and only white) is correct. Mention what you aré

thanking a person for, too, not just “for the gift.” It can be short
and sweet, EXAMPLE:

Dear Mrs. Lampson,

Thank you and Mr. Lampson so very much for the

lovely silver bowl. Jack and I will certainly enjoy using
it in our new home.

With deep appreciation,

Sincerely,

Mary Brown Lords.

Is it permissible ever to send printed or engraved thank-you notes?
No. It's the rudest thing you can possibly do.

What about those gifts that arrive so late that there iso’t time to
write the thank-you notes before you start on your honeymo(’"?

Tardy souls who wait until the last minute don’t deserve any
consideration, However, there’s no point in returning rudeness
with rudeness. So Mother or some member of the family should
write these thoughtless people, telling them the gift has been

rcteived and that the bride herself will acknowledge it upon her
return,

‘What ahout a gift acknowledgment card?
This card ma

" y be sent only when numerous gifts arrive during
e last few days preceding the wedding, in order to make prompt
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acknowledgment of the receipt of gifts. However, a handwritten
acknowledgment, referring to the particular gift, should be sent
by the bride to each donor as soon as possible following her return
from the honeymoon. If circumstances make the use of a card

necessary (it may be engraved or printed), the wording would be
as follows:

Miss Mary Ellen Spence
has received your very kind gift

and will write you later of her appreciation

Miss Hildegard Kenilworth
acknowledges, with appreciation, the receipt
of your wedding gift
and will write a personal note of thanks

at an early date

If a number of people group together and send one gift, how do
You handle your note of appreciation? Or should it be notes?

If only two or three friends are involved, a mote to each is
preferable. But, for example, if the gift is from a group in the
office in which you work, or from your bridegroom’s business
associates, one note is sufficient. Address it to the head of the
department (or perhaps the person with whom you or he have
been closest), asking him to extend your thanks to all the others.

Which is correct, “groom” or “bridegroom™

The word “bridegroom” has an interesting origin. In medieval
days it was customary for the new husband to serve his bride at
table on the wedding day. A waiter was then known as a “groom,”
50 he became his “bride’s groom™ for that one day. It gradually
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evolved into “bridegroom.” Some consider it proper today to
refer to him as simply “groom.” In recent years, however, a
“groom” has become known more as “one who attends horsels].
As this meaning of the word is hardly complimentary to the
bride, use “bridegroom,” it’s safer! .

Also in those days a brother or best friend of the bndegroo?
helped carry off the bride. Strong-arm methods were the accepte

procedure then, From this has evolved the custom of a bridegroom
having a best man and ushers.

Is it necessary that there always be a best man? .
Decidedly yes. No matter how small the wedding may be. Not to

help carry off the bride, but to assist the bridegroom in every way
possible.

Must the bridegroom always choose a friend as best man?
No. His father may serve, or a brother.

What are the bridegroom’s obligations to his best man and ushers?
He presents each with gloves, tie, and boutonniére, also a gift.

The best man’s gift may be different from that of the ushers (who
all get the same thing). The gifts may be cuff links, wallets, et
cetera, depending upon what the budget will stand.

Does the bridegroom designate what is to be worn by the men
in the wedding party?

Yes. This decision is based entirely on the type of wedding it
is to be. Tradition decrees the following;

For the formal or semi-formal daytime wedding: Cutaway with
striped trousers.

For the informal daytime wedding: the sack (or so-called
business) suit, Dark blue or gray is preferred, and an attempt
should be made to have all the men’s suits as near the same color
as possible,

. For the formal evening wedding: Full evening dress (white
tie and tails), Remember, a tuxedo should never be worn.
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Special note regarding summer weddings: As both the cutaway
and the full dress are extremely uncomfortable to wear in warm
weather, it is considered proper—whether the wedding be formal.
semi-formal, or informal—for dark blue flannel coats, white or
cream-colored trousers, and black shoes to be worn. An all-white
suit is also acceptable, except when the bride is wearing white.
It's “her day,” and the all-white suits detract from her gown. After

six (and only then) a white tuxedo jacket is sometimes worn with
black tuxedo trousers.

Must the bridegroom pay for his best man’s and ushers’ clothes?

No. He only designates what they are to wear. They either
purchase, or rent (which is perfectly proper and is done all the
time) their own. onE rem RuLE: The father of the bride, the father
of the bridegroom, the best man, and the ushers should all be
dressed alike, whether the wedding is formal or informal. The
only difference is that the bridegroom and the best man wear
a tie of a contrasting pattern to those womn by the fathers and
ushers. Otherwise, all the ties should be the same.

Must the bridegroom have a bachelor dinner?

No. It is entirely a personal choice. Should he have one, how-
ever, he of course foots the bill. (Not-so-cENTLE HINT: It I8 not
considered “smart” or sensible to make this celebration 2 big
l.)lowout with many a sore head the next day.) With one exception,
1t is merely like any other stag dinner. Toward the end of the
m.eal the bridegroom stands, holding 2 glass of champagne on
high, saying: “To the bride.” Every man stands, drinks the toast,
and then breaks the stem of the glass so “it may never serve a

¢ss honorable purpose.”

What are the obligations of the best man?
l:ﬁs shoulders must be broad, for his responsibilities are many.
tis his job to make sure the bags are all packed, tickets are ina
safe (and known) place for the start of the honeymoon trip- He

:‘_“St also be sure that the wedding ring is in his pocket for the
o
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climactic moment at the altar; that he has the clergynz';l: ot

white envelope to be presented before the ceremony ; Sat o

:f course); that the bridegroom arrives intact and onttltrhne recep.

church. The best man should make himself useful a o oo
tion and be certain that the getaway for the honeym

breath
smoothly. As the couple wave good-by, he can take a deep br
and relax—not before.

What is expected of the best man during the actual ::}l:tell:z:)r’:an
As the clergyman leads the way toward the altar, E; ot the
follows, escorting the bridegroom. They stand to the ih brido
clergyman (as he faces the congregation), and when o the
and her attendants reach the altar, the bridegroom steps o
right side of his bride. When the time comes for the I?Ia(:ltl:)gﬁ;e
the ring on the bride’s finger, the best man }mnfis the nngo the
clergyman, who blesses it and gives it to the bmiegroom-f h:;lnor'
way back up the aisle, the best man escorts the matron of tht;
if there is none, the maid of honor. Then his job is to see thfft ool
newly married couple get safely out of the church into thellf’ the
and head for the reception. He himself rides with the rest o
bridal party.
How many ushers should there be? .
This depends entirely upon the size of the wedding, Thte]re
should be two ushers for every seventy-five people invited to ! lh
church. This may necessitate more ushers than bridesmaids, \v}ucl
is perfectly proper. If itisto be a very small ceremony, with (';n )'
a few relatives and friends present, no usher is needed, If it is
a home wedding,

ushers have a purely honorary position, but
they should help make things go smoothly.

How does a man choose his ushers?

From a selected group of his closest f;
ask the oldest brother of

riends, It is a courtesy to
sister, her husband,

the bride to serve, or if she has a married
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Is a head usher appointed?

Yes, by the bridegroom. It is up to him to make sure that all
the other ushers appear promptly at the church and follow their
instructions to the letter. (Tre: A typewritten list should be given
to each usher, telling him what is expected, including when and
where he is supposed to be at certain times, the clothes he is to
wear, and his duties. This will save many a headache later on.)
The head usher is also given the honor of escorting the mother
of the bridegroom and the mother of the bride to their pews.

‘What are the obligations that an usher owes the bridegroom?
To perform his duties with sincerity and dignity. Nothing can
do more to mar a wedding than young men who think it is smart
to be flip, maybe overindulging while they are doing it, acting
as if it were a game of some kind. It isn’t. It's a solemn religious
ceremony. Act your age. Plenty of time for fun when it’s over.

What are the duties of the ushers?

It should be planned that all ushers arrive at the church (or
wherever the ceremony is to be held) at least an hour if not more
before the ceremony. As guests arrive, each usher should be at
his prearranged station. He must remember that the left side of
the church (as you face the altar) is reserved for relatives and
friends of the bride; the right side for those of the bridegroom.
As each woman guest enters, the usher offers his right arm and
escorts her to whichever side of the church she specifies. A gentle-
man by himself is never ushered to his seat. If he is with a lady, he
follows her down the aisle.

sucGesTION: In some cases it is necessary to try to even things
up when seating guests. If, for example, the bridegroom’s family
is from a distant city and his relatives and friends who are able
to attend arc few in number—-rather than have the “bride’s side”
of the church fill up and his side almost empty, the ushers should
balance things. This is done by starting about fifteen minutes

(%4



S
MODERN MANNERS: ETIQUETTE FOR ALL OCCASION:

before the service is to begin to place all those arriving on the
idegroom’s side” of the church.
“bfll'(li;g:nother of the bridegroom is seated by the head. usher and
may be taken to her pew (the front pew on the right side) n‘t :::Z
time. His father follows them. The last person to be seated is
mother of the bride. If other relatives arrive with her, and are }tlo
sit in the second pew, they are escorted down the aisle before s e;
is. When all is ready to begin, the doors of the church are clos <
(latecomers are shut outside where they belongl), and the hea
usher escorts the mother to the front pew. As he returns up t%le
aisle, the two ushers who have been designated to roll the white
canvas go down together, each takes an edge of the canvas ifﬂd
they march back up pulling it behind them. While this is going
on the bridal party is assembling at the head of the aisle. Th.e
two ushers step in their places and now all is ready. The signa} is
given to the organist, and the procession starts to the opening
strains of the wedding march. After the service is over and the
bridal party returns back up the aisle, the bride and her new
husband leave together for the reception; the best man and ushers
go to the cars designated for them,
At the reception an usher’s job is personally to avoid the punch
bow! and make sure all guests are served and cared for. Like the

best man, the conscientious usher must not relax until the bridal
couple leaves on their honeymoon,

How are the bride’s parents seated in church, if they are divorced?

The mother chooses the members of her family to sit with her

mily may be seated in
giving his daughter away, he
stepping back into the third pew
former wife is sitting, He will have
that he wishes to be seated with him.

in the first pew. Other members of her fa
the second pew. If the father is
escorts her down the aisle,
behind the one in which his
indicated those of his family

If either parent has rem:

arried, should the new partner on either
side attend the services

and the reception following?
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This is a situation wherein consideration for the daughter her-
self is of the first importance. If the feelings of all concerned
toward each other are amicable, there should be no hesitation
about all attending. If the opposite, however, and strained, un-
friendly relations prevail, the new partners—in all fairness—should
drop out entirely.

If both parents have remarried, and all is well, and the new *
pariers attend, where would they be seated in the church?

The stepfather would be seated with the bride’s mother, taking
his place alone before she is escorted down the aisle. The step-
mother would be seated in the third pew where the father of the
bride will join her after giving his daughter away.

Is a rehearsal necessary?
Whether the wedding is to be large or small, a rehearsal before-
hand is always advisable.

When is it usually held?
No cut-and-dried rule governs this. Generally it is the evening
before the wedding.

What is the first thing to consider?

Try to make the time it is held convenient to all concerned. Late
in the afternoon or around eight in the evening are the preferred
hours.

Does the bride instruct the attendants in the parts they are to
play?

In a way, yes. Her wishes, of course, must not interfere with
the religious ritual, It is wise to take the helpful advice of the
clergyman regarding the best way to accomplish a well-balanced,
dignified processional to the altar and the recessional coming
back. He will, of course, give the instructions for the actual reli-
gious part of the ceremony.

May the bride play her own part at the rehearsal?
6o
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She is very foolish if she doesn’t. Believing the (-)ld. supcr:tl:;t;g
that if she herself participates bad luck will result is just no dgd >
common sense. Who is the cynosure of all eyes on the \veh u]g
day? The bride, of course, Then doesn't it follow that .she sh (;rs 5
be letter perfect and at ease in her role? Having a stand-m.rf: e
it for her won't accomplish this, Be sensible—not superstitious.

Who is a most important person at a rehearsal? ]
' The organist. IF is throlzlgh him that the bridal party fmﬂse;
its way up the aisle and back in step, in time with the m'ulefﬂ“
at an easy pace with no bobbing up and down or weaving r:J:lt
side to side. To complete the picture this is an all-impOrtM.\t P g
of a wedding and it takes time to get everybody coordinated.
Going to the altar, the pace should be fairly slow, but n_ot too
slow. People are bound to wobble if it is. On the return trip, the
tempo is speeded up and they make their way at a brisk pace. Not
too brisk, either. Aside from its being anything but digmﬁed,
guests want to get a good look at the newly married couple. The
entire wedding party should be put through its paces over and
over again if need be. While not so important as in the church
wedding, music is still very much to be desired for the home
ceremony. Things will run more smoothly whether it be just a
piano or perhaps a violin or two.
IMPORTANT REMINDER: Someone must be designated to give the
signal to the organist when he is to start the wedding march, When

the usher returns from seating the mother of the bride and the
two ushers have spread the aisle canvas, the processional is ready
to start.

Should the father of the bride take part in the rehearsal?
Yes, by all means. He

Plays an important part until he actually
“gives her away.”

Is it Y that the of the bride entertain for the
bridal party either before or after the rehearsal?
Not necessary at all, but quite often done. It is also proper for
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the parents of the bridegroom to entertain for them instead of the
bride’s parents. The most popular mode of entertaining in this
case is a buffet supper either following the afternoon rehearsal
or preceding the one taking place in the evening. Don't forget
to invite the wives and/or husbands of those who are in the
wedding party.

Why is a time schedule necessary with regard to the arrival of
the bridal party at the church?

Because without one there is utter chaos. The limousines should
be ready well ahead of the time they will actually be needed, so
that there will be no slip-up in any way.

Be sure there are enough cars to take care of all concerned.

What is a good time schedule?

MEMBERS OF BRIDAL PARTY TIME OF ARRIVAL AT CHURCH
BEFORE CEREMONY STARTS

Ushers At least one hour ahead of
time—preferably more
Bridegroom, escorted by the
best man (to be sure he
makes it) Three quarters of an hour.

Bride’s attendants—all gather
athome of the bride one and
a half hours beforehand Not less than one-half hour.

The bride and her father (no

one else) Fifteen minutes.
The mother of the bride, ac-

companied by close mem-

bers of the family Five minutes.
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note: For the home wedding, all the attendants arrive at ]e.aast an
hour before the services begin. They may come under their own
steam or limousines may be sent to pick them up one by one. Cars
should definitely be sent for the clergyman and his wife, and fc'ar
the parents of the bridegroom and other close relatives of his.

Their arrival time: Fifteen minutes to a half-hour before the cere-
mony is to start.

Where do the bridegroom and best man go upon arrival at the
church?

There is usually a side entrance near the chancel where they
enter, where they are joined by the clergyman.

Where do the bride’s attendants gather?

Most churches have a room near the entrance of the church
where they may meet. The person designated to see that things
go smoothly awaits them to assist in last-minute fixing of hair-dos
and so forth. She hands out the bouquets. When the bride arrives,
the attendants should stay in the background—never, but never,
crowd around her~while her train and veil are double checked
to make sure all is well, Meanwhile, her father waits in the back
of the church.

When does the bridal procession form?

Real timing is needed here. When the bride’s mother arrives,
the bride and her attendants should be ready to step in line. The
ushers attempt to seat late arrivals even if it is necessary for them

to escort two women at the same time in order to clear the aisle.
When the mother enters,

: the doors of the church should be closed,
leaving unpardonable latecomers to stand outside. The head usher
escorts the mother down to the front

3 4 the two ushers designated to
put down the white runner go where it is rolled by the altar and
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quickly spread it up the aisle. Now we are ready to begin—the
signal is given to the organist, and the bridal march starts.

NotE: The illustrations show (pp. 74, 75) the basic procedure
upon which most bridal processions are based. Deviations will
naturally be made to conform with certain customs followed in
different faiths. Confer with your spiritual advisor as to what
these changes, if any, may be.

Who follows whom in the processional?

On the first note of the bridal march, the clergyman, followed
by the bridegroom, with the ever-faithful best man behind him,
take their places at the foot of the chancel steps. The clergyman
faces the congregation. The bridegroom stands to the left of the
clergyman, the best man to the left of the bridegroom, facing the
congregation. As they take their places, the trip down the aisle is
being started by the rest of the bridal party.

In what order does the bridal party come?

The ushers, two by two. (Attempt to get those of approximately
the same height together.)

The bridesmaids, two by two. (Height comes into this, too.)

The maid of honor alone.

The matron of honor alone.

The flower girl alone.

The bride on the right arm of her father (always the right arm,
because it is considered the arm of courtesy).

‘What is the procedure upon reaching the chancel?

Those on the left of the linc form side by side on the left of the
clergyman. Those on the right naturally to the right. The bride
stands on the left of the bridegroom (so that she is on the right
of the clergyman). Upon turning for the trip back up the aisle,
she will be on the right of her new husband. The matron of honor
stands at the left of the bride, and the bride’s father directly behind
her. When his part in the ceremony is finished, he steps back and
fains his wife in the front pew.
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‘What form does the recessional take?
The bride and bridegroom.
The flower girl.
The matron of honor and the best man.
Each usher steps forward, offering his right arm to a brides-
maid,

1f there are extra ushers, they wind up the procession two by
two.

When the entrance of the church is reached, what then?

The best man hurries the newly married couple to their car.
The other members of the bridal party make an orderly, we hope,
exit to cars reserved for them. Meanwhile, in the church the close
members of both families slowly make their way up the aisle (led
by the mother and father of the bride). No guest should make a

move to leave until this group has reached the entrance of the
church,

FACTS OF LIFE — THE MILITARY WEDDING

When the bridegroom is a member of the armed services is the
procedure the same as in a non.

-military wedding?

of identical Pattern, the milit
colorful customs as the arch of sabers and the cake-cutting ritual.
How is the arch of sabers performed?

Sabers may or may not be worn b
 may Y the men of the bridal party
who are in uniform, 1f they are, at the completion of the ceremony
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these ushers divide up facing each other outside the church doors,
draw their sabers, hold them high with tips touching, forming an
arch through which the bride and the bridegroom pass when leav-
ing the church. As soon as the couple have completed their passage,
the sabers are returned to their scabbards. (The bridesmaids do
not pass through the arch.)

How does the cake-cutting ritual differ?
The bridegroom assists the bride in cutting the first slice, his
saber being used rather than a regular knife.

If some of the men serving the bridegroom are not in the armed
services, what do they wear?

This is one time when it is impossible to have all the men in
the wedding party outfitted alike. What the civilians wear depends
on the type of wedding, and on the decision of the bridegroom.
EXAMPLE: For a formal noon wedding ceremony, say there are
six ushers and the best man. Of these, four of the ushers are in
the armed services. They all wear uniforms (even if in different
services), as does the bridegroom. The best man and the other
ushers would wear a morning coat and striped trousers (see page
64). The fathers of the couple would conform with this also.

FACTS OF LIFE — THE WEDDING RECEPTION

‘What happens at the reception?

The “wedding feast” of olden times has almost entirely evolved
today into a “reception.” Whether the celebration be large or
small, the procedures followed are basically the same as those

for any other reception. There are a few differences.
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at is the order of the receiving line?
WhThe mother of the bride (always first), the father of the bri'de-
groom, then the mother of the bridegroom, the father of the l'fnde,
the bride, the bridegroom, the matron of honor, the maid of
honor, and then all the bridesmaids. The best man (unless he
happens to be the father of the bridegroom) and the ushers never

stand in the receiving line. All those in the line should stay in it
until every guest has been greeted.

FACTS OF LIFE ~ THE WEDDING BREAKFAST

Just what is a “wedding breakfast”?

This really comes under the heading of a luncheon as far as
the food is concerned. Today, more often than not, it is served
buffet style to the bridal party, as well as to the guests, and no
one is seated. At a large formal wedding there may be a bridal
table at which only members of the wedding party are seated.

There may be another table nearby for members of both families.
The guests are served buffet style. Also (usually at a small wed-
ding, where only members of the family and a few friends are
present) everyone may be seated at one table,
How are these tables seated?

In all cases the seating is optional, The following suggestions
may prove helpful,

The Bride’s Table
The bride and the bridegroom sit together (always), he being

t man on her right, and the matron of
! he left of the bridegroom. The ushers and the brides-
maids are then alternated to 11 out the table. note: If some of
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the attendants are married, it is gracious to ask their spouses to
sit at this table, even though they took no part in the bridal party.

The Parents’ Table

The bride’s mother has the place of honor at one end of the
table. On her right, the bridegroom’s father, on her left, the
officiating clergyman. Facing them, the father of the bride, with
the mother of the bridegroom on his right and the wife of the
clergyman on his left. Other relatives and close friends are then
seated as best fits the situation.

The Combination Table

The bride and the bridegroom together. On her right, her
father, the mother of the bridegroom, the best man (or maybe an
elderly male relative), the wife of the clergyman; on the bride-
groom’s left, the mother of the bride, his father, the matron of
honor (or an elderly woman relative), and the clergyman. Go on
from here, mixing the other attendants and family friends as you
wish.

Who gives the first toast?

The best man always offers the first toast. Anyone else may
offer a toast after he has done so. But do go easy. Don't let it get
out of hand. One or two more toasts are sufficient. Also be sure
that no toast is crude or suggestive. Nothing is in worse taste.

‘Who dances the first dance?
The bride always dances the first dance with her father and
the second with her new husband. After that, others may cut in.

When does the bride cut the cake?

Two thousand years ago, in ancient Rome, the bride and the
bridegroom shared a special cake symbolizing their first meal
together, and it was considered a good omen for a future of plenty.
Today, this simple Roman cake has become the usually elaborate
white bride’s cake. Cutting the cake is the high point of any
wedding celebration. The bride cuts the first piece, the bride-
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groom’s hand being placed over hers as she does so. She the.n
gives her husband the first bite, taking the second herself. In this
way they share their first meal as man and wife. .
The cutting of the cake should not take place until sometime
after the receiving line has broken up in order to give the newly
married couple a chance to mingle with the guests. Not too long

after this ritual takes place, the couple should get ready to leave
for their honeymoon,

‘When does the bride throw the bouquet?

‘This custom is said to have started in the fourteenth century in
France: when the bride tossed either a garter or a stocking to
the waiting maidens. Today’s counterpart is for the bride to toss

her bouquet. The lucky girl who catches it is supposed to be the
first one in the group

to find romance and marriage. The bouquet
is thrown by the bride as she leaves to change her clothes for the
honeymoon.

How is the departure for the honeymoon handled?

Primitive man kept his bride hidden until the anger of her
relatives had cooled against him for stealing her, This was not
called a “honeymoon™ The early Teutons drank a honey syrup
for thirty days, or until the moon had waned, and gave the honey-
moon its name. While the wedding trip of today is not to escape
from family wrath, it’s s

till a period of seclusion from friends and
relatives. Two courses may be followed when the couple leave
the wedding reception to prepare to start on their honeymoon.
They may return to thejr homes to change from their wedding
ﬁnery; or arrangements

8o



FACTS OF LIFE — ELOPEMENT

FACTS OF LIFE — ELOPEMENT

What if the bride and groom have eloped?

As soon as it becomes known to the families of the couple, the
parents of the bride should, as noted on page 51, immediately
issue engraved announcements. No notice to the newspapers is
necessary or to be desired.

What if the elopement is not made known for months after it
took place?

This makes no difference. Regardless of the length of time that
has elapsed, it should definitely be formally announced.

To whom should the announcement be sent?
All relatives and friends. It is thoughtful to acquaint close rela-

tives in person, by telephone, or handwritten note, before sending
them the announcement.

FACTS OF LIFE — CANCELLATION OF A WEDDING

If the couple have decided they cannot make a go of it together,
and the wedding is definitely off, what then?

If wedding invitations have not gone out (even if the engage-
ment has been formally announced in the newspapers), the
less said the better. Whether or not the engagement has been

formally announced in the newspapers has nothing to do with it.
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No retraction should be given to the newsgapers exftl:;r. I‘:' ;1 gi n}g’
pecessary to tell the family and close friends. I aﬁ e o
invitations have gone out, a card should be .sent to o b
invitations were sent. If gifts have been recewed,. they s g
returned immediately with a short note, handwritten, expr

appreciation and acquainting the givers with the fact that the
wedding will not take place.

FACTS OF LIFE — POSTPONEMENT OF A WEDDING

What if the wedding must be postponed?

Tllness of the bride, or a member of the bride or bridegroom’s
families, or an unexpected death, may cause the postponement of
a wedding ceremony. If there is time to have a notice of postpone-
ment engraved or printed and mailed to the invited guests to
reach them before the original ceremony date, the form below

may be used. Otherwise, telegrams or telephone messages should
be sent.

Bride’s Illness:

Mr. and Mrs. Paul Hamilton Cunningham
regret that the illness of their daughter
Alice Leticia
obliges them to recall their invitations
to her marriage
to Paul Marshall Harlow
on Monday, the eleventh of June
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Where a Death Has Occurred:

Mrs. Robert Sydney Harvey
regrets that the death of
Mr. Harvey
obliges her to recall the invitations
to the wedding of their daughter
on Saturday, the eleventh of May

The names of the bride to be and bridegroom to be may be
included before the date line.

Usually these forms for postponements, or recalls, are engraved
or printed on a card that fits into an envelope of the same size as
one used for an engraved wedding invitation.

‘Where a New Date Is Known:

Mr., and Mrs. Sidney Albert Gillett
announce that the marriage of their daughter
Margaret Aline
to
Mr. James Angus Oliver
has been postponed from
Saturday, the eleventh of February
until
Tuesday, the twenty-first of February
at three o'clock

s The First Lutheran Church
3
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Where Marriage Plans Have Been Canceled:

Doctor and Mrs. Charles Stanley Glenn
are obliged to recall their invitations
to the marriage of their daughter
Margaret Jeanne
to
John Alexander Gilman, 11

as the marriage will not take place

FACTS OF LIFE — ANNIVERSARIES

May a couple invite others to help them celebrate their anni-
versary?

Certainly. Usually only the family and intimate friends are
asked as, except in the case of a very formal “At Home” or
reception, guests are expected to bring gifts. Even though these
gifts are usually of an inexpensive nature and sometimes on the
amusing side, it isn't good taste to ask mere acquaintances.
What kinds of parties are held for these celebrations?

.Usually on the informal side, anything from being “At Home”
either in the afternoon or evening,

T to buffet suppers or just an
evening get-together will do, It’s up to you.
How are invitations issued?

By telephone, handwritten notes, or on informal cards.

May others entertain for the couple?

Yes. Usually some member of the family and often planﬂed
as a surprise to the couple,
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If the function is to be a formal one, what procedure is followed?

When this form is followed it is usually when celebrating the
silver (twenty-fifth) or golden (fiftieth) wedding anniversaries.
Often the children of the couple will act as hosts at a tea, large
afternoon or evening reception.

The eight special observances are:

1 year, paper v
5 years, wood ¥
10 years, tin
15 years, crystal
20 years, china ¥
25 years, silver
50 years, gold

75 years, diamond -

For more than a century it has been a tradition that eight dif-
ferent things were symbolic for certain years of married life.
When presenting gifts it is usual, and fun, to have them fit in
with the year that is being celebrated. It is not necessary on the
silver, gold, or diamond anniversaries to present a gift of something
actually made of one of these expensive items. EXamrLE: Silver-
edged china or glassware is appropriate (and inexpensive) for the
twenty-fifth year.

Until comparatively recently these were the only years that
were definitely recognized. Today other things have been added
for each of the first fifteen years and every five years therealter.
Actually this is a purely commercial idea. It is borne out by the
fact that not just one thing, but in some cases several, things have
been designated to mark each anniversary. As opinions are divided
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and there are no definite rulings to abide by, it's up to you as to
whether or not you wish to follow this trend. If you do, consult
a shop in your community for the “latest” ideas.

What is the wording for the engraved, formal invitation?

In honour of
the fiftieth wedding anniversary of
Mr. and Mrs. Gordon Joseph Gray
their sons and daughters
request the pleasure of

the company of

at a reception
on Monday, the sixteenth of March
Nineteen hundred and fifty-nine
at eight o’clock
The Mayflower Hotel

Please reply to

Mrs. Gordon Joseph Gray, Jr,
229 Kenwood Boulevard
Milwaukee, Wisconsin



FACTS OF LIFE — ANNIVERSARIES

How is the handwritten acknowledgment worded?

Mr. and Mrs. James Richard Dean
accept the kind invitation
of
Mr. and Mrs. Gray
to a reception
on Monday, the sixteenth of March
at eight o’clock
The Mayflower Hotel

How does a formal anniversary invitation read when issued by the
couple?

Figures representing the year of marriage and the anniversary
year may appear respectively, to the left and right of the upper
portion of the invitation. These may be blind embossed, or en-
graved in the same ink as the balance of the invitation. Gold,
silver, and colors are used much less frequently than heretofore.
Black is preferred.

1934 1959
Mr. and Mrs. Sidney Perry Davis
At home
Monday, the eighth of June
from five until eight o’clock
624 Elmwood Lane
Columbus, Ohio
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Mr. and Mrs. Gordon Joseph Gray
request the pleasurc of
the company of

Hty, ared Fttre. ALeas.

at a dinner to celebrate
the fifticth anniversary of their marriage
on Monday, the sixteenth of'l\larch
Nineteen hundred and fifty-nine
at eight o'clock
The Mayflower Hotel
Rasop.

Reply: (handwritten)

Mr. and Mrs. James Richard Dean
have the honour to accept
the kind invitation
of Mr.and Myrs. Gray
o a dinner
on Monday, the sixteenth of March
at eight o'clock
The Mayflower Hotel
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FACTS OF LIFE — SPECIAL TO THE WEDDING GUEST

Is there a ruling governing the answering of a wedding invitation?

Yes. If invited to the church only, NO acknowledgment should
be made. If to the reception also, an acceptance or regret should
be sent immediately. (This also applies in the case of the home
wedding because the invitation to the ceremony itself would
automatically include any celebration afterward.) The wording
of the acknowledgment to the reception invitation is exactly the
same as to that of a regular reception (see page 43). No mention
is made of the bride or her future husband. You reply to those
extending the invitation. For example: her parents. Reminder:
Only handwriting on white stationery will do. Never typing!

Must wedding guests send gifts?

In years gone by, if you were invited to the church only, no
gift was expected—if to the reception, it was. Today the individual
makes his own decision about sending a gift. T: It's nice to
follow the old custom.

When should the gift be sent?
As soon after receiving the invitation as possible. It is inex-
cusable to wait until a day or two before the wedding.

How should the gift be sent?
Address only to the bride to be, using her maiden name, and
send it to her home.

What is put on the enclosed card?
Nothing is necessary except the name of the sender. (Good
wishes may be added if you care t0.) Use your full name. Not

just “Mary” or “Mary and John.” The bride may know several
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bearing such names and detective work is necessary to find out
who sent what. Use a calling card if you have one. If on very
familiar terms and a “Mr. and Mrs. Philip John Green” seems
more formal than you would like to have it, put an ink line
through the engraved name and handwrite “Mary and John” below

it if you wish. However you do it, be sure clearly to identify
yourself.

‘What initials should be placed on gifts of silver or linen?

This is controversial. Formerly, only the bride’s maiden name
initials were ever engraved or embroidered on a gift. For two
reasons: One, if a hope chest had been started long before her
“Prince Charming” came along, naturally everything therein
would bear only her initials. Two: the gift is to the bride, not the
man she is marrying. Today, however, it is also considered correct
by some that the bride’s surname initial and that of her prospec-
tive husband be placed together. Use either one you wish. It is
suggested, however, that you stick to the old custom.

Xs there a helpful procedure to follow when purchasing a gift?

Yes. Most brides of today are wise enough to acquaint the stores
in their community with their preferences in silver patterns, china,
or linens. If upon inquiry you find that this has been done, it is
a simple matter to select the gift that fits your budget.

How do you send a telegram on the wedding day?

If it is to be received before the ceremony is to take place,
address it to the bride in her maiden name, wishing her happiness.
1f scheduled to arrive after the services, address it to the bride
and the bridegroom, offering congratulations and wishes for their
happiness.

Is the i
Chm;es::v);;;:hmﬂm procedure to follow while attending the

or’i; S\]l)r(? (;o tell t}:e usher whether you are a friend of the bride’s
e bridegroom’s, so he will know which side of the church to
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seat you on. If you are a woman, he offers his right arm and escorts
you to a pew; the man accompanying you follows behind. If a
man alone, he seats himself.

Is a wedding reception any different from any other?

No. Your behavior would be the same except when going
through the receiving line (and be sure you do). Express wishes to
the bride for her future happiness, never congratulate her. The
congratulations are for the bridegroom only. (succestion: Never
ask leading questions about “where are you going on your honey-
moon,” etc. It’s none of your business. ) :

Do you have to stay at the reception until the couple depart on
their honeymoon?

It is proper to leave any time after the bride has cut the wedding
cake, not before.

FACTS OF LIFE — BIRTH ANNOUNCEMENTS AND
CHRISTENINGS

Is a birth announcement a must?

No. It is entirely up to the parents. However, if either parent
is living in a city other than his or her own home town, it is the
easiest way to spread the good news.

Is it proper for an announcement to be made in the society sec-
tions of the newspapers?

Yes. Not done too often, though.

What is the most formal way of announcing the birth of your
b:\by?

An engraved card (a little larger than that used for calling)
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“Mr. ai
containing the full name of the husb;mt:, lil'eg;d::dbt); . d; g
” A small card with the name o e baby at i .
{\)dur:h engraved upon it is attached to this by a tiny white bow.

D‘arl{ Rol)crt Samuc]s

June 19, 1939

GaPtain and Mrs, Christian Samucls

NotE: A little less formal way of doing it: A blue ribbon for 2
boy, or pink for a girl, may be used in place of the white one, and
a blue or pink border on the card.

Is there a semi-formal approach?

Yes. A folded-over informal card
and date of birth en;
outside,

with the name of the baby
graved or printed or written by hand on the
and the parents’ name on the inside.

How is the informal announcement made?

Very popular today are cards that may be purchased at any
stationer’s, usually cunning baby faces illustrating them, with a
line or two of poetry. The name of the baby, and date of birth,
and the names of the Pparents may be printed or written in on the
lines left blank

for this purpose. In this case the parents” signatures
should be “Catherine ang John Brown,” not “Mr, and Mrs. John
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Brown.” The baby’s name may either be given in full or only the
Christian names used.

WARNING: Avoid the so-called “clever” birth announcements.
They are apt to border on the crude and vulgar, and can only
cause acid comment on your bad taste.

Is it proper to announce the adoption of a baby? .

By all means, yes. For the sake of clarity in the future, it would
seem a “must.” A small card on which is engraved the following
is considered the best taste in this case:

My. and Mrs. Robert John Spencer
have the happiness to announce
the adoption of
Charles William

aged six months

Should an announcement of the adoption be made in the news-
papers?

No. This is not done, simply because there is no reason to
anmounce an adoption to anyone but your friends.

Is the recipient of a birth announcement expected to send a gift?
Definitely not. However, there is nothing to stop you from
doing 50, if you want to.

What about showers for the baby?

Follow exactly the same procedure as for giving a bridal shower
(see page 20). The mother to be is, of course, the honored guest
and all gifts are for the expected baby.

REMINDER: No member of the mother’s family should entertain
for her in this manner,

Are showers given only for the first baby?
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Usually, yes. There’s no rule against having one for a later
arrival, however.

At what age does the christening usually take place?

This is flexible. In some faiths baptism is expected to take place
before the infant is 2 month old; in others, age does not come into
it and the ceremony may occur at any time.

What is the first step in planning a christening?

The godparents should be chosen. Godmothers, usually two for
a girl and one for 2 boy; godfathers, usually one for a girl and
two for a boy. Be sure to ask only intimate friends to serve in this
capacity. It places a responsibility on their shoulders that must

not be taken too lightly. A chosen godparent should never refuse
the honor.

May a relative, for example, an aunt, serve as a godparent?

Yes. More often, however, close friends are given the honor.
‘What obligations does a godparent assume?

He is held responsible for the child’s religious training. Birth-
days and Christmas each year should be remembered. If the child
becm:nes an orphan, and alone in the world, the godparent should
step in and oversee the plans for the youngster’s future.

Does a godparent present a gift?

Yes. Usua.ﬂy a silver porridge bow), silver cup, or fork and
SP}‘;(’“- Starting a small bank account (even if only ten dollars),
w ch may be added to on birthdays and Christmas, is an excellent
idea, as is an add-a-pearl necklace for the baby girl.
It : g"dPﬂ-"?m is unable to be present at the ceremony, what then?
semﬁ::{y is chosen by the parents to take his or her place at the
What is the next step?

c X .
low:; ﬂg‘éom— fehgxous advisor relative to the rituals to be fol-
- Dilterent faiths observe different rites, Also, make sure
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that the day and time you have chosen fit in with his commitments.

Whom de you invite lo a christening?
Only relatives and close friends.

How are the invitations issued?

Always informally, by telephone, handwritten note, or on an
informal folded-over card. For example:

Dear Phyllis:
The baby is to be christened next Sunday at four
o'clock in St. Thomas church. Do hope you can be with

us there, and afterwards at our home for a small
celebration.

Affectionately,
(s) Elizabeth Graham

Can a christening take place in the home as well as a church?
Some faiths forbid the home ceremony, but if this is not the case,

a christening in the home is to be preferred. The young guest of

honor won’t put up such a how! if he isn’t dragged hither and yon.

What is the procedure for the church service?

Guests should arrive about fifteen minutes before the time desig-
nated for the ceremony to start, and seat themselves near the
baptismal font. The ceremony begins when the clergyman enters.
All present should rise and gather near the font. A godmother holds
the infant, and the other godparents and the parents stand close
by. When the time arrives in the service, the clergyman takes the
baby, baptizes it, and returns it to the godmother, who holds it
until the ceremony is over.

remanpEr: When a clergyman asks what name the child is to

bear, the godmother holding him says only the given name, the
surname is not mentioned.
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What are the differences in the procedure if the rites take place
in the home? )

With one exception it is about the same. The exception: A font
to hold the bowl of holy water. The bowl is usually silver (if you
don’t own one, borrow it). It is placed in the center of 2 small table.

notE: A room should be set aside for the clergyman where he
may change into his vestments.

Is it obligatory that the parents entertain after the ceremony?
No. It is entirely up to them.

If you do celebrate, what type of party is given?

Always on the informal side. Usually a tea party. The only
difference from a regular informal tea is that there is a christening
cake (with white icing) and caudle, the traditional christening
drink, which originally was a gruel, but in recent years has turned
into a hot eggnog. However, caudle today is often replaced by
punch or champagne. All three are correct to drink when offering
a toast to the baby for his future health and prosperity.

Does the clergyman receive a fee?

As baptism is a sacrament of the church, no fee is ever charged.
However, a donation (not less than $10.00) is usually presented,
in private, to the clergyman to be used for charity, at his discretion.
Are those invited supposed to bring gifts?

It is not obligatory. 1f you wish to do so, however, go ahead.

FACTS OF LIFE — FUNERALS

‘Who makes arrangements for the funeral?
Those most closely related to the deceased should designate 2

distant relative or intimate friend to take over the sober duties
that have to be performed,
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What is the first step?

Consult the family’s spiritual advisor as to the time and place of
the services. His guiding hand is needed in this time of sorrow,
for different procedures are observed by different faiths.

The second step?

After ascertaining the family’s wishes with regard to funeral
expenses, et cetera, the funeral director should be contacted and
all details gone over with him. He employs especially trained men
who can be depended upon to take care of everything in a dignified

manner.

Who issues the death notice to the newspapers?

The family itself may do so, but it is usually done by the funeral
director. The deceased’s name and the names of his surviving
relatives, the time and place where the rites are to be held, are
included. Also, any specific requests of the family with regard to
flowers and so forth should be included.

¥ the time and place of the funeral are included in the death
notice, may anyone attend?

Yes. In this case anyone who knew the deceased, whether
professionally or socially, should make every effort, as a mark of
respect, to be present.

It flowers are permitted, how are they handled?

If the funeral is to be held in the home, the person in charge
designates someone to make a careful list of all flowers received.
As each floral piece arrives, a description should be written on
the back of the card accompanying it. EXAMPLE: “Basket of yellow
roses.” This is helpful when the time comes to write the notes of
thanks. If the funeral is to be held from a funeral home, the
director there will make a detailed list of all floral tributes.

Should cards be left on the flowers when they are displayed?
Never. Cards should always be removed.

In what further ways may friends be of service?
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1f the family announces that calls may b.e f'nade at thc.lfur;t:;al
home prior to the services, the person assisting the fﬂﬂjl y t},osyé
with their advice, ask various friends to take turns gr(':etmgh 9
who make condolence calls, No member of the family itself shou
ever be asked to perform this duty.

Are flowers or streamers placed on the front door of the home of
the deceased to indicate there has been a death? "
In years gone by most funerals took place in the home, and ghe
emblem of mourning was always placed on the door. To.day ;
deceased usually rests in a funeral parlor from which services an
burial are held, Therefore, the outside indication of sorrow at t!le
home has more or less been dropped. If it is done, however, white
flowers and streamers for a child and purple for adults are correct.
They are removed by the funeral director before the family returns
from the services.
How are pallbearers chosen?

Six or eight men who were close friends of the deceased are
chosen by the family. The person in charge notifies them by u?le-
phone or wire. Members of the family never serve in this CaPac‘t}f'
Rarely today do the pallbearers actually carry a casket. This is
usually done by assistants of the funeral director, and the pall-
bearets’ role is purely an honorary one. When the service takes
place in a church, they precede the casket, two by two, to the
chancel, where they enter the front pews at the left, facing the
altar. If there is no processional, they take their places in the left
pews shortly before the services begin.

Are invitations ever issued for a funeral?

No. With one exception. When the funeral is to be private, it i5
then necessary to notify relatives and close friends by telephone

or handwritten notes, or telegram, and they are expected to attend.
The person assisting the family takes care of this.

What are some of the other duties of this person?
He or she should designate another close friend to be stationed
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near the front door of the home to greet those who Pay a cal
condolence, to accept telegrams, messages, flowers, ot };et ;a I of
g a.

When is a memorial service held?

This service is sometimes held in lieu of a fu X
done when the deceased has died and been bz::}l. glsl;a}ly lf is
country. A notice is placed in the obituary columns of thebrexgn
papers, giving the name of the deceased and the time andnews.
of the memorial service. Persons attending follow the sam, Place
cedure as when going to a funeral. If it is desired by the £ e.IPro.
the deceased that only relatives and close friends he asf;:l y of
attend, a friend may be given a list of these people anq asked to
telephone them the necessary information, ed to

Is it correct to acknowledge expressions of sympathy wig,
graved or printed forms? cn-

Definitely not. Only in the case of the death of Prominent
sons, where hundreds of messages and flowers are receiveq per-
permitted. Even then such expressions of appreciation shoul’d is it
be sent to close friends. not

If such a card is issued, what would the wording be?

Mrs. Gordon John Widow
wishes gratefully to acknowledge
your kind expression of sympathy

How may the family express their appreciation for flowers, letters
of sympathy, ct cetera?

A personal handwritten note should be sent by the closest r1,.
tive. As no one cxpects an immediate acknowledgment, the note,
do not have to be written until time has softened the first shock,
Only a few lines are necessary, suchas, “Thank you for your beayy;.
ful sheath of pink roses, and for your kind sympathy. Your thought
of us was deeply appreciated.” That is all that is needed.
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If, for some reason, the closest relative is unable to perform this
task, who would handle it?

Another member of the family or a close friend may write the

notes saying, for example: “My uncle asks me to thank you,
et cetera”

What stationery should be used?
Plain white, usually the small “correspondence” size.
Is it necessary that it have a black border?

No. This custom has practically gone out in recent years. It is
still correct, if you wish, but seldom done.

Is a fee presented to the clergyman who officiated?

Yes. Actually this is not considered a fee, as payment is never
made for a church sacrament. It is a donation, usually used for a
charity chosen by the clergyman. Send it to the clergyman after the
funeral with a letter of appreciation for his comfort and assistance.
The amount depends upon the financial position of the family, and
may be anywhere from $10.00 to $100, After a church funeral (in
some instances) a bill is presented by the sexton for the use of the
church, If this is not done, he should be paid about $23.00.

‘What is the custom regarding the wearing of mourning today?
It is the usual procedure that close relatives attire themselves
in black when attending the funeral, The all-enveloping black
crepe or long veils of former years are seldom worn by women
today. A simple black gown or suit and black hat, gloves, hose, and

shoes, are fxll that is generally considered necessary. If a man has
2 black suit, he should wear it. If not, a dark blue or gray is ac-
ceptable. Black tie, socks, and shoes should be worn, He may also

“iear ablack .sleeve band, if he wishes. This is a piece of dull black
cloth measuring approximately four inches wide and is worn above

t;le elbow on the left arm. (How long this is worn after the
ereavement is a matter of personal choice )
Early in the centu :

ry the wearing of deep mourning after the
funeral was expected of all close relatives uflzhe decel:sid usually
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for a year at least. Today mourning has assumed a more sensible
aspect. Many feel that draping themselves in deep black is
casting the shadow of their sorrow upon others. By wearimng soft
pastels they are not depressing others and are aiding their own
readjustment. However, this is definitely a decision that only the
individual can make.

reminper: Children, under no circumstances, should be attired
in black.

What social activities may be attended by those suffering a
bereavement?

Shutting oneself away from the world for months, or even years,
as in the past, is a practice sensibly outmoded. Naturally (usually
for a period of six months) one does not attend conspicuously gay
and formal parties, such as balls, or big receptions. However, quiet
evenings with friends, small informal parties, or attendance at the
theater, certainly are not to be frowned upon, in general, today.
But this again is a case where it is up to the individual to make his
own decision.

What should friends and acquaintances do when death strikes the
home of someone they know?

In your eagerness to be of assistance and consolatlon to the
bereaved, guard against adding to their burdens. Intrusion upon
grief, no matter how well intended, is inconsiderate and thought-
less. If possible, go to the home of the deceased, and leave your
card, writing the words, “with sympathy” thereon. You may also
offer your assistance. Never ask to be admitted. Only relatives and
very close friends should do this. You may prefer to make the call
of condolence at the funeral home, where you will be asked to
sign the visitors’ book, which will later be given to the family of
the deceased.

If the funeral announcement states “funeral private,” what does
it mean?

Just that. Relatives and close friends are notified by telephone
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or handwritten note by the person helping out as to the time ot
the rites. Only they attend.

If asked to “please omit flowers”? ) .
Do so. All too often people disregard this request. Besides be.mg
the wishes of the family, it is to be remembered that some faiths

do not permit them, the Jewish particularly. So do not send them
if asked not to.

I, in lieu of flowers, it is suggested that a donation be sent to a
specified charity, how do you go about it? »

Send your check to the chaiity indicated, mentioning that it is
in memory of the deceased. The charity, in turn, will notify the

family that you have done so, and of course will not mention the
amount you have given.

If flowers are sent, how are they addressed?
Never to the deceased. Address them “To the funeral of John
Doe,” or to the nearest relative. The former should be used by

those who knew the deceased but not the family, and the latter
by those who know the relatives.

Should anything be written on the card accompanying the flowers?

As the flowers themselves are an expression of sympathy, a card
containing only the names of the senders is all that js necessary.
Always the full name, by the way, “Mr. and Mrs.

never “Mary and Jim.” It is not wrong to include “with deep
sympathy” on the card, if you prefer to do so.

When attending a funeral, should black be womn by either sex?
Only if you are sitting with the family, or if you are a pallbearer,

is it considered necessary to wear black, However, women should
wear clothes of somber colors (a red hat, for example, would cer-
tainly be out of place) and men should attire themselves in dark,
conservative suits,

»
James Monroe,

Do ushers advise you where to sit when you attend a church
funeral service?
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No. There are never any ushers. You must seat yourself.

‘What arc the rules governing a church funeral service?

In most cases a processional up the aisle does not take place
today. Just before the services start, relatives who are gathered
in the vestry file in and take their places in the front pews on the
right of the altar (as you face it). Only family and very intimate
friends of the deceased seat themselves near the altar.

Close friends, while not entering with the family through the
vestry, unless specifically asked to do so, seat themselves up near
the front, in the pews back of the family itself,

Acquaintances never seat themselves far up near the family. This
is an imposition. They choose a place on the right-hand side facing
the altar, preferably toward the back from the center of the church.

When do you leave the church?

At the conclusion of the service the casket will be wheeled out
and placed in the hearse, followed by members of the family and
friends. Leave then, and not before, after the family have all left
the church.

If the burial is to be private, you of course do not go on to the
cemetery. If not, do as you wish.

‘What is the procedure if the funeral services are held in the home?

Relatives either take their place near the casket, or, if space
allows, stay in seclusion in a room nearby. If they do stand by the
casket, the women wear hats as they would in church.

Close friends, who have not been asked to join the family, and
acquaintances stand during the services. The women wear hats
and coats, the men their coats, with hats in hand. No one leaves
until the casket has been carried out.

What if the services are held in a funeral home?

In these days of small apartments and homes, services often take
place in a non-sectarian chapel within the funeral home itself,
Your actions would be the same here as in the private home.
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What is expected if you wish to join the procession of cars that
go to the cemetery for the burial, after the church services are
over?

1f the deceased was a relative, or close friend, you have probably
been instructed by the funeral director which limousine you are
to occupy. If you are driving your own car, you get in line behind
the hearse and the limousines, tumn on your dim lights, and follow
the procession to the cemetery. In this case, you never make a move
to go, after the rites are over, until the relatives have left.
If you are 2 motorist, and a funeral procession passes by, what
should you do?

Stop. Immediately. If you cut across such a procession, thereby
causing the cars in it to become separated, you are not only dis-

playing a complete lack of the fitness of things, you are being
irreverent.
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THE SOCIAL AMENITIES — INTRODUCTIONS

What terms are used when making an introduction?

In general use today, and by far the best form, is to mention the
names only. “Mrs. Ward, Mr. Brown.” The phrase, “May I present,”
while perfectly proper, is not really necessary. It is best to use
this phrase only when presenting a man to a woman, not when
introducing one woman to another. A woman sometimes resents
being “presented” to one of her own sex. Stick to the use of the
names only, and you can’t go wrong.

When making an jntroduction, which name is mentioned first?
Always the name of the person to whom the presentation is
being made.

Are other introductory phrases permissible?

Yes. “I would like to have you meet,” and “May I introduce?”
are considered acceptable, but advised against. Why? Because
they are awkward and unnecessary.

Are there phrases that should never be used?
Yes. Never say, “Make you acquainted with”; “Mr. Smith, this is

Mr. Watts”; or “Mr. Smith, shake hands with Mr. Wyatt”; or “Meet
the wifel”

What about introducing one woman to another?
The younger is presented to the older, “Mrs. Matron, Miss

Younger.” The unmarried woman is introduced to the married,
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“Mrs. Green, Miss James.” Only if the unmarried woman is ob-
viously much older would this be reversed.

What if two women are about the same age? .
Use tact here, Either name may be said first, but don’t stress it.

Is a woman ever introduced to a man? )
Never, with three exccptions: When he is an official of high
rank, an ecclesiastical dignitary, or an extremely elderly man.

Is there any special rule to follow when introducing two men?
Only that the younger be introduced to the older. Approximately

the same age, it makes no difference, unless one of them is one
of the three abovementioned exceptions.

How do husbands and wives introduce each other?

In both cases the surname is never used.

The wife: “Mrs. or Mr. Jones, my husband.”

The husband: “Mrs. Brown, my wife.”

If presenting her to a man, he would say: “My wife,” pause,
looking at her during this comment, and then “Mr. Brown.” (Re-

member she is mentioned before the name of the man who is
being introduced to her.)

What is a simple way to introduce other relatives?

If the name is the same as yours, “Mrs. Green, I would like to
present (or have you meet) my mother.” If not, “Mrs. Green, I
would like to have you meet my mother, Mrs. Hill.” When intro-
ducing someone to a relative, mention the relationship for the sake
of clarit):. The terms such as: “My husband’s sister,” “My husband’s

mother,” “My brother’s wife,” all sound much better than the use
of “mother-in-law,” and so forth.

How do young people introduce their parents to their own age
group?

“Mother and Dad, I would like t h:
and Bobby Smith,” e you meet Mary Green
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How do you introduce one person to a group?

Mention his or her name, first (saying it only once), “Mr. Green,
I would like to have you meet Mr. and Mrs. Brown, Mrs. Gray,
Miss Phillips,” and so forth. Ladies first, or age, do not come into
the group introduction.

Is it proper to personalize an introduction by mentioning a topic
of interest to both of those being introduced?

Yes. If time allows, it is a thoughtful way of opening the doors
of friendship. “Mrs, Brown, Miss Hays. As you are both so active
in the Red Cross, I am sure you will enjoy meeting.”

When you think two people already know each other, is it all
right to say, “Mrs. Smith, you have met Mrs, Jones, haven’t you?”

Definitely not. This is unfair to both parties. Maybe they have
met, and one has forgotten. Safer to introduce them in the usual
way. If they have met before, let them say so.

If someone comes up to you saying, “You don’t remember me, do
you?” and you haven't the vaguest idea who it is, what line of
action do you take?

Return honesty for rudeness. Your answer, “I am very sorry, but
I don't” Let the offender take it from there. There should be a
special punishment for those guilty of this thoughtless, inconsider-
ate habit.

How should you greet an acquaintance whom you haven't seen
for some time?

Be kind. Assume your name has been forgotten. Say, “How do
you do. I am Mary Smith,” or “Mrs. Smith,” whichever you prefer.
She will bless you for it if she has forgotten your name.

When faced with the problem of introducing someone whose
name you have forgotten, what do you do?

You wish fervently you were somewhere else! But face it hon-
estly. Mumbling something incomprehensible is more of an affront

to the person whose name you have forgotten than it is frankly to
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caring whether it's true or false? .

6. Do you avoid controversial subjects, such as politics
or religion?

7. Do you make tactless remarks? Remember, a.nd
never forget, you can’t regret saying something
when you haven't said it.

8. Do you a braggart be? No matter how wonderful

your exploits, they can become extremely tiresome

to others. Avoid the use of the word “I” as much
as possible.

Do you try to govern your tone of voice, avoiding

the loud and boisterous?

Do you tell off-color stories in mixed company?

Usually this is not funny, but embarrassing to every-
one.

©

10,

11, Do you intersperse your conversation with slang

and profanity? This is a giveaway that your vocab-
ulary is limited. Make a point of learning a new
word every day. You'll be surprised at the results.
If you are proficient in a foreign language, do you
carry on a conversation in that tongue when others

are present who do not understand? It's unpardon-
ably rude.

12,

N

THE SOCIAL AMENITIES — VISITING CARDS AND
CALLING

‘Why are visiting cards used?

Centuries ago the Chinese started the custom of leaving a card
as evidence of a person’s formal visit to the home of another. The
Germans were the first in the Western world to adopt the practice.
During the reigns of Louis XIV and Louis XV the calling card be-
came the rage in France. Not the little pasteboard so familiar to-
day, but large-size cards omately decorated. It was not until the
eighteenth century that England took up the custom, and it
gradually spread during that time to our country, '
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Unfortunately, because of the fast pace of our present-day life,
people just scem too busy to observe the age-old expression of
courtesy shown by one person (or family) to another by paying
the formal visit. Only in the so-called “high society” groups, official,
diplomatie, and military circles, do you find this an expected
custom today.

However, the use of “visiting cards” has been broadened so
much now that, whether you make formal calls or not, they are
extremely useful to have. If you do have them, every effort should
be made to observe traditional forms that have come down through
the years (naturally with changes here and there, to conform with
our modern way of life).

Is it all right to have a calling card printed?
Never. Cards for social purposes must always be engraved. Only
those for business use may be printed.

May colored inks be used?
No. Only black is considered correct.

Are all cards the same size?
The size varies in accordance with the circumstances.
EXAMPLE: A woman's card measures 2% x 3% inches, a man’s
1% x 3% inches.
Are they made of special paper?
Yes, usually white or cream-white Bristol board. They may be
either glazed or unglazed. It is not incorrect to use a fine, thin
parchment paper if you wish.

What type of lettering is preferable?

Script is always correct. However, several styles are considered
proper today. Have your stationer show you samples and choose
the one you prefer. succesTion: Always avoid omate or overlarge
lettering.

In placing your name on a card, may initials be used?

No. The full name should be given. Only if the name is so long
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blurt, “I am sorry, but I have forgotten your name.” Remember,
we all experience this at one time or another.

If you are attending a party, knowing only your hosts, and they
neglect to introduce you to anyone, what then?

All guests under one roof are automatically considered intro-
duced. So just go ahead and present yourself, saying, “How do you
do. I am Mrs, Lane” (or Mrs. John Lane).

f

How do you acknowledge an introduction?

Only one phrase is correct. “How do you do.” Depending upon
the circumstances, one may add, “It is so nice to meet you,” or
words to that effect. Never resort to the use of “A pleasure, I am
sure,” or “Pleased, I am sure.” The expression, “Pleased to meet
you” or any of its derivatives may boomerang back with an “I'm
pleased you are pleased.” So forget these, by all means.

Do you stand upon being introduced?

Men—always, Women—never except for a very prominent per-
son, man or woman, or one of extreme age.

Is it always considered proper to pany an i
a handshake?

duction with

Generally, yes. A good, firm handclasp, too. Avoid a flabby,

coldfish grip, and above all don't be a bone-crusher. Strike &
happy medium,

THE SOCIAL AMENITIES -- CONVERSATION

What is the best guide to being a good conversationalist?

The poor conversationalists are those who talk too much, never
those who talk too little, As George Eliot once put it, “Blessed is
the man who has nothing to say and abstains from giv;ng in words
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evidence of the fact.” This obviously means don’t chatter just to
hear yourself talk. A nervous desire to make a good impression
sometimes is behind this fault, particularly when you meet someone
for the first time. Always have some current subject to start the
ball rolling, Between the radio, television, and newspapers, this
Ppresents no problem. So if you piece your conversation together
with banalities, it's nobody’s fault but your own.

What is the definition of a bore?

One who likes to talk about himself when you want to talk about
you. Enough said.

REMINDER: When conversation is boring—remember you have
played a part in making it that way.

What is a sure way to up your popularity rating?

Listen. It takes perseverance to learn how, especially if you want
to express your own views. Don't fidget, sneak glimpses at your
watch, or stare into space, even if you are bored. Look the speaker
in the face and give him your undivided interest. It's a nice feeling
when somebody does the same for you, isn’t it?

Do you have these conversation faults?
Answer these questions honestly, and you are on the road to
correcting conversational faults you don’t even know you have.

1. Do you interrupt an expression of another’s opinions
by butting in and stating your own before he has
finished?

2. Do you monopolize the conversation by a recital of
your personal affairs, and/or cute antics of your
baby or the hectic day at the office?

3. Are you an operation or illness fanatic? Believe it,
no one is interested in your aches and pains—only
their own.

4- Do you avoid malicious criticizing of others? The
old adage, “If you can’t boost, don’t knock,” is well
worth remembering.

5. Do you pass on that juicy piece of gossip without
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that it would be awkward or well-nigh impossible to place on one
line should initials be resorted to.

What else goes on the cards, and why?

Remember, their purpose is to identify. Therefore, your status
in Yife should be made clear by the prefx before your name,
“Mr..” “Mrs.,” “Miss,” “Doctor,” et cetera, whatever the case may
be. Also the address should be placed in the lower right-hand
corner. Seldom included in the past, today it is a necessity that this
be done, owing to the spreading out and growth of our cities and
towns. If your address is a temporary one, it is correct to hand-
write it in ink in the lower right-hand comer of the card.

‘What is the correct form for the card of a married woman?

Mzs. Alan PI\iliP ProPer

1331 Logen Street
Clievy Chase, Maryland

A widow's card would be exactly the same (never Mrs. Mary
Black Doe).

NoTE: If the husband uses “junior,” 11, or III after his name,
his wife also does.

For some unknown reason it has been considered bad form
through the years to place “senior” after the name of a widow, in
order to distinguish her from her son’s wife, if he is named for the

fat.‘ncr. For the sake of clarity, and from the common-sense ﬂ“g]ev
it is now no longer frowned upon.
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EXAMPLE: “Mrs. John Richard Brown, senior,” with a small “s”
(or the abbreviation “Sr.” with a capital “S").

What is the proper card for the divorcee?

Ml‘S. ‘Veaver Brown

2431 Roncmont S!rcct

Her maiden surname and that of her former husband are used.
The use of her Christian name, “Mrs. Mary Weaver Brown,” is also
considered correct, but the example given above is in more general
use today.

‘What ahout the cards of the married woman who uses her maiden
name in business?

Her social card must be the same as any other married woman’s
—*Mrs. Robert James Moore.” When calling upon those who know
only the name she uses in business, it is correct to handwrite that
name, in parenthesis, across the bottom of the card.

-MIS. IEObCPE ﬂamcs j EOOPC

W 1052 G St
Chevy Chase, Maryland
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Does an unmarried woman use “Miss” before her name at all
times? '

No. Until she reaches the age of seventeen her full m}me \Vllh(:}\;‘t
the prefix is given; after that the “Miss” is used. Don't forget the
address.

‘What is used on a man’s card?

M:. Alan Plli]iP ProPer

Only the unmarried man places the address on his card. T.he
married man does not, rREason: Almost invariably it accompanies
that of his wife, which bears the address.

Does a young man use “Mr.” on his card regardless of his age?

No. Only his full name (with no prefix) is used until he graduates
from high school or attains the age of eighteen, The address should
be given.

What is the proper use of the suffix “junior” and Roman numerals
to indicate a man’s place in the family line?

The suffix may be given in one of two ways: “Mr. Harrison Gray
Doe, junior,” or “Mr. Harrison Gray Doe, Jr.” If spelled out, no
capital, if abbreviated, the capital is used. Numeral suffixes using
II and II are used only when a young man bears the identical

name of his uncle or an older cousin, or when he has the same name
as his living father and grandfather, and the father is using the
suffix “junior.”
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“Mr. Henry Paul Phillips 11" (nephew or cousin);

“Mr. Henry Paul Phillips HI™ (grandson where father uses
Sjunior™ or geandnephew, where father uses IT).

When the clder men die, suffixes are altered by the surviving
members of the family. Sometimes they are not changed, beeause
of legal complications that might arisc if it were done. Your per-
sonal preference is the guiding factor, To do cither is correct.

How is a title indicated on a man’s card?

Clergyman: 1t is always preceded by the word “The” (and is
never abbreviated) “The Reverend John Bell Coe.”

Physician, Surgeon, Dentist: On cards in social use, initials
indicating professional degrees are always omitted. Only “Doctor”
spelled out with a capital "D” or the abbreviation “Dr.” may
precede the full name.

Docs a married couple find the joint “Mr. and Mrs.” card neces-
sary?

Mr. and Mrs. Alan P]ﬁ]iP ProPcr

1331 Lognn Street
C‘Levy Cl’ll!e, I\‘nrylum]

Not necessary, but mighty handy to have to enclose when send-
ing gifts or flowers. It may be used, of course, when paying a formal
call,

What is the folded or folded-over card?
Sometimes referred to as an “informal,” the engraving that ap-
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pears on the front of this card is the same as a joint Mr. and Mrs.
(or it may be just one or the other). Never, under any circum-
stances, used for calling, these cards are ideal for informal invita-
tions, writing short notes, or to accompany a gift or flowers.

Is there another card that serves the same purpose?
Yes. This is a large single card, measuring 4% inches by 3% inches.

.

221 Noxth Placo

Me. & Mrs. Edward Goe Brown

L

(REDUCED)

inﬁ:aét;\; coa\rngsee;ithe:e ]:5 p%enty of space for a note, informal
on, reeting to be placed thereon. i d

for calling purposes. ) " (Nover use this s

It ly{:l‘ln hav:;l no social calling card, how do you manage?

e ng the engraved card is a definite social convenience, and
many uses, as already explained, other than calling. How-
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ever, if you have little use for engraved cards, and do not wish to
go to the expense of having them engraved, it is possible to get
along without them very graciously. Never fall back on a printed
card, however. These are really tabu. When calling, if you have no
card to leave, don’t tell a fib and say you left the cards at home.
Be honest. If the person you are visiting does not answer the door,
tell whoever does, “Please tell Mrs. Brown that Mrs. Miller is
calling,” If sending flowers or a gift, most shops have plain white
cards and matching envelopes that you may use on which to sign
your name, or write a message if you wish.

Must calling cards always be left when paying a visit?

The ways of paying a visit to the home of another vary according
to the customs followed in a given community. For example, in a
small town where practically everyone knows everyone else, the
so-called “leaving of cards” would be superfluous, to say the least.
The following questions and answers relative to calling are based
on general procedures where formal or informal calls are made.
These forms may be altered to suit the circumstances under which
your community pattern is conducted.

‘What visits should be made that do not come under the heading
of social calling?

Calls to express condolence to friends when death occurs in
their family. These should be made at once.

When the engagement of a man in your family, or family in
law, is announced, his fiancée and her family should be called
upon as soon as possible.

A visit should be paid to the mother of a new baby, and a gift,
if you wish (this is up to you), may accompany your personal
congratulations.

A call to inquire about the health of a friend who has been
seriously ill is always in order. It is so much more personal than a
telephoned message. A gift of 2 book, flowers, or fruit is good. No
fancy foods. The patient is probably on 2 special diet. If invited
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to see the ill person for a moment, do so (remcrnber, only fore:
moment!). If not asked, don’t make the suggestlxon' that youds °
him. Leave your message of good wishes, your gift, if any, and g
your way. You have done your part.

‘What other occasions are there which demand social calls? X

In years past it was considered extremely rude not to pay a ;nl
of appreciation after having “broken bread” at the table of another.
Luncheon or dinner calls were always paid within three t.lays, a
week at the most. Today this gracious custom has almost died out
in the rush of our modem way of life. However, if you do not call,
it is unforgivable to take this hospitality for granted. The way you
express thanks depends to a degree upon your relationship with
the hostess. If not well known to you, a short handwritten note of
appreciation is in order, written the day after the event. A note
seribbled on a calling card won't do. Use white stationery. Also,
the sending of flowers is a nice gesture, Even if you know her well,
however, at least a telephone call should be made to express your
pleasure. By all means do something,

The custom of immediately calling upon a new neighbor has
also faded into the past. In cities this is particularly true. Only in
suburban communities, small towns, and in the country does it
still prevail. It's easy to understand why. In the city apaﬂmeﬂ:
living is not conducive to friendly overtures. A “how do you do

in the elevator is about the beginning and end of the social
amenities,

X the paying of calls is a custom in your community, is it per-
missible for the wife to assume this duty alone, leaving her hus-
band’s card as a courteous gesture?

Yes. She shoulders the family’s social obligations. Of course her
husband may accompany her if he wishes.
Is there a rule governing how many cards should be lcft at each
residence?

Very definitely. Remember, first, 2 woman neger calls upon a
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man. Therefore, she leaves one card of her own for each lady of the
household and ane of her husband’s for each adult member of the
family, man or woman. The joint “Mr. and Mrs.” card may be used,
but be careful that when doing so the woman doesn’t accidentally
leave a card for a man of the house.

ExAMPLE: Let’s say that Mr. and Mrs. Inexperienced are calling
upon Mr. and Mrs. Weaver. The Weavers have an adult son. Mrs.
Inexperienced should leave one of her cards (for Mrs. Weaver)
and three of her husband’s { one each for Mr. and Mrs. Weaver and
one for the son).

REMINDER: More than three cards from each person calling
should not be left at any one residence regardless of the number
of adults living therein.

What are the accepted hours for paying formal calls?
Between the hours of three and six in the afternoon.

Just how do you go about making such calls?

Have the correct number of cards to be left ready in your hand
{do not place them in an envelope). If the door is opened by a
servant, ask, “Is Mrs. Weaver receiving this afternoon?” If the
answer is a polite “No, she isn't,” or “I'm sorry, but Mrs. Weaver is
not at home,” simply leave your cards and go on your way. Should
the person upon whom you are calling answer the door herself
(which often happens in these days of small homes and apartment
living and virtually servantless households), you would, of course,
be invited to enter. Never stay longer than twenty minutes, even

if urged to do so.

If the person whom you are visiting does answer the door, do
you give her your card?

No. Usually a card tray is placed on the table by the door, and
you drop your cards therein as you pass by. If there is no tray,
just leave your cards on the table.

Suppose no one answers your ring. What then?
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If there is a mailbox, or slot in the door, put your cards within
these receptacles.

If calling on someone who lives in an apartment, must you an-

nounce yourself? .
1f there is a reception desk in the lobby, it is extremely rude no

to do so. If no desk, you can only go to the door of the apartment

in which the person lives and ring the bell, just as you would if it
were a house.

Suppose the receptionist in the lobby tells you that “Mrs. Weaver
is not at home” or “receiving,” what do you do with your cards?

This is one time when it is advisable to enclose them in an en-
velope (being small, they are apt to get lost) with the name of the
person upon whom you are calling written thereon. Leave them

with the receptionist. This same rule applies when leaving cards
ata hotel,

Is the recipient of the call expected to retum it?

Circumstances come into this. If it is a first call, by all means,
yes. Ouly a very serious reason can excuse the rudeness of not
returning the first visit of an acquaintance. It should be made in
person, if possible. If unable to do so for some good reason, such
as illness, or a heavy work schedule, send your card by mail to
those who have been courteous enough to call on you. You would
send the same number of cards as you would if leaving them
personally, and nothing is written on them, Years ago this would
have been considered the height of rudeness, but today it is
accepted because it fits in with our modern way of living.

If someone calls on you and you are not presentable, or for some
reason you do not wish to receive them, is it out of order to have
a servant say, “Mrs. Weaver is out”?

This is one time a white §]

b is permissible. But be careful how
you do it. Being told

“Mis. Jones said to say she is out” is certainly
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no compliment to the caller. The phrase to be used is “Mrs. Jones
is not at home.” It is also correct to say that “Mrs. Jones is not
receiving this afternoon.” Never send back either of these messages
if the servant has taken the card, told the visitor to wait, and come
to you. To say you are out, or not receiving, after a card has
obviously been seen by you is an inexcusable rudeness.

Is it ever proper to telephone somebody upon whom you are
planning to make a call?

It all depends. It is advisable not to do so in the case of a formal
call upon someone you do not know very well. Upon casual friends,
it's up to you. Telephoning first is becoming more and more the
general rule to follow, however, these days. It's nice, too. So many
of us live in a small abode that it’s good to have fair warning so as
not to get caught with the ironing board in the middle of the living-
room floor and perhaps one’s hair in curlers.

What about turning down the corner of a card?

In the old days it was quite the thing to turn down the corners
of cards to signify different reasons for the call. For example, one
corner was turned down if it was one of sympathy, another corner
was turned down if it was one of congratulations. You practically
needed a guidebook! Today this custom has been done away with,
and it is now considered proper that a card be turned down in the
upper right-hand corner—just the edge turned in—if you make the
call in person. If someone leaves the cards for you, which is often
done in Washington, the nation’s capital, the card is not bent in
any way.

It is correct to place handwritten initials in the lower left-hand
corner of your card to indicate a certain circumstance behind your
call. Most of these initials are taken from French or Latin phrases
that have come down to us through the years. Those generally in
use are:

N.B, (Nota Bene)—Note Well—calls special attention to any
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words which they precede. For example, when placed be'fore the
address on a card they indicate the fact that the address is a new
one. o

P.P.C. (Pour Prendrc Congé)—To Take Leave—indicates that
one is leaving town for an extended absence. .

While it is correct to use the following abbreviations, they are

not in general use today, as the courteous person usually prefers to
write a short note in these instances.

P.F. (Pour Feliciter)—To Felicitate,
P.C. (Pour Condoler)—To Condole.
P.R. (Pour Remercier)—To Thank.

It is correct to use P.R. when acknowledging receipt of cards
marked P. F. or P.C.

B

THE SOCIAL AMENITIES — SOCIAL CORRESPONDENCE

What stationery is considered in the best taste?
You can never go wrong if you stick to plain white. It is correct
for any kind of correspondence. Colored paper should never be

used for formal letters. This includes letters of condolence, ap-
Ppreciation, and the answer to formal invitations.

‘What is the most useful type of stationery for a woman to buy?

The double note paper, folded on the left; it takes only one
folding to place it in the envelope. This is preferred when answer-
ing invitations or writing o

ther formal letters. You may use a single
sheet that folds twice to place it in the envelope. An assortment of
sizes is correct for this,

Is it incorrect to use colored
Any conservative color is
respnndence—gmy, blue,

stationery?

permissible, except for formal cor-
or light green, for example, will not
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cause criticism, if used properly. Avoid violent colors. It is ad-
visable to stay away from paper on which colored flowers or birds
are depicted. For the young girl, yes—for the matron, no.

What is proper for 2 man?

A large white single sheet measuring approximately 8 x 10
inches, folded twice to place it in the envelope, is considered the
most correct stationery for all social correspondence including the
most formal.

Is it all right to have your name, address, or initials, on your
stationery?

Certainly. But for formal letter writing the paper should be
engraved, not printed. In this case the address or initials are used.
The engraving should be at the top of the paper, in the center,
cither in black or blue-black ink. For routine, everyday corre-
spondence, your full name and address, or your initials, may be
printed. The use of bright-colored inks, except for the very
young, is not in good taste. Black or blue-black ink is preferred.

When writing a social note, do you put the date at the top of
the page, and your address if it is not on the stationery?

The date should appear in the upper right-hand corner. If you
wish to include the address, place it above the date. Also per-
missible: place the date or address, or both, opposite and 2 little
below your signature on the left-hand side of the page at the end
of the letter, The first form is preferred.

When writing a letter or sending a gift to a child, how is it
addressed?

In years gone by a little girl was “Mistress” until she reached
the age of twelve. This form has almost disappeared and today
the “Miss” is used from the time she is tiny. The custom of using
“Master” for a little boy until he is twelve has remained in force,
although he may be correctly addressed by using only his name,
with no prefix. This name-only form, “James Roe,” is followed
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until he reaches his senior year in high school and then he assumes
the grown-up title of “Mr.”
When is the designation “Messrs.” used? .

When addressing brothers. Never a father and son. It is an
abbreviation for the French word for “Misters.” It may be cor-
rectly written in two ways: “The Messrs. Roe” or “The Messrs.
Paul and James Roe.” The latter is preferably used when there
are more than two brothers in a family and only two are to be
invited, for example, to a wedding.

‘What about “The Misses™?

This follows the same form for the daughters as for the sons.
“The Misses Roe” or “The Misses Elizabeth and Grace Roe.”

NotE: In both cases, if the given names are used, the name of
the oldest son or daughter is placed first.

‘What about “thank-you” notes?

To receive a gift and not immediately express your apprecia-
tion is an inexcusable affront to the person who has been kind
enough to try to give you pleasure. The note need not be long,
but it should be thankful and kind. Even if you don’t like the book

Aunt Minnie sent you, it pleases her, and doesn’t hurt you, to
say you did. Whatever the case, write that note. It is a must.

Should an acknowledgment be sent if the giver has been thanked
in person?

Not necessarily. Verbal thanks are enough, but it never hurts
to follow up with a note if you care to.
May a printed “thank-you” card take the place of a note?

Never. To use a printed card shows an utter lack of the fitness

of things. It’s a poor return to the person presenting the gift to
find out that you can't take the time to express your thanks per-
sonally. Better no thanks at alll

What about stationery?
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This depends upon your relationship with the donor. If the
gift is from an acquaintance, plain white note paper is preferable.
If from a relative or friend, you're on your own. It makes no

difference to whom you are writing, a “thank-you” note should be
handwritten—never typed.

Example: -

Dear Paula:

You were a dear to remember my birthday! The scarf
is so lovely, and just by chance blends perfectly with my
new green suit. You couldn’t have pleased me more.

1 certainly hope that we can get together soon and
have a real gab fest.

Again many thanks for your thought of me.

With love,
Molly

When should a bread-and-butter letter be written?

If you stay overnight (or longer) at the home of another, a
letter should be written immediately upon your return home
thanlu‘ng your hostess for the hospitality that was shown you.
Verbal thanks are not enough. A note should always be written.
Not to do so is extremely rude.

What stationery should be used?

As bread-and-butter letters are invariably on the informal side,
any kind of stationery is appropriate. It is preferable that the
letter be handwritten but if the person you have been visiting i

a very close friend, and you want to use a typewriter, go ahead.
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Example:

Dear Ruth:

Jim and 1 had such a wonderful weekend with you
and Billl We enjoyed every minute of it and that buffet
supper that you had for us Saturday night was perfect.
It was such fun meeting all those nice friends of yours.

Do let us know the next time you plan to come up

from the country because we certainly want to be sure
to see you,

Again many many thanks for giving us so much
pleasure.

Affectionately,

Anne

What about the letter of condolence?

All to0 often this is a letter that is put off and finally never
written simply because you can’t think of what to say, It is ex-
tremely thoughtless to let this happen, for in time of great sorrow
the fact that one’s friends are standing by can mean so very much.

To whom should a letter of condolence be written?

When a friend dies, a letter should be written to the closest
relative, whether you know him or not, If a close relative of a
friend dies, a letter should be written to th

e friend expressing
your sympathy,

even if you did not know the relative.
What stationery should be used?
Always plain white. Preferably on the double.

fold note paper-
Always handwritten, too. To type such

aletter is unpardonable.
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The following examples of letters of condolence are merely
suggested wordings that may be changed to it particular circum-
stances.

To a friend who has suffered bereavement:

Dearest Mary:

Words are hopeless things sometimes when it comes
to expressing oneself. I can only tell you that you are in
our hearts and thoughts and if there is anything we can
do for you, we hope that you will let us know immedi-
ately,

With warmest sympathy and love,

Edith

It sometimes helps to ease the burden to comment upon some
happy remembrance in connection with the deceased. For ex-
ample: “Sam was such a wonderful person. His unfailing kindness

to us all and his delightful sense of humor will long be remem-
bered.”

A more formal letter might be written by an acquaintance:

Dear Mrs. Andrews:

We were so sorry to hear of the deep sorrow that has
come to yot.

Should there be anything that my husband or I could
do, we hope you will not hesitate to call upon us.

With deepest sympathy,

Ruth North Adams

(Mys. Richard Adams)
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remanpEr: Always avoid using the words “bereavemenl’,:
“death,” “died or deceased,” “killed,” or the phrases "passed on,
“passed to his reward,” or “the dear departed.”

Should letters of condolence be acknowledged?

Yes. No one expects an immediate reply, as all realize that time
has to soften the shock a little. When written, the note may be
a very short, simple expression of appreciation:

Letter to a friend:

Dearest Edith:

Your comforting note meant a great deal to me. I

will be calling you as soon as 1 feel g little better able to
face things.

My love,
Mary

To an acquaintance:
Dear Mrs. Adams:

1 was very touched at your kind expression of sym-

pathy and do wont you to know I appreciated it s0
mauch,

Very sincerely,

Mary Andrews
beNadd;dI ft:hev:;?te isf‘:;:pressing appreciation for flowers, it may
either of the abave. . |
were received, ove. Mention what kind of flowers
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Is there something special to guard against when selecting any
kind of greeting cards?

Yes. Regardless of the reason for selecting the card, avoid those
that border on the vulgar. Unfortunately there are far too many
of these on the stationers’ shelves today. For some occasions, such
as the birthday of a close friend, for example, a comic card may
fit amusingly in with a certain shared experience. Just make sure
the card isn’t too comic. During recent years, for instance, some
have thought it clever to send out smart-aleck Christmas cards
that range from the irreverent to the obscene. Criticism, cer-
tainly not amusement, will be the only result of your bad taste.

Is it all right to send a personal “family” card (one containing
pictures or drawings of the children, the family pets, or what have
you) to mere acquaintances? -

While fine for friends, it is wise to purchase a less personal card
for business associates and acquaintances.

May a greeting card be sent to one who has suffered a recent
bereavement?

Most certainly. This is a time when the thoughts of friends are
needed. Select a simple card for whatever the occasion may be.
If for Christmas, one with a religious theme is best, for it is obvious
their Christmas will be neither “Merry” nor “Happy.”

What signature is placed on a greeting card?

To a friend, merely one’s first name is considered correct. It is
advisable, however, to include the last name, too, just in case the
recipient may know more than one “Mary” or “John.”

If signed by a married couple, which name comes first?
This is a case of “ladies first” always. For example: “Mary and
John Brown.”

When sending out a large number of cards, as at Christmastime,

may the names be printed or engraved?

If printed, the informal “Mary and John Brown™ may be used.
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1f engraved, the formal “Mr. and Mrs. John Henry Brown” slfould
always appear. This form can also be used on the informal printed
card, but it is preferred for the formal engraved one.

How do you send a card to your employer if he is man'i’ed?
If for a birthday, it would, of course, be addressed to him alom::.
If for Christmas, Easter, or some other special observance, it

should be addressed to both him and his wife, whether you know
her or not.

What about a married woman who uses her maiden name in
business and has engraved or printed cards which carry her hus-
band’s name?

Either get other cards to send to business associates or write

under the “Mr. and Mrs.” signature on the card the name by
which the recipients will know you.

How do you address an envelope which contains a card for a
whole family?

“Mr. and Mrs. Homer X. Lane.” Never place “and family” on
the envelope. On the card itself write “best wishes to all” or words
to that effect. This clearly states your message.

What is the proper way to sign a letter?

It goes without saying that when writing relatives and close
friends you sign your first name, or nickname, the one by which
they know you. That's vp to you. It's when writing to mere
acquai orsigningab letter that the confusion occurs-

every effort should be made to identify )’fi\lfse]'f
clearly. For example, in former years placing a prefix, Miss or
Mrs,, in parenthesis before your signature was considered very
bad taste. Today to clarify the category & woman belongs in, and

to let the person receiving the letter know how to address her
when replying, it is not only proper,
This is particularly true for business

q
In these cases

but good common sense.
correspondence.
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The following are the correct forms for the signing of your
name that are in general use today:

The unmarried woman:
The name, “Mary Jane Miller,” with (Miss) in parenthesis
placed before the signature. When signing a hotel register
the parenthesis is left off.

The married woman:

“Elizabeth Brown Popper” is the signature directly under
the closing. No “Mrs.” is placed before this. Instead, to the
left, and a little lower down, write in parenthesis (Mrs.
Richard W. Popper). Or it may correctly be just (Mrs.
Richard W.). It is not good form ever to sign a letter in any
other way, with one exception. If ordering something from a
store, you may forego the maiden name and use the full
married name, “Mrs. Richard W. Popper.” The only other
time this form is proper is when signing a hotel register.
Never use the maiden name in this case.

The widow:
Follow exactly the same procedure as that of a married
woman whose husband is alive.

The woman who is separated but not divorced:
You are still married. Sign accordingly.

The divorced woman:
“Ann Moore Patrick” with (Mrs.) before it. In signing a hotel
register either “Mrs. Ann Moore Patrick” or “Mrs. Moore
Patrick” is correct. If the maiden name is reassumed after
the divorce, the married name being dropped entirely, it is

the same as an unmarried woman with one exception: “Mrs.”
Nfice
should always precede the name, never ‘Miss.

The married woman who uses her maiden name in business or
profession:
For business correspondence, “Katherine Hill.” Either { Miss)
or (Mrs.), whichever she uses, should be placed before the
signature in this case. For her personal letters, her signature
would be the same as any married woman’s.
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The man:

He always signs his full name on a letter, never placing “Mr.”
before it.

reriNpER: When registering at a hotel th'e “&h.” does pre-
cede the name. If accompanied by his wife, “Mr. and Mrs.

John Samuel Green.” Never “Mr. John Samuel Green and
wife.”

THE SOCIAL AMENITIES — TRAVEL

How can a travel agent help?

Travel can be broadening to those sure of themselves—to those
unsure it can be a series of nervous, embarrassing experiences.
For a trip of any length, such as one to Europe, a cruise, or 2
trip across the country, it is strongly advised that you contact a
reputable travel bureau. Without charge (other than the regular
price of your ticket) they will prepare a complete itinerary for
you based on your budget and where you want to go. Reserva-
tions will be made straight through to your destination, They will
even advise you on the clothes you will need wherever you aré
going. If traveling to a foreign land, help will be given in obtain-
ing your passport and you will be briefed on the customs of the
country you expect to visit,

How necessary are traveler’s checks?

Play safe, and use them. They can be cashed anywhere. Hotel
bills can be paid with them. Carry only enough cash with you

to cover your miscellaneous daily needs. This is particularly ad-
visable on a long trip.

‘What are special things to watch when packing for a trip?
Be sure your luggage is presentable. It need not be expensive,
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but do avoid carrying broken-down bags. Plan your packing so
as not to be loaded down with cumbersome and unsightly bundles
and odds and ends in paper sacks.

What is the best way to insure a pleasant trip?

Show consideration to your fellow traveler. Pushing, shoving,
and loud berating will not get you there any quicker, and will
certainly not endear you to anyone. Never force yourself upon
other people. OF course conversation comes naturally with the
stranger across the aisle, but make it brief. On shipboard you can

unbend much more than when traveling by plane or train, but
don’t bend over too far.

What about the bon voyage present?

Don't forget to write thank-you notes to those who have been
kind enough to give you a parting gift.

Use common sense when you are the one presenting the gift.
Make it something easy for the recipient to handle. Huge baskets
of fruit take up a lot of room in a small ship’s cabin. And what do
you do with flowers on a train? Never give something to a person
who is traveling by air that will add weight to the luggage.

Gifts that are always good: Books, magazines, cosmetics, ciga~

rettes, hose, scarfs, leather passport folder, and small kits to hold
necessities.

What about restaurant meals?

Always remember the difference between 3 la carte meals and
table d’héte, when ordering in a hotel or restaurant. A la carte
(also known as the European plan) means you select any item you
wish on the menu, and each is separately priced. Table dhéte
(American plan) means you order your complete meal from soup
to dessert at one price.

What is important to remember when traveling by train in a coach?
Upon entering the car, select your own seat. If you have not

engaged a porter, place your bags, coat, et cetera, on the wall
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racks over the seat, Be sure to anchor them safely so they will not
tumble down. If on an overnight trip, you will find a lever, or
button, cn the arm of the chair which, when pressed, will incline
the back so you may relax for the night. When you leave the car at

the end of your trip, it’s up to you to get your luggage onto the
station platform.

On a Pullman car?

You may reserve a parlor-car seat for a daytime trip. Having
paid extra fare, you get special privileges. There is a porter on
each car who takes your luggage as you enter. If you wan‘t any-
thing, push the bell by your seat. He will answer it. Upon leaving
the car, he will see to it that your baggage is placed on the railway
platform.

For an overnight trip?

You may reserve an upper berth or a lower berth, each for one
person; a roomette for one person (in this little room you can
let the bed down yourself and there is no need to call the porter;
however, on your first trip in a roomette it is well to have the
porter show you how it works); bedroom for one or two people;
compartment, one to three people; drawing room, one to four
people. Small courtesies should be followed by those holding
lower or upper berths. Two seats face each other (later being
turned into the beds). The purchaser of the lower has the right
to sit in the seat facing forward. This means that the upper berth
companion must ride backward. While not obligatory, it is 2
courteous gesture to suggest that he sit with you. Some folks are
very unhappy about facing the wrong way. Around ten or ten-
thirty, if you wish to retire, ask if you may ring for the porter to
make up the berth. As the seats cannot be used after this is done,
it. is thoughtful, if one wishes to stay up later, to go to the observa-
fmn or smoking car. It is suggested that you disrobe in the dress-
ing ?co.m. You may do so in the berth, but only if you are a con-
tortionist. If you have the upper berth, do not attempt to get up
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and down by yourself. Ring for the porter. He will bring a stair
ladder for you in the evening, and also in the morning, or if you
wish to visit the dressing room during the night. If you want 2
drink of water it is in order to ring for the porter and ask him to
bring it to you.

What do you do in the dining car?
The steward will seat you. It is not considered rude if you do
not speak to your table companion. If you do, take it easy.

What is the first consideration when you travel by air?

Be sure to check the amount of weight you will be allowed to
carry in your luggage. You are permitted only a certain number
of pounds. On arrival at the airport take your baggage to the
proper airline desk to be weighed and your ticket checked. Make
your reservation well in advance—space is limited. Verify this
before take-off, according to the information given you with your
ticket.

What do you do upon boarding a plane?

You will be greeted at the entrance by a steward or stewardess.
Choose any seat available that is to your liking, unless the seats
are reserved, in which case you will be notified. When a sign in the
front of the plane flashes, “Fasten seat belts,” do so immediately,
and leave the belt fastened until the sign goes off. Another
flashed admonition, “No smoking,” must be observed.

Are meals served on planes?

Yes. They are included in the price of your ticket (except on
tourist flights), and are served on lap trays by the steward or
stewardess.

How do you prepare for bed on an overnight flight?
In the dressing room. There is definitely not enough space in
your berth.

What do you do when alighting upon arrival?
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Go to the baggage room in the airport and wait until your lug-
gage is brought in from the plane.

1t traveling by ship, what do you do on the day you sail?

Arrive at the ship in plenty of time. Make sure your luggage
is on board. After checking on your cabin, go to the dining room
and reserve a table, specifying whether you wish a first or second
sitting for the voyage. Then go to the main deck and see the head

deck steward about reserving a steamer chair. The early bird gets
the best location in both cases.

‘What should your attitude be toward your fellow passengers?

Congenial people usually introduce themselves to one another.
You naturally speak to those at your table, and the people next
to you in deck chairs. Go easy, though, and don’t intrude. Be
gracious in responding to friendship that is offered, but don't
overdo it. On cruise trips there is usually a hostess or director who
will introduce you to others who like the same things you do,
such as deck games, bridge, or dancing,.

THE SOCIAL AMENITIES — TIPPING

What about tipping?

“Every time I turn around, somebody has his hand out.” Is this
the way you feel about Hpping? If it is, you're wrong. Actually you
are only paying for services rendered. The person receiving the
tip nt\akes part of his living that way. You should offer tips in a
(glratixous “Thank you very much” manner—not grudgingly. But you
nzx: itphave to go overboard. If the service is sullen and indifferent,

How much does one tip in a hotel, restaurant, night club?
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poonrman—nothing unless he procures a cab for you, then 15 cents
to 25 cents,

BELLBOYs—Depends upon services performed. Upon arrival at a
hotel, usually 50 cents for carrying one bag (and 25 cents for
additional ones) and getting you settled in your room.

For ice water, newspapers, and other small services, 25 cents
each, minimum.,

cuaMBERMAIS—(day and night) Nothing if staying for only one
night. A dollar or more, depending upon the length of your
stay thereafter. Leave it on the dresser if the chambermaid is
not about when you leave.

rorTERS—If making reservations for you, 50 cents, for additional
special services, up to $2.00.

vaLers—Nothing unless you wish to because of special service.

ELEVATOR OPERATORS—Nothing.

STAFF PERSONNEL—such as managers, room clerks, et cetera—noth-
ing,

Non%: These figures are based on stays of short duration. If
_Spelnding several weeks, your tipping must be increased accord-
ingly.

HEAJ}J,WArrm—No tip if he merely seats you and gives you a menu.
If he has made arrangements in advance, or performed any
special service, a tip is in order. For example, reserving a table,
or arranging for guests, it should be $2.00 and up.

warrers—This varies. Fifteen per cent to 2o per cent of the total
amount of the check is usual, except if the check is of a very
low amount, or very high. For example, 10 cents for a 50 cent
check—never a nickel. For checks over $20.00 the percentage
may come down to 10 per cent.

BussoY—Nothing.

WINE sTEwARD—If he takes the order and serves, 10 per cent of
wine bill. If the waiter serves it, no tip necessary.

BaRTENDER—Fifteen per cent or 20 per cent of each bill in restaurant
or bar. If each round is paid for when received, tip each time.
If only one check for several rounds, one tip.

REST-ROOM ATTENDANTS—Ten cents or 25 cents if handed a towel,
More if other services are rendered.

naT-ceck ciri—At Jeast 15 cents. More in expensive places.

creangrTE ciL—Ten cents for one pack.
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Go to the baggage room in the airport and wait unti’
gage is brought in from the plane.

1f traveling by ship, what do you do on the day you sail?
Arrive at the ship in plenty of time. Make sure yow
is on board. After checking on your cabin, go to the dini
and reserve a table, specifying whether you wish a first o1
sitting for the voyage. Then go to the main deck and see tl

deck steward about reserving a steamer chair. The early bi:
the best location in both cases.

“What should your attitude be toward your fellow passenger

Congenial people usually introduce themselves to one ano.
You naturally speak to those at your table, and the people 1
to you in deck chairs. Go easy, though, and don'’t intrude.
gracious in responding to friendship that is offered, but do
overdo it. On cruise trips there is usually a hostess or director wl
will introduce you to others who like the same things you dc
such as deck games, bridge, or dancing.

THE SOCIAL AMENITIES — TIPPING

What about Epping?

" Every time I turn around, somebody has his hand out.” Is this

e way you feel about tipping? If it is, you're wrong, Actually yo
are only paying for services rendered. The person receiving the
tip rfxakes part of his living that way. You should offer tips in @
gracious “Thank you very much” manner—not grudgingly. But you

don't have to .
w0 tp. 80 overboard. If the service is sullen and indifferent,

H .
ow much does one tip in a hotel, restaurant, night club?
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poonasan—nothing unless he procures a cab for you, then 15 cents
to 23 cents.
pELLBOYS—Depends upon services performed. Upon arrival at a
hotel, usually 50 cents for carrying on¢ bag (and 25 cents for
additional ones) and getting you settled in your room.
For ice water, newspapers, and other small services, 25 cents
each, minimum.
crampenvAms—( day and night) Nothing if staying for only one
night. A dollar or more, depending upon the length of your
stay thereafter. Leave it on the dresser if the chambermaid is
not about when you leave.
porTERS—If making reservations for you, 50 cents, for additional
special services, up to $2.00.
varers—Nothing unless you wish to because of special service.
FLEVATOR oPERATORS—Nothing.
STAFF PERSONNEL—such as managers, room clerks, et cetera—noth-
ing.
NotE: These figures are based on stays of short duration. If
§pe;1ding several weeks, your tipping must be increased accord-
ingly.
neapwarrer—No tip if he merely seats you and gives you a menu.
1f he has made arrangements in advance, or performed any
special service, a tip isin order. For example, reserving a table,
or arranging for guests, it should be $2.00 and up.

warreRs—This varies. Fifteen per cent to 20 per cent of the total
amount of the check is usual, except if the check is of a very
Yow amount, or very high. For example, 10 cents for a 5o cent
check—never a nickel. For checks over $20.00 the percentage
may come down to 10 per cent.

Bussoy—Nothing.

WINE sTEwARD—If he takes the order and serves, 10 per cent of
wine bill. If the waiter serves it, no tip necessary.

parTENDER—Fifteen per cent or 20 per cent of each bill in restaurant
or bar. If each round is paid for when received, tip each time.
If only one check for several rounds, one Hp.

REST-ROOM ATTENDANTs—Ten cents or 25 cents if handed a towel.
More if other services are rendered.

naT-cieck cimL—At least 15 cents. More in expensive places.

cicaReTTE GiRL—Ten cents for one pack.
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Go to the baggage room in the airport and wait until your lug-
gage is brought in from the plane.

If traveling by ship, what do you do on the day you sail?

Arrive at the ship in plenty of time. Make sure your luggage
is on board. After checking on your cabin, go to the dining room
and reserve a table, specifying whether you wish a first or second
sitting for the voyage. Then go to the main deck and see the head

deck steward about reserving a steamer chair. The early bird gets
the best location in both cases.

“What should your attitude be toward your fellow passengers?

Congenial people usually introduce themselves to one another.
You naturally speak to those at your table, and the people next
to you in deck chairs. Go easy, though, and don’t intrude. Be
gracious in responding to friendship that is offered, but don’t
overdo it. On cruise trips there is usually a hostess or director who
will introduce you to others who like the same things you do,
such as deck games, bridge, or dancing.

THE SOCIAL AMENITIES — TIPPING

What about tipping?

“Every time I turn around, somebody has his hand out.” Is this
the way you feel about tpping? If it is, you're wrong. Actually you

are only paying for services rendered. The person receiving the
tip makes part of his living that way. You should offer tips in a
gracious “Thank

- you very much” manner—not grudgingly. But you
:zl’; t have to go overboard. If the service is sullen and indifferent,
ip.

How much does one tip in a hotel, restaurant, night club?
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poornaN—nothing unless he procures a cab for you, then 15 cents
to 25 cents.

pELLBOYS—Depends upon services performed. Upon arrival at a
hotel, usually so cents for carrying one bag (and 25 cents for
additional ones) and getting you settled in your room.
For ice water, newspapers, and other small services, 25 cents
each, minimum.

cramperaaws—(day and night) Nothing if staying for only one
night. A dollar or more, depending upon the length of your
stay thereafter, Leave it on the dresser if the chambermaid is
not about when you leave.

rorteRs—If making reservations for you, 5o cents, for additional

special services, up to $2.00.

varers—Nothing unless you wish to because of special service.

ELEVATOR OPERATORS—Nothing.

STAFF PERSONNEL—such as managers, room clerks,
ing.

NOTE: These figures are based on stays of short duration. If
spending several weeks, your tipping must be increased accord-
ingly.

HEADWAITER—No tip if he merely seats you and gives you a menu.
If he has made arrangements in advance, or performed any
special service, a tip is in order. For example, reserving a table,
or arranging for guests, it should be $2.00 and up.

warrers—This varies. Fifteen per cent to 20 per cent of the total
amount of the check is usual, except if the check is of a very
low amount, or very high. For example, 10 cents for a 5o cent
check_never a nickel. For checks over $20.00 the percentage
may come down to 10 per cent.

Bussoy—Nothing,.

wiNE stEwano—1f he takes the order and serves, 10 per cent of
wine bill. If the waiter serves it, no tip necessary.

BarTENDER—Fifteen per cent or 20 per cent of each bill in restaurant
or bar, If each round is paid for when received, tip each time.
If only one check for several rounds, one tip-

REST-ROOM ATTENDANTS—Ten cents or 25 cents if handed a towel.
More if other services are rendered.

HAT-crEcK cmi—At least 15 cents. More in

crcAneTTE crRL—Ten cents for one pack.

137

et cetera—noth-

expensive places.



MODERN MANNERS: ETIQUETTE FOR ALL OCCASIONS
sort hotel or motel? .

h’;‘l:iz depends on how long you stay. Usually, if your wsg 115 f?;
a week or more, tips are given at the end of each week. Onl Xter
the case of waiters would this procedure vary, If t.h'e same wa‘ld
serves each meal during your stay, he would be tipped wee y.
If a different one at every meal, he would be tipped each time. .

Use the foregoing scale of tipping as your guide. The amour:el
may go up or down, being governed by the type of hotel or mo! e
at which you may be staying and the approximate amount you &
spending per week.
TAXI DRIVERSP

They are the most unfairly treated among those who serve you-
The following tips are average:
A 50 cent fare: 10 cents.
From 50 cents to a dollar: 15 cents to 25 cents
$1.00 to $2.00: 30 cents to 35 cents
2.00 to $3.00: 40 cents to 50 cents
$3.00 0 5.00: 75 cents
Thereafter: At least $1.00.
AT A BEAUTY SHOPP t
This depends on your total bill, For example, about 20 per cﬁn "
for a shampoo and wave, If only a manicure, with a smal o
total charge, 15 cents to 25 cents. If for a permanent, a mint
mum of $1.00. No tip whatever if the proprietor of the shop
serves you, Masseur: Usually 50 cents for one-hour massage-
BARBERSHOPP—Twenty-five cents for haircut or shave; 40 cents t0
50 cents for both, If he is the owner, don’t tip.
MAmCUmsT?—Twenty-ﬁve cents,
SHOESHINEP—Ten cents,

How much do you tip those who serve you at your home?

POSTMAN—Nothing expected. However, at Christmas $1.00 or $2.00
is a thoughtful gesture,

TRASH AND GARBAGE coLLEcrors—Nothing expected. One dollar
or $2.00 each a

t Christmas is thoughtful, if the same men
collect throughout the year,

CENERAL REPATR SERVICES—The television man, the plumber, elec-
trician, telephone man, et cetera do not expect tips.
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How much do you tip at a club?
Very few clubs allow tipping of any kind. If they do, follow the
usual routine of each club—they all differ.

How much does one tip when traveling on a train?

In most parts of the country there is a set fee of 25 cents a bag
for the redcap or skycap, none of which he receives. He should
be tipped at least 15 cents and preferably 25 cents per bag over
and above this. Porters on a day trip get 25 cents or 50 cents. Over-
night 50 cents to $1.00, or more, if special services are rendered.
The dining-car steward is not tipped, unless he gives unusual as-
sistance, but the waiter gets the usual 15 per cent to 20 per cent
of the bill.

On a plane?

No tips of any kind are permitted aboard a plane. This includes
all those wearing the airline uniform, such as stewards, pilots,
reservation clerks, or drivers of the airport limousine.

On a transatlantic voyage?

FIRST CLASS:
Cabin Steward ..... $10.00 per person
Table Steward ..... 10.00 7 ”
Deck Steward ..... 400 7 7
SUITES:

There is no set rate, but if you occupy two rooms, the rate is
usually from $15.00 to $20.00 per person at the end of the
voyage, to the Cabin Steward. Others are tipped following
regular first-class rates.

CABIN CLASS:

Cabin Steward ..... $5.00 to $7.00 per person
Table Steward ..... $3.00 to $5.00 ” ”
Deck Steward ..... $2.00 v

Surres: Cabin Steward, $10.00 rather than $5.00 to $7.00
Tourist Class:

Cabin Steward ..... $3.00 to $5.00 per person
Table Steward ..... $3.00 to $5.00 7 ”
Deck Steward ..... $1.00 to $2.00 7 ”
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BaTH sTEWARD—If you don’t have a bath in your cabin, he should

receive from $2.00 to $3.00 per person. (All classc-:*s.)_ 4
wiNE sTEWARD—Tip about 15 per cent every time service is uiq .
BooTaAN—Or the man who picks up your boots outside your cabin,

$1.00—0r whatever you would give for any extra service
rendered.

LIBRARY STEWARD—$2.00 to $3.00—First Class
$1.00 to 2.00—Cabin Class

HAIRDRESSER—10 per cent to 15 per cent of your check -

If you have special meals (not on menu) or need especially
prepared food, tip the Chief Dining Steward approximately 10 t0
15 per cent of cost of meal

Tips on ocean liners are given at the end of the trip, except‘for
‘Wine Steward and Hairdresser, who are tipped each time services
are rendered.

~ote: Never tip any ship’s officer or the doctor. They would
consider it an insult,
How much does one tip on a cruise?

On long cruises tip about as follows:

Cabin Steward—One dollar a day per person or about $7.00
a week.

Dining Steward—Same as above

Bath Steward—From $2.00 to $3.00 per week
Bootman—About $2.00 at end of trip

NOTE: On cruises you should tip periodically { probably weekly)

and not wait till the end of the voyage, as you do on transatlantic
steamers.
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COURTESY IN DAILY HABITS

Why is courtesy important?

Perhaps the most important “manners” of all are those for which
there are few set rules, Our habits and mannerisms in daily living—
the almost automatic things we do—stamp us as refined individuals,
sensitive to the rights of others, or as thoughtless and rude persons.
In every human contact and in every action we expose the degree
of consideration that we have for others. An awareness of some of
the most common offenses in such matters as table manners, an-
swering the telephone, smoking, driving a car, et cetera, can be
gained from the following.

COURTESY IN DAILY HABITS — TABLE SETTINGS

Why is it important to set a fable properly?

Because the placement of plates, glasses, and cutlery according
to an established pattern makes it easier for everyone concerned to
enjoy the meal.
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e usual “place setting” consist of?

Wi‘;:ﬁ‘}‘;:;;;‘ recently Ewo separate sizes of siilver ilfxpl(;?r]r(l:f;t:s“:'s
considered a necessity, One, the large or dinner-size flenred to
forks, et cetera, the other, a smaller version .{ormerly el e
as the luncheon size, Today, with the exception of those wi oo
tertain very formally, the dinner size has been taken. (;lve:e o
pletely by the luncheon or medium-size implements whic] z;f o
for all occasions, from the semi-formal dinner to the most i 0ttin
family meal. The standard pieces that comprise a placle ;eknifg
today are: the medium-sized fork, knife, salad fork (sala
is optional), soup spoon, teaspoon, and butter spreader.

Are other implements necessary?

Yes. Serving spoons and forks and a carving knife and fork are

really needed even when it's “just family.” If you entertain fre-

quently, the dessert spoon (which is a little larger thana teaspﬂon:
s very handy to have. The oyster or sea-food fork, if you sexv
shelled sea food very often, is a helpful addition to your “place

setting.” As teaspoons are used for so many things, an extra half-
dozen or so is almost a must,

What about tablecioths?

"In years gone by a tablecloth was traditionally used on the
dining table at a])

times. Today, because it is so practical, the table
mat has taken its place for everyday and general use. Only for
the formal dinner, when & damask cloth and napkins are obligatory,
is it considered a must that a tablecloth be used.

A tablecloth, particularly the formal damask one, should over;
hang a table for about fourteen inches and have a “silence pad
of flannel] or felt beneath, White linen or lace covers are laid on
the table itself. For informal dining, colored cloths are perfectly
Proper at any meal,

Can the table ever be bare?
Acceptable today but only for the very informal occasion. At-
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COURTESY IN DAILY HABITS — TABLE SETTINGS

tractive when colorful pottery dishes, silver, or stainless-steel im-
plements and bright paper napkins are used.

When are table mats used?

In general use today for even the semi-formal luncheon or dinner.
In these cases they are usually of sheer appliquéd linen or lace,
with matching napkins. For daily use and informal entertaining
they may be of gaily-colored cloth, with or without matching
runners and napkins.

What napkins are proper for what occasions?

For the formal dinner only large white damask napkins will do.
Otherwise, plain white linen ones are acceptable at all times.
Colored napkins to match tablecloths or mats are fine, too. Use
your own judgment as to when to bring out the ever-faithful and
useful paper napkin. It is not frowned upon today for any informal
entertainment, such as, for example, a cocktail buffet or supper. Of
course, when it’s “just family,” it is invaluable.

What is the right way to set a table?

Each implement should be lined up with the pieces about an
inch from the edge of the table. Naturally, the amount of silver
placed on the table depends upon the food to be eaten,

Forks: Tines up, on left of plate (except for the oyster or sea-
food fork, which is placed on the right, outside of the knives, and
on the outside of the spoons, if any).

KNives: Cutting edge pointing toward the plate, on the right
(with exception of butter knife, which is on the butter plate).

SPooNs: Bowl up, to the right of the knives. In years past, except
at breakfast, the only spoon to appear on the table was that for
the soup. The dessert fork and spoon were and still are placed on
the dessert plate itself for a formal dinner or lunch, and the coffee
Spoon on the saucer with the cup. Today, for convenience’ sake,
1t is not considered improper to put these implements on the table
when it is sct for the informal meal.
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NotE: There is a rule of three which dictates that it is not proper
to place more than three forks, knives, or spoons on the table at
one time.

China and glassware

The old custom that required that there always be a plate on
the table between place settings is fast disappearing. Called a
“service plate,” no food is ever placed upon it. A plate for the first
course is substituted when it is removed. This is seldom followed
today, except at the most formal dinners. Instead, if there is no first
course, such as oysters, for example, the dinner plate is substituted.
This is not removed before putting the meat course thereon.

sour: The bowl is always placed in the center on a plate, never
on the table itself.

BUTTER PLATE: Above the forks on the left.

MAIN cours: On the dinner plate in the center.

SALAD PLATE: When served after the meat course, the plate is in
the center, If an accompaniment to the meat course, it is placed
on the left of the forks. A salad fork is not necessal
as it is simpler to use the dinner fork.

DESSERT: If in a bow], it must always rest on a plate. The dessert
fork and spoon may be on the plate, or placed beforehand on the
table. The fork is to the left and the spoon to the right, whether on
the plate or the table, If a finger bowl and doily are upon the
dessert plate, their position would be the same. As soon as the des-
sert plate is placed before you, remove the silver to each side of the

plate. The finger bowl and doily go on the table at the top of the
forks on the left,

GLASSWARE: The water
Other glasses, such as
little toward the front,

SALT AND PrPPERS: Individual shakers or pepper shaker and salt
h are placed in the top center of each Pplace, or between every
two. (These are placed slightly toward the middle of the table.)
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JAM, RELISHES, GRAVY BOWLS, et cetera: These bowls should be on
a saucer and each should have its own serving implement, spotted
about the table wherever there is a convenient space.

NAPKIN: To the left of the forks. Also may be put in the center
of the service plate or the dinner plate when there is no first course.
Avoid ornate folding. A square triangle or rectangle is preferred.

CoFFEE: If there is coffee after dessert, it is usually in a “demi-
tasse” or small-sized cup, and may be served either at the table or
in the living room. However, if the regular sized cup is preferred,
thats up to you, except for the formal dinner, when only the small
one is used.

LIQuEURS: Always presented after the meal is over, and usually
with the coffee. A tray containing a decanter and the tiny liqueur
glasses (or brandy snifters) may be passed, or the host may do the
pouring.

SMOKING: It is considerate to accommodate your guests who
smoke by making it easy for them. An individual ash tray placed
in the center of each place, or between every two places, if your

guests are many, solves the problem. Two cigarettes and a folder
of matches may be put on each one, or there may be boxes of cig-
arettes at each end of the table. These, of course, are passed
between courses if you wish, or at the end of themeal if you
prefer.

COURTESY IN DAILY HABITS — MANNERS AT TABLE

‘What were George Washington’s ideas on table manners?

It is not generally known that George Washington, the father of
our country, was a great stickler with regard to the observance of
good manners. So much so that he even wrote rules about them.
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It is said that he did this when he was only sixteen years of age.
It is interesting that the following observations made by him with
regard to table manners, nearly two hundred years ago, are as
appropriate today as they were then. This certainly goes to prove
that no matter how our mode of life may change, the basic rules
governing our habits of manners do not.

His admonitions were:

“Make no show of taking great delight in your victuals.”

“Eat not with greediness.” ”

“Lean not on the table, neither find fault with what you eat.

“Drink nor talk with your mouth full.”

“Cleanse not your teeth at table with napkin or fork, but if
others do it et it be done with a picktooth,”

“Be not angry at table whatever happens. If you have reason to
be so, show it not, but put on a cheerful countenance, especially if

there be strangers present, for good humor makes a dish of meat
a feast.”

What is the basic reason behind the rules for table manners?
The purpose behind all “how to eat” rules is to keep us from

making unsightly spectacles of ourselves to others. Eating is not a

particularly pretty performance at best, but eat we must, so every

effort should be made to do so in as polite and unobtrusive a
way as possible.

May chicken drumsticks or chop bones be eaten with the fingers?

The pleasure we derive from gnawing on a bone comes to us
from our caveman ancestors. But it's not an attractive sight. There-
fore, when dining at the home of another or in a restaurant use
your knife and fork. At home you are on your own,

What other foods raise the question of fingers or forks?
French-fried potatoes, asparagus, and bacon are three that
cause trouble. A limp and greasy potato slice or a dripping piece of
asparagus is notan attractive finger food. The same applies tobacon.
Only i it is very crisp should it be eaten with the fingers, to avoid
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having bits fly around the table. At home it’s up to you. With sand-
wiches use your own judgment. If dripping with mayonnaise or
very soft filling, a sandwich should be eaten with a knife and fork.
Firmer ones may, of course, be broken into smaller pieces and eaten
with the fingers. The same applies to cake. If the icing is thick
and gooey, a fork is needed. If not, break off small pieces, and eat
a bite at a time.

‘What are some of the foods that may be eaten with the fingers?

Corn on the cob, olives, radishes, potato chips, celery, steamed
clams, shoestring potatoes, artichokes (the fork is used to eat the
center or heart of this vegetable); all forms of bread except spoon
bread may be picked up—it is almost impossible to eat them in
any other way.

May a knife be used to cut head lettuce?

Custom used to frown upon this, chiefly because before steel
knives were invented, vinegar would turn a silver knife black.
Today it is common sense to cut your lettuce regardless of the
knife. Attempting to separate it with the edge of a fork usually
lands lettuce in your lap or the middle of the table. Use your knife,
and play it safe.

What is the correct way to eat bread, biscuits, or rolls?

Bread is the most mishandled of all foods. It should be broken,
a small piece at a time, buttered, then placed in the mouth, Never
take a whole piece of bread on the palm of the hand and plaster
it with butter. The same small-piece-at-a-time rule applies to
biscuits and rolls. Crackers, too. RemINDER: None of these should
be crumbled up and dunked in your soup. A spoonful of soup,
followed by a small piece of buttered bread, or cracker, is a
sightlier idea.

What do you do when faced with cocktails of large jumbo shrimps
or huge oysters?

These are two of the hardest foods to manage. Usually served
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in glass bowls, precariously balanced on cracked ice, eating thle);n
without mishap is difficult under any circumstances. The stins}ll lt;
way is to fork the shrimps onto the serving plate, cut them in ha
with your oyster fork, then dip each piece in the sauce. Not very
attractive, but this is one time when it is better to do so than to
run the risk of choking to death. As to oysters, they are too slippery
to handle in this manner, so don’t cut them.
soruTioN: Get small oysters.

What about those tempting slices of pineapple, bananas, oranges,
et cetera, in a cup of fruit punch?

Forego them. Fishing around with one’s fingers and then pop-
ping a dripping bit into one’s mouth is messy looking, to say the
least. This also applies to cherries and onions in the bottom of a
cocktail glass. Sad, but true.

‘What do you do when you place too-hot food in the mouth?
Never spit it out! Take a swallow of water,

Suppose you choke on a fishbone?

Leave the table quickly, covering your mouth with your napkin.
If in a restaurant, and this is impossible, place the napkin in front
of your mouth and remove the piece of bone with your fingers. This
is only an emergency measure.

‘What if you puta

piece of bad food in your mouth, say a spoiled
clam?

Place the napkin before your mouth with one hand, as cover,
and with the other hand remove the offensive mouthful

1, placing
it on the edge of your plate.
What do you do with watermelon seeds, grape seeds, olive pits,
et cetera?

Never spit them onto the plate. The same method of placing the
napkin before the mouth with one hand and quietly removing the
seeds or whatever they may be with the other is followed in this
case. It is also to be remembered in all of these situations that it is
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not considered proper to remove seeds or whatever it may be from
the mouth, place them on the fork and then on the plate.

What is the best way to squeeze a piece of lemon?

Cup your left hand around the lemon as you squeeze it with your
right. In this way you will avoid not only squirting yourself but
your neighbor.

Does the same rule apply when eating grapeﬁ-mt?
Yes. Cupping the hand will avoid any chance of unpleasantness.

‘What rules are there concerning the use of the knife?

Food should never be eaten from it. It should never be used
as a “push piece” to load food on a fork or shove food around on
your plate, It is for cutting and cutting only, and this should be
resorted to as little as possible. This custom evolves from the
Chinese, who for centuries have believed that to cut food at the
table is crude and barbaric. They carve everything in the kitchen
in pieces small enough to be picked up with chopsticks. Some of
our unsightly ways of handling the knife might be corrected if we
did just that!

‘What about the fork?

This, of course, is used more than any other eating implement.
Remember not to place more food on it at one time than can be
consumed easily in one mouthful. Never wave a forkful of food
in the air or hold it suspended while you tatk.

How do you use a knife and a fork together?

There are two forms that are considered correct today. The
first is known as the American, or zigzag, Hold the fork in your left
hand, cut the food with the knife in your right, put the knife across
the edge of the plate, switch the fork, tine up, to the right hand,
and place the food in your mouth. A little involved, but neat when
well done. Sccond, the continental or European mode of eating.
The fork stays in the left hand after the food is cut, tines down,
as the food is conveyed to the mouth. The main thing to avoid is
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using the knife to push layers of food onto the back of the fork,
say a piece of meat, with a dab of potatoes on top of it 'and a fiab
of vegetable on top of that. It is not only unsightly but impossible

to get into the mouth without making more or less of a spectacle
of yourself,

What do you do with a knife and a fork when not eating with
them, or when you have finished eating? )

If you have not finished eating, you put them side by side on
the plate (toward the right side), the fork toward the center with
the cutting edge of the knife toward you. Don't place them on the
edge of the plate, and certainly never balance the handles on the
table. The entire implement should be on the plate. When the ,
meal is finished, they should be placed together in the center of
the plate, the fork on the left with the knife on the right with the
cutting edge facing you,

How do you use a soup spoon?

Remember that the cup or soup bowl is tipped away from yOl.L
The spoon is also filled by dipping it away from you. The soup is
then sipped from the side of the spoon, as noiselessly as possible,
it might be added. The whole spoon is never placed in the mouth.

How is a teaspoon used when served with coffee or tea?

Itis for the purpose of stirring exther coffee or tea, not to convey
the liquid to one’s mouth. Tt should never be used to sip the
beverage spoonful by spoonful. After stirring, the teaspoon should
be placed on one side of the saucer. Never leave it in the cup.

What do you do with an iced-t

ea spoon, if the glass is not on a
plate?

Your hostess has goofed. Iced-tea glasses should be on a saucer,
with

room for a spoon. However, if there is a coaster, never place
the spoon on the table. Put

t across the edge of your plate. Above
all, donot leave it in the glass when drinking, Decidedly awkward,
it may also result in a poke in the eye.
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How do you use serving spoons and forks?

Using the left hand, place the spoon under the food being
served, and with the right hand use the fork (placed on top of the
food) to guide a portion of it to your plate. Be sure not to lift too
much food at one time.

How do you handle a dessert plate that arrives in front of you
with a small doily under a finger bowl? A fork on left of the bowl,
and a spoon on the right?

You remove the bowl and doily together and place them to the
left of your plate. Do not forget the doily—it is not edible. The
dessert fork and spoon go to the left and right of your plate. After
eating, you dip your fingertips only into the finger bow], never your
whole hand. You dry your fingertips on your napkin.

When dining out in a style more formal than you are used to,
with more eating implements on the table, how do you know
which fork or knife, et cetera, to use and when?

If the table is set correctly, you will have no trouble. Work from
the outside in. Exampre: The fork farthest away from your plate
is the one you use for the first course. Oysters are an exception. A
two- or three-tine oyster fork is always placed on the right of the
knives and soup spaon, on the right of the plate.
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o X
IND)

On the left of the center plate:

salad plate, fork, salad fork
On the right:

salad knife, knife, soup spoon, seafood fork
Upper left—butter plate and knife
Upper right—water glass

NoTe: The napkin can be placed to the left of the
salad plate.
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EXPLANATION:
Top: dessert plate, without finger bowl and doily.
Bottom: dessert plate, with finger bowl and doily.

‘What must you never do while eating?

Never use a spoon that you have been eating from to dip into
the sugar bowl. Not only is this bad manners, it is unsanitary.

Never blow on food or liquids to cool them. It is much more dig-
nified to wait a moment or two, and certainly more pleasant for
the observer if you do.

Never use the “boardinghouse reach” technique when you want
something across the table. It is nicer for all concerned to ask to
have what you want passed to you.

Never talk with your mouth full, or chew your food with your
mouth open. Not only is it hard to understand you—it's certainly
not pretty to watch.

Never put your face down toward your plate instead of sitting
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up straight and raising the fork to your mouth. Looking like a
turtle when you eat is far from attractive. Keep that head erect
and use the fork to convey the food to the mouth.

Never put a little dab of salt on the table to dip celery in. Place
the salt on your butter plate. If there is no butter plate, then put
the salt on your dinner plate, but never on the table. .

Never make an untidy eater of yourself. The secret of not doing
this is to eat slowly. Spilling food on the table and bread crumbs
hither and yon is a sure sign you just don’t care what impression
you make on others.

Never use the double-elbow spread, or place the elbows on the
table while eating. Between courses, one elbow, but not both, may
be leaned upon, with the elbow leaning on the table and the arm
up, not spread out.

Never use a piece of bread as a “push piece”. This is only for
the very, very young,

Never dunk in public. When alone at home, have fun.

Never use teothpicks. If you do so in front of others, you are
definitely out of line. If you must, do so in private.

Never use your fingers when helping yourself to lump sugar
and there are no tongs. Use a spoon.

Never throw your napkin any old place when the meal is fin-
ished. If it is of cloth, it should be folded over once and placed

on the table to the left of your plate. If made of paper, don't wad
it into a ball.

. Never push your chair back as you rise from the table and then
just leave it there. It should be pushed back to the table.

COURTESY IN DAILY HABITS — THE TELEPHONE

How should the telephone be answered?

) In the ?lome: The accepted procedure is simply to say “hello,”
if answering yourself, I by a servant, she should say “Mrs.” (not
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Mr.) “Roberts’ residence.” After ascertaining who it is, she should
say, “Just a moment and I will call Mrs. Roberts.” Or, “I'm sorry,
Mrs. Roberts is out. May I take a message?”

In an office: See page 1g8.

Do you bellow into the mouthpiece or speak in too low a voice?

Remember, your voice expresses your personality, particularly
when people can’t see you. Use a pleasantly modulated tone if you
wish to have people enjoy talking to you.

‘When making a call, do you give your name as soon as the phone
is answered? Or do you take for granted that your voice identifies
you?

It's so easy to say “Mrs. Dow, this is Mary Green” (or Mrs.
Green) “calling,” It's certainly much more polite. When the phone
is answered by someone other than the person you want to speak

with, give your own name as you ask for the person you are
calling,

Do you think it is amusing to start your conversation with “Guess
who this is,” or to change your voice and try to mimic someone
else?

In both cases the recipient of the call has every right to return
rudeness with rudeness. The receiver should be hung up—but
promptly,

When you ask “Are you busy?” and the answer is “Yes,” do you
continue to talkP

This is inexcusable. Why ask the question in the first place,
if you are not going to abide by the answer? Request that your

call be returned when the party is not tied up, and say good-by at
ance,

Do you think it is cute to let Junior, age three, answer the
telephonc?

It's anything but cute to the caller as she struggles to get him to
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call Mama. Also, only the most doting relatives care to have Junior
brought to the phone to show off his vocabulary.

Do you phone your friends for no particular reason and chat on
and on just to kill time? ]
This xi decidedly annoying when the person whom you arg cil:]l.
ing is at work or busy at some household task. Short 'of being :])]\ v
right rude, there is little the listener can do but h.sten. You
blessed if you make your calls short and to the point—always.

When you're on the phone and the doorbell rings, do you mzt.l:
the person at the other end wait endlessly while you argue wi
the laundryman or handle other household matters?

Excuse yourself, hang up, and then call back, but don’t leave
someone dangling on the wire.

/Do You carry on a two-way conversation, one with the person on
the phone, the other with someone near you?
This is thoroughly irritating to both listeners.

Do you hold someone on the line while you search for peﬂml
and paper to take a message?

Why can't you keep a pad and pencil by the phone? Anchor
them if it is necessary.

Do you slam down the receiver wh

en someone gets your number
by mistake?

You undoubtedly make this same error yourself upon occasion-

Do you ever answer the query, “Is Mrs, Jones there?” with the
answer, “Yes, do you wish to speak with her?”

‘Why would anyone ask for Mrs, Jones if she doesn’t want t@
speak with her?

Do you always allow some time to elapse between your calls if

You are on a party line?

This is true consideration of the rights of others. Also, nev'fl'

interrupt when someone else is using the line, unless your call ‘;
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one of extreme urgency. If it’s unimportant, don’t keep picking
up the receiver every two seconds to let the other person know
that you want to make a call. And never give in to the temptation
to listen i, thereby invading the privacy of others.

COURTESY IN DAILY HABITS — SMOKING

May a woman smoke on the street?

She won't if she has a sense of propriety. Smoking by women was
generally accepted about forty years ago (before that no lady
ever did). A woman might smoke in her own home, or the homes
of friends, but never in public. Today a woman may smoke in
public places, such as restaurants, without fear of criticism. But on

_the street the answer is still no. Ask any man his opinion on the
subject, and he will agree.

Does a man always throw a lighted cigarette away when he meets
a woman acquaintance on the street?

Yes, he does, if he stops to chat. If he merely bows a greeting
and tips his hat, continuing on, it is not necessary.

Does a man (or a woman either, today, for that matter) ask per-
mission to smoke when in a group?

Under certain conditions, yes. If no one in the group is smoking,
ask permission. Obviously, if some of those present are doing so,
it is not necessary.

If you are a guest in someone’s home and there are no ash trays
around, what do you do?

Your host either doesn’t approve of smoking or prefers not to
have it done in the home. Take the hint. Don’t even ask if you
may. Just don't.
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Xf you are dining at the home of friends, and ash trays are placed
on the table, is it permissible to smoke between courses? .

No. Wait until the meal is over. Even if some do, they shouldn’.
Some folks just don’t like smoke blowing around when dining, and
are too polite to say so.

Do you smoke your own cigarette if offered others in the home
of friends? .
You will be rude if you do. Even if it is a brand you particularly

dislike, accept the hospitality offered. Keep your own in your
pocket.

May a man smoke when escorting 2 woman on the street?
No. This just isn’t done,

Do the same rules hold true for the cigar or pipe smoker as for the
cigarette smoker?

Even more so. A cigar should never be smoked during a meal
And never chewed, or clamped between the teeth, while talking.
Pipe smokers should ask permission before lighting up in the home

of friends. Your ambrosial briar may smell like burning rubber to
others,

What are the bad habits smokers must guard against?

Showing a disregard for the non-smoker—this is unforgivable.
He may even be allergic to i, Try not to blow smoke in his direc-
tion (or anybody’s for that matter),

Talking with a cigarette drooping from the mouth is unsightly
and rude. It should never be between the lips except when actually
taking a puff,

Tamping out a cigarette on anything other than an ash tray is
unforgivable, Used tumblers, coffee cups, or plates, decorated with
stubs and ashes, are nauseating to say the least,

Don’t scatter your ashes over yourself, your chair, the carpet.

Not chaperoning your cigarette—just letting it go out on its
OWn—is dangerous, Charred furniture is but a minor result of
]eaving lighted cigarettes behind you, It can bring fire and death.

L]
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To balance a cigarette on the side of an ash tray, or place it on
the edge of a table, is inexcusable—and dangerous.

To smoke while dancing is the worst possible exhibition of “no”
manners. It can also be disastrous should the cigarette brush
against a filmy gown.

Of course one never smokes when visiting the sick, even if asked
to do so. Only if the patient is smoking is it permissible for the
visitor to do so.

Borrowing a cigarette if you have run out is all right, within =
reason. The habitual borrower is a nuisance. Make it a point to
keep yourself well supplied.

COURTESY IN DAILY HABITS — DRIVING

Why is courtesy while driving important?

Once he is behind the wheel of 2 car, even the most courteous
person will sometimes lose all consideration for others, become
belligerent and ornery, and take unnecessary risks to outdo
other drivers. The mechanical side of driving and the courtesy with
which one does it are so closely interwoven that they are practi-
cally one and the same. Therefore, it would seem obvious, based
on the harrowing death toll on our streets and highways, that a
road test on courtesy should be an obligatory part of the examina-
tion for a driver’s license. As this, unfortunately, is not the case,
try yourself out on the following basic rules of road courtesy:

Do you make a left-hand turn from a right-hand lane, or vice
versap

Aside from being an outright violation of traffic rules, this shows

an utter lack of consideration for the other fellow.
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Are you the driver who assumes that everyone else is a mind
reader? )

Failing to signal your intentions, turning right or left or stopping

as the spirit moves you, may land you—and unfortunately others—
in the hospital.

Is it your habit to save that extra half second by beating a red
light or going through on a yellow one?

This is one way of meeting people—those coming the other way
who have the same idea.

Are you the road hog who saunters along at twenty miles an
hour, refusing to allow others to pass?

If so, when finally persuaded to move over, you probably SPf:'ed
up as the other car attempts to go by. This may force the.PﬂSS'mg
car to be trapped in face of traffic coming in the opposite direction-

Are you, worse yet, the most dangerous driver on the road, Pﬂssm,g
another car on an upgrade when it is impossible to know what's
coming from the opposite direction?

This is a sure prelude to sudden death,

Unfortunately, not just
yours.

If you see someone backin,
drive in nose first, blockin,
This is despicable,

g into a precious parking space, do you
g the other car?

Have you ever, when parking, blocked the car in front or back
of you so that it cannot possibly get out?

There should be a huge fine for those guilty of this selfish act.
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mean. Oddly enough, you are probably the person who, when a
pedestrian yourself, curses at the drivers.

And finally, do you glare, mutter epithets that do not have to be
heard to be understood, even bellow at other drivers—sounding
your horn when the car ahead does not leap forward on the very
instant the light changes—or blast your horn as you pass another
car?

This is most unnerving to its driver. As for you—you're impos-
sible!

COURTESY IN DAILY HABITS — AT CHURCH

Are there special rules of courtesy one must observe in church?

An attitude of decorum and reverence is s0 implicitly a part of
church attendance that it needs no elaboration. But there are small
actions that one sees, occasionally, that could stand correction.
EXAMPLE:

When we arrive early for church services or for a wedding and
find desirable seats on the aisle, are we required to move over
and relinquish these seats when Iatecomers enter the pew?
Either move over or stand up and give them room to get by.
Remaining scated and turning your knees to one side won't do it.

Must one follow the usher regardless of where onc chooses to sit?

At regular church services you can indicate to the usher where
You prefer to sit. But follow him by all means. Don’t let him lead
the way to a seat and then find you have chosen a place several
rows back.

What do you do with your wraps?
Fold them and lay them on the seat beside you if there’s room;
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if not, hold them. Don’t throw them over the back of the pew into
the faces of those sitting, or kneeling, behind.

What about taking children to church?

Until they've reached the age when they can behave Lhemselyes
they should be left at home. Wiggling, whining, crying, runmtfg
about are unwelcome distractions to those who are absorbed in
the service. (You might help to organize a church nursery, where
mothers could alternate in caring for the children during services.)

Any special notes on clothes?

Simple and dignified attire should be the rule, If gloves are
worn by women they should be kept on, except when taking Com-
munion. A man removes his gloves upon entering the church.
Whether a woman wears a hat or not would seem to depend upon

the custom followed by your faith, It seems fitting, however, that a

hat should be worn if merely to add to the dignity of your
appearance.

If unavoidably late for services, what is the best thing to do?
Make every effort to enter as quietly and inconspicuously as
possible. If you arrive in the middle of a prayer, wait until it is
over, and then seat yourself near the back of the church,
If going into a church that is ne
In some churches certai
church for the first time,
usher to guide you to 5 P

w to you?

! pews may be reserved. If attending a

do not seat yourself without asking an

€w not reserved for a church member.

If you know you will have to
Sit near the back of the

departure during the singing

leave before the services are over?
church, and preferably make your
of a hymn,
I you see someone you know?

Obvious greetings to friends while in church js definitely in bad
taste. A nod and a smile are sufficient recognition,
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COURTESY IN DAILY HABITS — OTHER MANNERS

What is the main thing to watch with regard to the radio and
television?

Never inflict either upon those whom you invite to be guests
in your home. Nothing is more irritating to a guest than to try to
make conversation by yelling over and above the blaring sound
that may go on and on with the hosts completely oblivious to the
annoyance being caused. Unless you especially invite people for
the purpose of listening to a particular radio or television program,
have the instruments turned off as the guests arrive—and leave
them off until they take their departure. If the guests themselves
suggest one or the other be turned on, go ahead. Otherwise, off.
¥f you miss something you wanted to see or hear, it's just too bad.

If an uninvited visitor drops in while you are listening to a pro-
gram in which you are particularly interested, what then?
Explain that it is something you want to hear or see and ask
that they join you. “Come in and listen if you care to, it will be
over in half an hour.” The visitor can either do so or go on his way.
revavpen: All of the above applies to your hi-f record player,
too—not everyone shares your interest in opera, or rock and roll.

COURTESY IN DAILY HABITS — PETS

Is there anything specinl to guard against when you have pets
in your home?
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Never forget that a newcomer to your home may be downright
afraid of that dog you love so much—he also may be allergic to
him. There are many people who cannot stand being around a cat,
call it allergy or what have you. (In both cases—you don’t under-
stand why—but maybe if's the same as your aversion to high
places.) To guard against offending the newcomer, always ask im-
mediately upon his entrance whether or not he minds animals. If
he is honest, he will say so—yes or no. If it's “yes,” shut them up
until he leaves, and don’t make a to-do about doing it eitherl

Never allow Fido to jump on people, lick their faces, or otherwise
get in their way. While folks may like animals, they do object to
having dog (or cat) hair festooned on their clothes or runs put in
their stockings. It takes a little time and patience to teach Fido

his manners, but it can—and should—be done. If not, enjoy him by
yourself,

Should you take a dog or cat along when you visit friends?
Only if invited to do 50, or if you are on very familiar terms with

them. ¥f you do take him, make sure he stays on the floor—not on
the furniture,
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JUST US HUMANS — CHILDREN

How does one teach a child courtesy?

When a child hands you a toy, never forget your “thank you.”
When you ask him to do something, always say “please.” Sooner
or later he will be doing the same thing automatically.

“I'm sorry” and “excuse me” are more or less interchangeable.
They can be taught only by example. If you trip over a child’s
foot, or by accident knock down the block house he has buil,
your “I'm sorry,” or “excuse me,” must be quick and sincere.
Eventually it will become natural to him to do as you do, even if
at the time he doesn’t understand why.

He must be taught that a flat “no” or “yes” should never be the
answer to a question. A “no, Mother,” or “yes, Mrs. Green,” is
the proper way.

Not to interrupt when others are talking is another important
lesson. If it is necessary, for a very good reason, permission should
be asked first: “Excuse me, Mother, but the furnace man says he
must see you.”

Also point out that one person does not flatly contradict another.

Another bad habit to correct is a failure to reply to a question
or a remark.

Begin as soon as possible to insist that a child address ladies as

“Mrs. Green” and men as “Sir.” It is up to you to decide whether
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or not he may call close friends of the family by their first names.

‘When guests arrive in your home, you stand to greet them. 'A
gentle aside to Junior and Betsy that they should do the sam‘e Wfll
soon make it a habit. Also to say, “Excuse me,” when passing in
front of someone, and to remember that grownups should go
through a door first.

How does one teach a child the important rituals of greeting and
farewell?

Start early with just the word “hello” when he meets a stranger-
Gradually, as his vocabulary increases, steer him into “How do
you do?” By practice, he can learn to say, with a smile, “How do
you do?” while shaking hands, with a slight bow of the head.
This will help to put him on the road to social poise later on.
If outdoors, the same procedure is followed, except that a boy
must lift his hat in greeting. Little girls do the same without the
hat, of course. In place of the small bow, some parents ower
that a little girl make a curtsey. Teach only a slight dip, with the
right foot placed behind the Teft. If the right foot goes too far to
the side, the child is thrown off balance, and a spill is the usual
result, causing embarrassment, Invariably people laugh. A child
doesn’t like to be made ridiculous any more than you do. .

‘When outdoors, a farewell is a simple “Good-by, Mrs. Jones
in your own home, the same; when leaving the home of another,
“Good-by, Mrs. Jones, I had a nice time.”

As soon as Junior is old enough to bring his little friends to the
house, make it understood that each one must be brought
Mother to be introduced—“Mother, this is Jimmy.” It will pave
the way to an easy manner when presenting one person to a0
other. Also, now is the time to make it clear to him that toys of
cookies should be shared and that his guest has first choice of
games to be played.

A child at five, or even four, is not too young to begin learning
how to be a host. examere: At his birthday party he should 16);
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made to understand that he is to greet his guests, thank them for
their presents, and say good-by.

Also teach him how to behave when the situation is reversed
and he visits the home of others. This can best be arrived at by
a game of “make-believe,” Re-enact what is expected of him by
making a game of it at first.

What other rules of social behavior should a child learn?

1t is no longer fair to insist that a child be seen and not heard.
He should be allowed to express his opinions and tell of his
adventures during the day. Not, however, at the table, except in
a minor way. He must not be allowed to take over the conversa-
tion, especially when guests are present, whether at table or
otherwise.

Always be fair and tell a child what to expect beforehand. If
it is a new experience, such as guests for dinner, a birthday party,
or maybe a trip to a restaurant, explain what is going to happen
50 he will not be bewildered and frightened. A tantrum is often
the result if he is unprepared.

Make it very clear that noisy behavior in public places is out—
definitely. But don’t blow up in the super-market when he lets
go. Wait until you are home. Then explain, quietly, why he
shouldn’t.

Teach him to respect others’ privacy. He must learn not to
enter a room when the door is closed without knocking first.

Also he should learn to respect another’s belongings. This can
be taught if you show him the courtesy of respecting his posses-
sions such as the dog-eared Teddy bear and his other toys. The
principle of “don’t touch” is one of the hardest things to get

across. Those shiny things on the cocktail table are irresistible.
The minute he can toddle, start to impress him (as kindly as
possible) that those are your possessions and “don’t touch” means
just that. Once accomplished, understanding will prove invaluable
when visiting the homes of friends.

GH he pops out with a naughty word, don’t be upset. It's normal.
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He's bound to pick up one or two. (Make sure you are not h.xs
modell) Making a to-do will only implant it in his mind. Expla.m
that jt would be better if he didn’t use the word. After a few quiet
reminders he'll forget it.

If you take Junior along when visiting friends, make your sta’y
short. He won't, he can't, sit still while you enjoy yourself. He's
not made that way. This also applies to church. He simply cannot
sit quietly through 2 long service. If you cant get someone to
baby-sit, stay home. If's better all around.

Never allow a small child to sit at table when you have com-
pany for meals. It's an imposition on your guests and unfair to
the child. Feed him and put him to bed early.

If you have company and want to show him off, go ahead. But
make it brief. Above all, never force him to recite pieces, sing,
or perform in any way. Also, don’t ask the child to bid everyone
good night. Leave it up to him. If the guests are middle-aged, be
unusually careful. They are not used to the chatter, the bids for
attention, the running and, inevitably, the wailing, They appre-

ciate very quickly that he’s as cute as a button, but a little goes
a long way.

Remember, if you are rude or snippy to the milkman or to the
day worker, little Tunior will see no reason why he cannot act

the same. Being polite to those who serve him is one of the first
things that should be taught any child.

What should a child learn to sa
the telephone?

Let him begin by going to the door with you when you answer
it. Teach him how to greet people he knows and doesn’t know.
For example, if he answers the door when you are otherwise occu-
pied and it is someone he knows, he should learn to show the

person into the living room, then tell you. If it's a stranger, he
must know how to be courteous, but sl
the doorstep until he calls you,

y when answering the doorbell or

1 leave the person on
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As for the telephone—~be kind to your friends. Never let him
answer the telephone until he knows how to do it properly. Keep
the real article away until that time arrives. Play games. Teach
him by talking to him on a toy phone. He will learn, but until he
does, put the real telephone on the mantelpiece, if necessary.

How does one teach a child good table manners?

Patience is indeed a virtue here. Don’t expect too much at
first. It's all 2 matter of time. At about a year and a half let him
make efforts to feed himself with a spoon. The results will, of
course, be messy. Don't worry if he puts his hand into his food.
He's experimenting with self-feeding. Eventually, by gentle
prompting and assistance, he will understand what the spoon
and other eating implements are for. However, you can expect
the fingers to do most of the job for a while.

Never force him to eat. Put a little at a time on his plate, adding
more if he wants it. Don’t make mealtime a battle time. He enjoys
this. He is attracting attention. If he won't eat, take the food from
him without comment. He probably wants it and will stop acting
up when he finds that it is going to be taken away. If this doesn’t
work, see a doctor. Make mealtime a happy time. Until Junior is
old enough to handle his food fairly well, feed him before dinner.
When he is at table, bring him into the conversation once in a
while. But don’t let him take over and don’t spend the whole meal
correcting him. Do all the teaching when he is with you alone.

He must be taught by repetition that his hands and face have to
be washed and his hair brushed before he comes to the table;
that he must not chew with his mouth open, put too much into
his mouth at one time, or tilt his chair back from the table. Take
it easy in teaching him the other niceties to be observed when
eating. Don’t try to do it all at once or expect too much in the
beginning.
If punishment is necessary, never “let the sun go down on thy

wrath,” Make peace before bedtime—hear prayers and tuck him
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in. You are his world, and unless all is right with you all is wrong
with him,

JUST US HUMANS — TEEN-AGERS

TO THE TEEN-AGER

Why is it important for teen-agers to be well mannered?

There is an 0ld belief that we change every seven years of our
lives. You are now entering the third seven—the most important
of them all. Why? Because the pattern you set for yourself as you
enter grown-up living is probably the one you will follow for the
rest of your life,

Good manners are the open door to popularity~not only Wﬂ:h
those of your own age but with those of all ages. If you put 'h’f
established truth at the head of the list in your “pattern for living,
you can’t go wrong, now or later. Th

and customs that the well-manner
to le:

e simple, everyday courtesies
ed person observes are so easy
arn, you have no one to blame but you if you don’t. Start now
and they will all become habits. Never forget, habits are hard to
breakl Might as well make them good ones while you're at it.

What rules should girls follow on dating?

Never be guilty of asking a boy to date you. He may accept, but
he won't like it. Always wait for him to do the asking. Two ex-
ceptions: If you are giving a party, or are asked to bring an escort
along to one to which you have been invited,

If you accept a bid for a date, and something better turns up
later, stick to your first decision. If you don't, word has a way of
getting around, and soon you won't have any bids at all,
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If you refuse an invitation because you have other plans, do it
graciously, and let the bay call again, if he wishes, Should you say
no because you do not like the young man, be polite, don’t snub
him, If he calls two or three times and you refuse, he should take
the hint.

If you accept a “blind date” in a group, be nice, even if you don’t
find the boy particularly appealing, You don’t have to see him
again,

If your date says, “Where shall we go?” never suggest an ex-
pensive spot. Maybe he can’t afford it. Actually he should do the
planning, He knows how far his pocketbook will expand. (If he
ever asks for a loan—don't. And scratch him off your list.)

If asked to do specific things, such as dinner and the movies,
dress for it. A sloppy sweater and skirt won’t enhance you in his
eyes, you may be sure. When he phones for a date, if he doesn’t say
what he has planned for the evening, ask him what he has in mind,
just to be safe.

If you load your escort down with purse or gloves, compacts and
o0dds and ends, he will be unhappy. Bulging pockets do not add
to his comfort or appearance.

If, in your desire to be gay company, you talk and laugh loudly,
act overly cute or silly, or are in any way conspicuous, you will
definitely not go aver. You will only embarrass your escort. As
Horace said, “It’s pleasant to act foolishly in the right place, but
be sure of your place before you do.”

If you are wise, you will always make every effort to allow your
escort to perform the little courtesies which are his right. For ex-
ample, don’t barge through a door ahead of him. Let him open it
for you.

If you can’t learn to say a quiet “No, thank you,” when offered
an aleoholic drink, you are very foolish, Anyone who chides you for
being a poor sport is one himself. Stick to your decision and know
there is no reason for embarrassment on your part.

If attending a dance or a prom, remember that you always dance
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the first and last dance with your escort. Always introduce your-
selves to the chaperones upon arrival, and say good night a'nd
thanks when you leave. Give your escort your special attention
during the evening. Dance with dignity, and don’t ask him to
thumba when he doesn’t know how. Never wander off with other
young men, and, above all, don’t flirt with his best friend. No
further date will be forthcoming if you do.

If you have been told to be home by midnight, it’s up to you,
not the young man, to suggest starting for home.

Can you avoid dissension with your parents about dating?

Tolerance, like charity, begins at home, For you to take the atti-
tude that Mom and Dad are old fuddy-duddies only makes it
difficult for all concerned. Remember, they were your age once,
and are hoping only to make the road a little less bumpy for you.
Try to listen and reason with them, You just might learn something.
Two things particularly cause dissension, One, dating; the other,
chaperones.

It's up to your parents to decide at what age you can start
dating in single couples. This is governed largely by local custom.
However, if Mary’s parents allow it at fourteen, and yours say you
must wait until fifteen or sixteen, accept their ruling gracefully,
not belligerently, They have their reasons. Try to respect them.
The same rule applies to the curfew hour. If no dating on school
nights, and eleven or twelve Friday or Saturday is their wish, abide
by it. Your escort may protest, but he actually admires you for
accepting your parents’ edict in a gracious manner,

How important is the chaperone?

Do you resent the presence of a chaperone, feel she “puts a
dampfr on a party and keeps you from doing the things you want
to do™? If this is your attitude, the things you want to do are out
of line. Granted that in days gone by chaperonage was overdone.
Today chaperones are merely there to make sure things run
smoothly, and to protect the reputations of you young ladies.
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Unfortunately, there are always “Mrs. Grundys” who see the worst
in everything, It isn’t a matter of lack of faith, or trust in you, It is
to avoid adverse criticism, with the resultant damage to your repu-
tation. Unfortunately, a reputation once earned pursues you
through the rest of your life. Never forget this.

What's the best way to invite people to a party?

Invite your friends by phone, calling the girls first to ascertain
which boys they would like to bring. Or you may ask a boy to bring
a certain girl. Either way. Mother or some older person should be
standing by when your guests arrive. After greeting them with you,
she quietly disappears, to reappear once or twice during the eve-
ning, She is not there to police you and your guests, but is on hand
because it looks better, and certainly shelll be handy in case
somebody gets out of line.

How can you be a successful hostess?

Never confine your attention to one group. Mingle. If the party
begins to lag, have contests or games on hand to start things rolling
again. Never try to outshine your feminine guests, or to make
yourself irresistible to their boy friends.

‘What clothes are correct for teen-agers?

The right clothes at the right time are important to your poise
and self-assurance. An oversophisticated gown, too-high heels, and
a fancy hair-do will make you conspicuous and uncomfortable.
If your budget is limited, plan your wardrobe with simplicity as
the keynote. The following will help:

FOR SCHOOL: Sweaters and skirts, suits or tailored dresses. Leave
the dressy ones and high heels at home where they belong.

FoR DATES: If going bowling or to the movies, a sweater and skirt,
or the clothes you would wear to school are perfectly ac-
ceptable. If going to dinner and then the movies, dress up a
little, but not too much. Wear a conservative afternoon dress,
high-heeled shoes (not too high), and you will be appreciated
and admired. For informal evening parties at someone’s home,
the same outfit is tops.
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the first and last dance with your escort. Always introduce your-
selves to the chaperones upon arrival, and say good night a.nd
thanks when you leave. Give your escort your special attention
during the evening, Dance with dignity, and don’t ask him to
thumba when he doesn’t know how. Never wander off with other
young men, and, above all, don’t flirt with his best friend. No
further date will be forthcoming if you do.

If you have been told to be home by midnight, it's up to you,
not the young man, to suggest starting for home.

Can you avoid dissension with your parents about dating?
Tolerance, like charity, begins at home. For you to take the atti-
tude that Mom and Dad are old fuddy-duddies only makes it
difficult for all concerned. Remember, they were your age once,
and are hoping only to make the road a little less bumpy for you.
Try to listen and reason with them. You just might learn something.

Two things particularly cause dissension. One, dating; the other,
chaperones,

It's up to your parents to decide at what age you can start
dating in single couples. This is governed largely by local custom.
However, if Mary’s parents allow it at fourteen, and yours say you
must wait until fifteen or sixteen, accept their ruling gracefully,
not belligerently. They have their reasons. Try to respect them.

The same rule applies to the curfew hour. If no dating on school
nights, and eleven or twelve Friday or Saturday is their wish, abide
by it. Your escort may prot

est, but he actually admires you for
accepting your parents’ edict in a gracious manner.
How important is the chaperone?

Do you resent the presence of a chaperone, feel she “puts a
damper on a party

and keeps you from doing the things you want

to do™? If this is your attitude, the things you want to do are out
of line. Granted that in days gone by chaperonage was overdone.
Today chaperones are merely there to make sure things run
smoothly, and to protect the reputations of you young ladies.
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Unfortunately, there are always “Mrs. Grundys” who see the worst
in everything, It isn’t a matter of lack of faith, or trust in you. It is
to avoid adverse criticism, with the resultant damage to your repu-
tation. Unfortunately, a reputation once earned pursues you
through the rest of your life. Never forget this.

What's the best way to invite people to a party?

Invite your friends by phone, calling the girls first to ascertain
which boys they would like to bring. Or you may ask a boy to bring
a certain girl. Either way. Mother or some older person should be
standing by when your guests arrive. After greeting them with you,
she quietly disappears, to reappear once or twice during the eve-
ning. She is not there to police you and your guests, but is on hand
because it looks better, and certainly shell be handy in case
somebody gets out of line.

How can you be a successful hostess?

Never confine your attention to one group. Mingle. If the party
begins to lag, have contests or games on hand to start things rolling
again. Never try to outshine your feminine guests, or to make
yourself irresistible to their boy friends.

What clothes are correct for teen-agers?

The right clothes at the right time are important to your poise
and self-assurance. An oversophisticated gown, too-high heels, and
a fancy hair-do will make you conspicuous and uncomfortable.
If your budget is limited, plan your wardrobe with simplicity as
the keynote. The following will help:

FOR scrooL: Sweaters and skirts, suits or tailored dresses. Leave
the dressy ones and high heels at home where they belong.

FOR pATES: If going bowling or to the movies, a sweater and skirt,
or the clothes you would wear to school are perfectly ac-
ceptable, If going to dinner and then the movies, dress up a
little, but not too much. Wear a conservative afternoon dress,
high:heeled shoes (not too high), and you will be appreciated
and admired. For informal evening parties at someone’s home,
the same outfit is tops-
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precede you through a door, just as you would a won'}anf,i u:l]:::ee
asks you to go first. Never call an older man by l(l;(sk rs - as,
unless he specifically asks you to do so. Always address
“Sir” or “Mr. Brown.”

Sllrt i: 1'to i/[e fervently hoped that you never boast .about yofm" t::il:-
quests or discuss women of any age at any time \Ylth yotllll;m ne]f as-
You may think it’s smart. It isn’t. No man who thinks of se.

a gentleman ever does, in any circumstances.

e
For the general courtesies you follow, see the Index and observ:

. . w
the rules given for “A Man and His Manners.” You are one now,
remember?

How can teen-age boys and girls build up their pop“l'r“"lt}’? §

If you consider it beneath your notice to acquire the little cour:
tesies and social forms that represent good manners in everyday
life, you are just plain stupid. Self-assurance and poise can.ne‘fe"
be attained unless you are thoroughly familiar with the mcefﬂes
to be observed in daily contacts with people, all people, not just
those your own age.

Are you making an effort to overcome a feeling of shyness? Learn
what to do when, and then you can forget yourself. Once you gan
an easy, natural manner, through being sure of yourself, you will
forget all about being shy.

Show interest in other people. Avoid the use of “I” as much as
possible. It's nice when someone is
isn't it? Return the compliment,

Make your conversation interesting. With newspapers, radio,
and television there is no excuse today not to have plenty to talk
about. Keep up on world affairs and daily happenings. Never lct
your conversation revolve around Mary said this and John did that.
Inlcn:sting, of course, but it has its saturation point.

Do you avoid too personal questions?

When you are in the wrong do you apologize, or do you try to
alibi?

modest, and considerate of you,
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In your gossiping with friends about friends do you try to be
kind? Unjust criticism and untrue tales can cause deep hurt to
others.

Are you always agreeable about joining in the fun? Never try
to be the life of the party—but, on the other hand, don’t always
come up with a different idea than that suggested by the gang,

Are you a good sport and a good loser? To accept your honors
without being a braggart and your losses without excusing them
is a worthy achievement.

Try not to be guilty of any of the following, all of which show
an utter lack of consideration for the other fellow:

Walking four abreast along the sidewalk, forcing others into

the gutter.

Ganging up in drugstore doorways so people have to fight their

way in.

Loud cgmments and laughter when attending a movie or eating

in your favorite hamburger hangout.

Indulging in petting when attending a movie—revolting all those

near you, in addition to obstructing their view.

JUST US HUMANS — PROMS, SUBSCRIPTION DANCES,
AND SCHOOL DANCES

What are tips to remember when attending proms, subscription
dances, and school dances?

There are no set rules covering what is expected when attending
any of these functions. The reason being that schools may differ,
one from the other, in the procedures to be followed. It is therefore
advisable to ascertain what is expected of you before attending.
This is accomplished by frankly asking the person who has invited
you. In this way it is easy, among other things, to find out what is
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Fon FormAvs: Such as proms and dances. An evening dress, natu-
rally, but go slow. It mustn’t be too naked looking. A strapless
dress is permissible if not so Jow and so snug that you bulge
over the top. The young man taking you out wants to be proud
of you, not embarrassed.

SLACES AND SHORTS: There’s a time and place for these. For sports,
yes. In your own back yard or your friends’ back yards, yes.
On the street, no, that s, if you have any sense of the fitness
of things. Particularly the shorts.

‘What make-up is correct for teen-agers?

Go easy. Avoid stagey make-up. As you are blessed with young,
pretty skin, forget the eye shadow, make the powder light, and
skip dark-tone lipstick and dramatically drawn lips and eyebrows.
Itis much better to correct a poor complexion than to slap make-up
on over it.

Nothing is more disillusioning to a man or boy than to see you
fix your make-up in public. Do your freshening up in the powder
zoom. Try not to fiddle with your hair, Looking in your mirror
every few minutes makes you seem unsure of yourself.

What rules should boys follow on dating?

Itis your prerogative to call a girl and ask for a date. Never ask
one whom you have not met by claiming to be “a friend of a friend
of hers.” This is really putting it on a pickup basis, and is actually
insulting to the girl you are calling. If your offer of a date is refused

and it sounds sincere, wait a week or so before calling again, After
the third refusal, give up. It is obvious that she does not want to
date you and is being embarrassed by your persistence.

If asked to join a friend and his date, and to escort a girl whom
you have not met, what are your obligations? To be gracious and

attentive even if you don't like her! You are being extremely rude
and unfair if you do not.

When you extend an invitation, be specific. Don’t say “what are
you doing Fn'day night™p “

Could you have dinner with me and
fhen 80102 movie on Friday night?” is much better manners. Make
it clear that you are planning bowling, skating, or what have you,
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so that she will know what to wear. High heels and dressy dresses
do not lend themselves to bowling, for example. Base your plans
on the state of your finances. Never borrow from the girl you are
escorting, If a coke and a movie are the limit, so be it. If even these
are too much, it is all right to ask if you may spend the evening with
her at her home.

If you call for her in a car, do not use the “honk and holler”
technique when you arrive at her home. Go to the door. Greet her
parents, if they are present, and chat with them for a few moments
before leaving. Trp: If her parents ask that you bring her back by
midnight, or any specific time, see that you do just that.

If escorting a young Iady to a special occasion, such as a dance or
a prom, wait for her at a prearranged spot when she goes to the
ladies’ room; never leave her stranded for one second during the
entire evening, Introduce her around—if you wanted her alone
you shouldn’t have brought her; dance the first and the last dance
with her; if cutting in is allowed, let her get around the floor at Jeast
twice before you cut back. Never make her conspicuous in any
way~such as by erratic dancing, or by spending too much time at
the punch bowl, or flirting with her best girl friend. When she
Wwishes to leave (it’s up to her to say when), be sure to go with her

to say good night to the chaperones before you get your coats.

If corsages are in order, ask her the color of the gown she is
&oing to wear. Red roses on an orange dress are far from attractive,
and it would be ungracious of her not to wear them. If in doubt,
make it gardenias, They are always safe.

What are the other rules of courtesy a boy should remember?
Many of you are guilty of not observing one irrevocable rule—

to stand immediately when a woman, young or old, enters a room.
0 brand yourself as definitely no gentleman if you do not do so.

Stay Standing, too, until she sits, and rise again when she does.
is does not apply, of course, at a big party where many people

are coming and going, .

17: ©u also rise when an older man enters the room. Allow him to
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expected to be worn for a given function. ExampLEe: Some scht?ol
dances may call for a dressy afternoon gown for the young ladies
and a dark suit for the young men. On the other hand, a prom
usually calls for an evening dress and a tuxedo.

If 2 dance is given by a girls' school or a sorority, who pays for
the tickets?

The girl pays for her own and her escort’s ticket.

What is expected of the young man in this case? ;
He is responsible for transporting her to and from the party I
corsages are expected, he must not forget this important item.

Should a stop be made on the way home to have hamburgers and
cakes, that’s his responsibility, too.

What should the young man do when escorting a girl to a fraternity
dance or ene at his school?

Much the same, only in this case he of course purchases the
tickets as well.

Xf the college or school is situated far enough away from the girl's
home to necessitate travel and living accommodations during her
stay, who pays for what?

The girl pays her transportation and living accommodation ex-
penses. Itis perfectly proper for the young man to arrange reserva-
tions for her and he will undoubtedly choose one in a private home
acceptable to the school, or, if in a hotel, he will make sure that
she is placed with other girls attending the party, Chaperonage
should also be arranged., !
Xf the situation is reversed and the
at a girls’ school, what then?

It all depends. He may either go to a hotel or perhaps the school
has selected homes in which h

e may stay, The girl may make a
reservation for him. He is responsible for all expenses except in
a case where tickets for defini

te functions are necessary, then the
young lady would supply these.

young man is attending a prom
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JUST US HUMANS — YOUNG LADIES VISITING
ANNAPOLIS AND WEST POINT

Who pays for what when it comes to transportation to and from
and living accommodations while weekending at Annapolis or
West Point?

The girl pays travel and hotel expenses. It would be completely
wrong to expect an escort to assume responsibility for either one.

Is it proper for the man to make a reservation for you?

Yes. At Annapolis he may (and usually does) select one of the
approved guesthouses that are run in many cases by widows of
naval officers. In a given weekend such a woman may have ten or
twelve young ladies as her guests. The price is nominal. Not only
does she give them comfortable lodgings, she also performs the
important duty of acting as chaperone while they are under her
roof. There is also the famous old hotel Carvel Hall where several
girls may take rooms together. At West Point 2 Cadet usually en-
deavors to make dormitory reservations at the United States Hotel
Thayer, which is on the Reservation. If unable to accomplish this,
he will do so at approved quarters in nearby Highland Falls. It
is the wise girl who prefers the group arrangements rather than
going to a hotel by herself. The young men may kid about chaper-
onage but you go up in their estimation when you have it and
down when you don't,

Is there a special thing to remember when with your drag (escort)?

Very definitely--yes. The way you behave is all-important. To
do anything that will bring censure on him is unpardonable. If
you cause him to break any of the rules by which he must abide, it
means demerits for him. ExampLE: He has to report at quarters at
certain times, Don’t let any action on your part delay his making
it on time. You must follow the strict etiquette rules laid down or
179



MODERN MANNERS: ETIQUETTE FOR ALL OCCASIONS

it will mean no future weekends for you. Ask your drag what is
expected of you—and do just that.

What are some of the things to guard against? L

Never ask, or expect, him to spend money on you. Both MldSh'IP'
men and Cadets receive an extremely small amount of spending
money each month. The personal financial background of each
man has nothing to do with it. While in the Academies he is allowed
spending money of a certain amount and no more. It is an accepted
practice that the girl herself may “treat” upon occasion. The fmly
rule to follow if this is done is to do it without being too obvl.O“S-

Taking a drink by any member of either Academy is strictly
forbidden. To do so means extreme penalties and demerits. E\.IEH
beer is taboo. As this is the case, the girl who does imbibe during
her stay is making a bad mistake.

Watch the clothes you wear. Put the accent on simplicity of
line and avoid overdressing. An extremely low-cut evening gown
can fail dismally to give that glamorous look you are praying for
and instead cause intense embarrassment to your escort. Also go
easy on too much make-up or jangling jewelry.

If engaged to your drag, be sure there is no public display of
affection. Handholding or arms about waists is strictly out.

Never ask for “souvenirs.” Insignia or buttons, if given to you,
have to be replaced and paid for by the man himself. It might
mean a whole month’s spending money. Above all, never suggest

that he give you a “miniature” of his ring, You are actually pro-
posing marriage if you dol

JUST US HUMANS — LADIES

Why is it important for a woman to have good manners?
It was a wise person who said, “Manners, not gold, are woman’s
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best adornment.” If you go your way with dignity and follow
simple, gracious rules of behavior, you can’t go wrong, You will
be a lady in the full sense of the original meaning of that most
misused word.

When docs 2 woman bow?

If you do not wish to stop when passing someone you know
(man or woman) on the street, a slight inclination of the head
(don’t duckl), accompanicd by a smile of recognition, is all that
is necessary. You bow when recognizing friends across the room,
in a restaurant, at the theater, in church, or any other public place.
If you meet a male acquaintance on the street, or in a public place,
it's up to you to indicate whether you wish to stop and speak. If
you do so wish—take no chances. Bow, walk toward him, with
hand outstretched. He will probably keep right on going if you
don’t follow this procedure.

When does a woman rise?

Stand to greet your hostess when she first enters the reom upon
your arrival, if she did not greet you at the door. A young woman
should stand immediately upon being introduced to a woman
obviously much older than herself. Watch this. Women are touchy
about their years, you know. If your age bracket is comparable to
the person to whom you are speaking, you may offend rather than
honor when, by standing up, you imply that you are younger than
she. Safer to sit tight if you are not sure. You may forget age, how-
ever, if the woman is a distinguished personage. In that case, rise
immediately. Never rise for a man unless he is of high rank in the
government, or the clergy, or is very, very elderly.
On the street?

‘When walking with an escort. always take the inside track, letting
him walk on the side near the curbstone. He belongs there. Even
if there is another woman with you, and only one man, you both
take the inside. You take a man’s arm lightly when he offers assist-
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ance over the rough spots, such as curbstones. Let go when the

need is over. Don't cling and continue holding his arm while
walking,

Should you get into an automobile first when escorted by a ma..n?

Yes. He should assist you by holding your elbow as you get in.
If another woman is present and you are sitting on the back .seat,
one woman sits on the left side of the car, the other on the right,

the man in the middle. He gets out first, assisting you both to
alight.

What about getting on or off streetcars or busses?

You enter first, getting off last, to allow your escort to step down
and assist you to alight. However, rather than push people around,
get off first if necessary.

‘What about elevators?

You followsomewhat the same procedure as on busses and street-
cars. Go first when entering, but if it is crowded it is only common
sense that the man exit first. Otherwise, you would be forced to
shove people around trying to get past him,

Who goes first on a stairway?

You lead the way up, the man following behind. However, if the
stairs are very steep, he may correctly walk with you, holding your
arm and assisting you, that is, if the stairs are wide enough.
Coming down, follow the same procedure unless the stairs are
steep, in which case he goes ahead of you (so if you fall he will act
as a cushion), If the stairway is wide enough, he may correctly
walk beside you, holding your arm.

Should the woman lead the way down or up a theater aisle?

Going down, if your seats are reserved, you follow the usher,
your escort bringing up the rear. If the seats are not reserved, it
isupto you to choose where you want to sit, and you again go first.

On the return trip up the aisle, you lead the way, your escort
following.
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What is the procedure on entering a restaurant or night club with
an escort?

1t is your prerogative to choose the table at which you sit. You
indicate this to your escort, who in turn tells the headwaiter, who
leads the way to the table. The waiter holds your chair and seats
you. If there is no waiter, you go to the table of your choice, and

your escort performs this service.
AN
How do you give your order?

To your escort, who in turn gives it to the waiter.

If you go to the powder room?

Place your unfolded napkin on the table at the left of your plate,
saying in effect, “I would like to freshen up a bit.” Your escort
should rise, go behind you, and pull out your chair, He does not
g0 to the door with you. He should be waiting to help you be
seated when you return. (sucgestion: Make your stay as short as
possible, Taking forever to primp won't make you popular.)

‘Who makes the move to leave?

It is up to you to suggest that it is time to go—and always take
it into consideration if the next day is a working day, if not for
you, perhaps for your escort. A reasonably early departure may
lead to future invitations.

‘What other points of good manners should a lady remember?
Do you conduct yourself with dignity and decorum at all times?
Genteel, modest behavior is 2 most valuable attribute. Avoid
making yourself conspicuous.
Loud talking and boisterous Jaughter are out of place any place.
So is a display of gushing affection, with embraces and kissing.

How do you sit in a chair? Gracefully—in a relaxed and dignified
manner—or do you sprawl?

When in a restaurant, do you make a dressing table of the
dinner table? Redoing make-up or combing hair at the table is
unpardonable. And aside from the bad taste, it demonstrates your
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unsureness of manner and appearance. It is all right to apply a little
lipstick when the meal is over—if it can be done in an inconspicuous
manner.

Do you deprive your escort of the privilege of performing the
small courtesies—for example, do you go through a door before he
can open it for you, or light your cigarette while he is fishing for

his matches? A woman’s show of independence in such situations
is not endearing.

‘What about clothes?

First, query yourself on these matters:

Are you possibly guilty of overdressing—too many buttons and
bows, veils, curls, frills, jewelry? Simplicity and chic are very good
friends. You never see one without the other.

Do you follow a fashion trend, even though it may not be be-
coming? Nothing can be more melancholy. Your skirt length, heel
height, dress line, and color may reflect high fashion, but still may
make you look ridiculous. Know your style—stick to it, regardless
of fashion fads.

uats: Whether to wear a hat or go without is largely a matter
of personal preference and local custom. On certain occasions &
hat is indispensable to grooming and etiquette. AMONG THESE:
Daytime weddings, luncheons, teas, receptions, cocktail parties.
‘When entertaining in your own home, you never wear a hat. In a

hotel or restaurant (except when evening clothes are worn) the
hostess and women guests wear hats. Always remove your hat in
the theater, unless it is tiny.

People behind you came to see the
show—not your hat,

THE GLOVE QUESTION: On the street wear gloves. Not only do
they enhance your outfit, they keep your hands clean, It is never
fiecessary to remove them when you shake hands on the street. In
arceeiving line, it is up to you. But taking off the right-hand glove,
at least, makes sense. It's friendlier to shake an ungloved hand,
for one thing, and easier on your hostess, for another. She is wise
to be gloveless, too. If there are many hands to shake, gloves may
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result in badly blistered fingers. Never, under any circumstances,
keep cither glove on when eating or drinking. Remove both of
them. Not to do so is in extremely bad taste.

If invited before four o'clock?
For brunches, luncheons, and dessert bridges, a street-length
tailored dress or suit, always womn with hat and gloves.

Four to cight?

An afternoon gown (dressy but not too much so) of street or
ballerina—never ankle—length. Always hat and gloves. A “dress.
maker” type suit may be worn. Teas, receptions, cocktails, and
cocktail buffets are the usual entertainment during these hours.

From six on (informal)?

It depends. For most informal dinners, buffet suppers, evening
get-togethers, an “afternoon” outfit is perfect. The hat may be left
at home.

From six on (semi-formal and formal)?

Any evening party where “black tie” is indicated on the invita-
tion means that you wear a dinner dress, not an evening dress. The
actual difference is that the first covers you up more than the
second. The dinner dress may be ballerina or ankle length, should
have a modest neckline, and a suggestion, at least, of sleeves.
For formal evenings, strapless and off-the-shoulder neckline may
be in order. A gown that is cut too low is never in good taste. The
floor-length gown is preferred for very formal functions. However,
today the ballerina length is not frowned upon, particularly when
worn by a young woman.

What ahout gloves for evening wear?

With a dinner dress, you may or may not wear them. It’s up to
you. If you do, they should be elbow length., With the formal
evening gown, it is a must that gloves be worn. They should be
very long, coming midway between the elbow and the shoulder.
In years gone by only those of white kid were considered proper.
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Today pastel gloves of fabric to match the gown are not frowned
upon.

Must these gloves be removed when eating or drinking? )

Yes, even though it is a tough job getting them on and off. While
severely criticized years ago, today it is considered permissible to
bunch the hand part of the button glove at the wrist. Although
rather unsightly, it does do away with taking off the arm part of
the glove. Whatever you do, orhow you do it, be sure to have bare
hands when eating or drinking.

What should be wom at weddings?

DAYTIME WEDDING: Even for the moming wedding, the “after-
noon” gown that you would wear for any after-four party is perfect.
Pastel-colored gowns are preferred. Black used to be tabu, but
today, with the exception of any close relative or members of the
bridal party, it's all right. But don't overdo it. Wear a gaily-colored
hat to pick things up. Hat and gloves a must, by the way.

EVENING WEDDING: For the informal evening ceremony and re-
ception the afternoon apparel is still correct. Don’t forget—hat and
gloves.

FORMAL EVENING WEDDING: Usually at eight, followed by a re-
ception—an evening dress, not too décolleté, over which a jacket
or coat should be wom while attending the ceremony. A scarf

should be taken along to cover your head while in the church.
Both jacket and scarf may be taken off at the reception.

JUST US HUMANS — GENTLEMEN

What are the basic rules of courtesy for a gentleman?
The word “gentleman” is overworked, misused, and, all too
often, misunderstood, During the years of the gay nineties the term
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“perfect gentleman” implied that to deserve the name a man had
to be expert in the art of doffing his hat, clicking his heels, and
bowing from the waist. Today the meaning of the word has been
modified and 2 man who abides by the basic rules that govern
social behavior, conducting himself with consideration and cour-
tesy toward his fellow man, or woman, has earned the title of
“gentleman.” “Gentle, courteous, irrespective of conditions” is the
literal meaning of the word, and it is extremely significant.

Many of the little courtesies that are expected of a gentleman
have come down to us through the centuries. Take, for example,
the hat. The traditions a man follows today have evolved from the
age of chivalry, when it was customary for a knight in full armor
to remove his helmet when entering an assembly of friends. The
purpose was to signify that he felt safe in their presence. Today,
lifting a hat is considered an act of courtesy and respect. The
following rules should be adhered to:

1. If greeting a woman on the street, and assuming she has bowed
first, lift your hat, Smile, say “How do you do?” and keep going,
unless she stops. If she does stop, keep your hat off until the
visit is over, that is, if the weather is fine. If it's stormy or a
cold day, be sensible and put it back on.

2. ¥f meeting another man, touching the brim of the hat is
traditional. It's sort of a salute; never remove it.

3. In corridors of public buildings, keep your hat on. In crowded
elevators, too. Actually, it's more considerate that way. If in
an elevator in a hotel, apartment, or club, the hat should be
removed, even if the elevator is crowded. This applies, of
course, only if women are present.

Must a gentleman remove his gloves when greeting a lady on
the street?

In years gone by it was considered rude if the right glove was
not removed when shaking hands with a lady on the street. Today
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this has been modified. No longer must you struggle to get out of
the glove while the lady waits. It is perfectly proper to ke.ep thlel
glove on. Make the handshake brief, If you wish to apologize—2 .
right. It isn't necessary, though. If you do, say, “Excuse my glove,
not “Pardon my glove.”

May a gentleman ever appear on the street without a suit coat?

How you handle this problem is rather important. Dignit)" st-:ex(r)xsf
to depart from a man who appears minus a coat (and tie).
course at home or ameng friends, it is up to you. It is to be hoped,
however, that you never escort a woman in public without your
coat, no matter how hot the weather.

‘When do you bow?

This custom has also come down throu'gh the ages. It is a gesture
of respect to the person whom you are greeting. The bow is almost
second nature to most men, A very slight inclination of the body
from the waist up is enough. Keep the head still. Bow when
shaking hands, when greeting someone across a room, or when

passing an acquaintance on the street. (Remember, if it is 2
woman, also raise your hat.)

‘When to stand or not to stand?

'WHEN INDOORS: You should always stand when a woman comes
into a room, and stay on your feet until she is seated. When she
gets up, so do you. If a guest in someone’s home, however, and the
hostess urges you to stay put, do so. Otherwise—up.

REMINDER: To remain seated when ladies are standing is an
indication that you either don’t know any better or you don't care.

ON PUBLIC VEHICLES: Let your conscience guide you. However,
if you can remain comfortably planted when an elderly or infirm
woman, or one carrying a baby in her arms is standing, your
conscience needs overhauling,
Where do you walk when escorting women on the street?

Always nearer the curbstone. This custom stems from the horse-
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and-buggy days, when my lady might be splashed by the horses
going by. If accompanied by two women, stay there, not in the
middle. Move to the center position only when escorting them
across the street. Then resume your post by the curbstone.

How do you assist a lady along the street?

In the daytime do not offer your arm, except to an elderly woman,
or unless the weather is bad. Of course you offer your arm or take
her elbow when you are helping her up and down curbstones, but
do not take her arm otherwise. In the evening offer your arm, or
lightly grasp her elbow. This ostensibly is to keep her from
stumbling in the dark. Never grab her elbow and propel her along.
You are simply offering assistance.

How else can you assist a lady when escorting her?

INTO A cAR: Always assist her in first. When driving, seat her,
then go around to the driver’s seat. When getting out, reverse
the procedure. Go around and open the door for her. In a taxi,
the lady goes first when entering, you first when leaving.

OPENING DOORs: You open doors, stepping back to allow her to
enter ahead of you.

IN ELEVATORS: Lady first in and out. If crowded when getting out,
you go first, as you will be nearer the door. Be sensible.

ON PUBLIC CONVEYANCES: Help the lady on ahead of you when
entering. When leaving, go ahead if possible, to assist her down
the step, Again, if crowded, be sensible. Let her go first if need
be. Act in a manner that will bring discomfort to no one.

ON STATWAYS: Going up, you bring up the rear. Coming down,
the same, unless the steps are very steep, then walk side by side,
holding the lady’s arm. If the stairway is too narrow to allow this,
go first in order to catch her if she should stumble.

IN A RESTAURANT: You may indicate to the headwaiter the lady’s
preference regarding the table. He leads the way, the lady fol-
lowing, then you. The headwaiter holds her chair. If there is no
headwaiter, you follow the lady to the table she indicates, and

seat her, of course. When the menu arrives, ascertain her wishes
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and give both orders to the waiter. Later, should she go to the
ladies’ Toom, you do not escort her. Assist her to rise, a.nd ]l‘lst be
swre to be waiting when she returns. When departing, if the
waiter does not pull her chair out, you do, and she leads the way
out of the restaurant.

1~ THEATERS: The lady goes ahead, following the usher down

the aisle. If no usher, the same procedure is followed. Coming back
up it is also the same.

‘What obligations do you incur with regard to returning hospitality
after attending a party, if you are a bachelor?

A hostess seldom expects a bachelor to return in kind. If you
make every effort to be a pleasant and helpful guest, that's all she

expects or hopes for. But never forget the next day—the telephone
call, a note, or fowers.

How should you entertain, if budget permits?
Circumstances, of course, come into this, A small dinner in yout

home, a restaurant, or night club, or a cocktail party are very fitting:
None of these need a hostess.

What is expected of you if your hostess asks you to call for 3
woman guest?

Call for her, of course, Whether you know this person or not,
telephone her and verify the time that you are to pick her up. It
is also your obligation to take her home when the party is over
You are not expected to act as her escort for the entire evening:

However, a little special attention on your part would never be
frowned upon.

Are you financially liable in any way if a guest at a party i 8
restaurant or night club?

No. It is an extremely thoughtless host who puts you on the spot
for any expenditure, other than a taxi, if necessary, to escort some-
one to and from the party.

When is full evening dress worn, and what does it consist of?
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Full evening dress (white tie and tails)
WHEN WORN:

1. At a formal evening wedding, by both guests and members of

the wedding party.

2. Ata ball

At the opera if seated in a box.

At a dinner or formal evening function, such as a reception, to
which the invitations have been worded in the third person,
and upon which appears in the lower left-hand corner
“white tie.”

s

Suit and accessories:

Tail coat of dull-faced worsted, either black or midnight blue.
Silk facing on the lapels. The trousers have 2 inch stripes or fancy
silk or mohair braid.

surT: Stiff bosomed, made for one or two studs (either is
correct).

corrar: Stff winged.

T1e: White lawn or piqué bow. Lawn rarely used—material of tie
should match as nearly as possible the material of the shirt front
which in turn matches the single-breasted vest.

waisTcoaT: White piqué with revers. May be single or double-
breasted. Usually single-breasted.

HANDKERCHIEF: Fine white linen. If monogrammed, must be in
white,

BoUTONNIERE: Usually white carnation.

socks: Black silk.

snoes: Patent-leather pumps.

JEwELRY: Pear] studs always correct. Plain white gold or silver
cuff links. Avoid anything large and omate.

uaT: Collapsible opera hat. Never a silk top hat. .

GrLoves: White buckskin, if wearing overcoat. White kid for a
ball or evening wedding.

MurFLER: Always white, usually silk.

ovencoar: Black or midnight blue. (Latter preferred as it can
also be worn for afternoon and semi-formal evening wear.)
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‘What is correct for semi-formal evening wear? ]
Tuxepo: (dinner coat) Known as semi-formal evening attire.
When worn? Never before six o’clock in the evening for any oc-
casion whatsoever. Never for a white-tie formal function. It is
worn for any evening party when the invitation contains the words
“black tie” in the lower left-hand corner. .
1t is proper for opening nights and the theater, and dining in
a first-class restaurant.
wortE: It should not be worn by the men in a bridal party at
any time—ever.
Suit and accessories: )
coar: Dull-faced worsted in either black or midnight blue. I.t is
cut like a sack suit (no tails} and has one button at the waisthl“?-
(A double-breasted coat is also correct, but as no waistcoat is
worn, it must be kept buttoned at all times.) The lapels may be
either silk or satin-faced, and the collar is made of the suiting.
(Except when it is a shawl collar.)
rrousERs: Have a narrow %-inch-wide braid stripe on the sides.
suRT; Pleated. (Stff is unusual today.)
corran: Turndown.
WAISTCOAT: Very rarely worn—usually a cummerbund.

TiE: Black silk or satin bow (avoid large butterfly effects or string
bean. Stick to the regulation size.)

Handkerchief, socks, shoes, and boutonniére same as those for
full dress.

GLOVES: none,

JEWELRY: Studs, cuff links, and waistcoat buttons may all match,
but do be very conservative.

HAT: Black or midnight-blue Homburg, (It is proper to §0
hatless if you prefer.)

COAT AND MUFFLER: Same as full dress. Also any tailored dark
coat may be worn,

White dinner coat:

Only for hot weather. It is double-breasted so a waistcoat is
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unnecessary. Trousers and accessories same as those wormn with
tuxedo.

White mess jacket:

Also for hot weather. White waistcoat or black cummerbund
must be worn, Otherwise trousers and accessories same as those
worn with tuxedo.

When is a cutaway worn?

Even though worn in the afternoon, this is ambiguously referred
to as a “morning coat.”

Worn at a morning, noon, or afternoon formal wedding by
members of the bridal party. May also be worn by the guests if
they so desire.

At church (still proper today, this old custom has practically
died out except for Christmas and Easter).

Formal afterncon receptions. (Seldom seen today either.)

All daytime official functions or ceremonial occasions.

Suit and accessories:

coaT: Black, one button at the waistline, and with tails in the
back, Much in favor today, and equally correct, though not con-
sidered quite so formal, is the black sack coat, which has no tails.
The accessories are the same.

TROUsERS: Gray and black stripe, or black with white pin stripes.

sturt: White, soft-bosomed.

corrar: SHIF winged; very formal—for a cravat only. Stiff turn-
down white collar is more usual.

TIE: An ascot of either gray or gray and white is correct for
weddings. Either a black-and-white or gray four-in-hand may be
worn otherwise,

walstcoar: Gray double-breasted. Pearl gray for weddings.
Same material ascot for funerals.

Handkerchicf, socks, and boutonniére same as those for full dress
or tuxedo. (Always white for a wedding, of course.)

suoes: Black calfskin, Oxford ties,
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cLoves: White buckskin preferred, but light gray also acceptable.
Gray more usual.
naT: Silk top hat, or gray top hat for summer wear.
COAT AND MUFFLER: Same as for tuxedo.

For what social occasions is it correct to wear a business suit?

For business but also for pleasure is the ever-useful dark b?ue
suit. Dark gray is also correct, but the blue is preferred. Aside
from business they may be worn:

When a guest at a wedding held at any hour of the day.

By the members of the bridal party for the informal ceremony,
both daytinie and evening, .

For luncheons, afternoon receptions, teas, tea dances, cocktail
parties, and all types of informal evening entertainment.
Accessories:

Always a white shirt with turndown collar,

Conservative four-in-hand tie.

Black (well-shined) shoes and socks.

Vest, of course, of the same material as the suit, This should be

worn at all times. ExcepTION: It may be discarded on a very hot
day, but if so, keep that coat buttoned.

)
NotE: For business, let your conscience be your guide. You can't

80 wrong if you are conservative, foregoing loud plaids or violent
colors,

JUST US HUMANS — OFFICE MANNERS

Are good manners important in an office?

Manners are just as important in the office as in the drawing
room. Even top-notch efficiency will not compensate for boorish
habits and lack of consideration for others. To behave with cour-
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tesy, kindness, and tact in your business life is not subserviency or
apple polishing—it is one of your best forms of job insurance.

What rules of behavior should the boss follow?

You do not rise when your secretary (or any other woman
employee) comes into the room, nor do you hold a chair for her.

You do rise when a client or outside caller enters your office, be
it man or woman. If 2 woman, you help seat her. If a man, he seats
himself. You stand up and escort them to the door when they leave.

It is not considered impolite if you go through a door ahead of
a woman employee.

It is not necessary to introduce your secretary to a visitor whom
she may escort into your office. It’s a gracious gesture, if you care
to, however. If the caller is a man: “Miss Secretary—Mr. Client.” If
a woman, “Mrs. Client—Miss Secretary.”

Do you try to instill a “happy family” atmosphere? Too much
paternalism in office relationships jis not good practice. Nor, of
course, can you be cold and impersonal, as if your employees were
office equipment. Hit a happy medium for a happy office force.
A cheery “good morning” from the boss—"please” and “thank you,”
where in order, will do wonders for office morale. And try not to
carry into the office the temperamental aftermath of last night’s
hangover or this morning’s tiff with your wife. If you wait till pear
closing time to begin your dictation, and if you dictate through
puffs of cigar smoke, you can depend on Susie Secretary to be
on the lookout for a new job. ’

Check your telephone manners to see if they need polishing.
When you ask your secretary to place a call for you, stick around
till it’s put through and resist that impulse to make another call in
the meantime. .

When you leave the office, say where youre going—or at least
when you'll be back.

Whatever you may call your secretary in private, make sure it's
Miss Jones or the proper equivalent when there’s a possibility of
being overheard.
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While there is no positive rule about first names bt?ing useé
between office personnel, a business concern where “Miss Jones
—“Mr. Murray"—is the rule presents a more dignified front than
the “Mary” and “Johnnie” approach. It's up to you, Mr. Boss, to
set the example and make sure it’s followed.

Of course, make an effort to see that your wife and other mem-
bers of your family do not request favors of your secretary and, in
fact, donot even come to your office except when strictly necessary.

What rules should employees follow?

Two thirds of your waking hours are spent with the same group
of people, day in and day out. How do you rate with your co-
workers? Maybe your courtesy is slipping. Let’s do a little checking.

ARRIvAL: Always on time? Habitual lateness may not only get
you in Dutch with the boss, but it is unfair to those with whom you
work.

GREETINGS: Are they cheerful? If you have a headache, a hang-
over, or had a fight with your boy friend, take an aspirin, and
smile, if it kills you,

YOUR SUPERIORS: Do you reply to them with a flat “No” or “Yes™?
A “No, Mr. Smith,” or “Sir,” if you prefer, is more gracious. When
Mr. Boss comes to your desk, it is not necessary to rise. Stop what
you are doing and listen to what he has to say. Look at him while
he does so. And indicate your understanding.

A habit of saying “please,” “thank you,” and “excuse me” can g0

a long way. Also such consideration as, “Do you mind if I open
the window?” (If he does mind, don’t.)

‘What are bad “office manners™?

Do you whistle while you work? Drumming on the table with
your fingers, humming, singing, or whistling can drive your co-
workers to distraction when they’re trying to concentrate, Don’t
slam around and shout—be quiet,

If smokin
smoke conti

g is permitted in your office, do you overdo it? Don't
nuously. Keep your ash tray emptied and clean. Memo
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to the men: If some of your coworkers are women, this is one
time when you let them light their own.

Overstaying in the rest room, at the coffee break; allowing mem-
bers of your family or friends to visit you in the office; writing
personal letters; making and receiving too many personal telephone
calls are all bad “office manners.” If Mr. Boss hasn’t put his foot
down, he willl So better reform first!

Don’t be nosy!l Be extremely careful not to intrude upon the
privacy of others. examrLE: “How much money do you make?”
“Wasn’t your husband married once before?” Such personal ques-
tions are out of order, as would be similar revelations about your-
self.

Don't borrow. Habitual borrowing of lunch money, cigarettes,
umbrellas, tissues, galoshes—whatever—is bad office behavior.

For the sake of appearance. To the ladies: Be scrupulously clean
and well groomed. Try for the wholesome look rather than a
night-club effect.

Stick to tailored suits or dresses. Spruce them up with scarves,
crisp blouses, and = little simple jewelry. Avoid tight skirts and
low necks. Go easy on perfume, heavy make-up, and too-fancy
hair-dos.

And for goodness’ sake go to the rest room to comb your hair
and put on a new face. It's not desk work. Don’t chew gum at the

office. And always clear off your desk top before you leave.

What special points should the receptionist remember?

If a caller arrives to keep an appointment, he is greeted graciously
and asked to be seated while you inform Mr. Boss of his presence.
If you ask him abruptly for his name, and leave him standing while
you meander to announce his arrival, you should be fired.

If someone calls who does not have an appointment, a salesman,
or perhaps a person whom you know Mr. Boss does not wish to see,
you should ease him out in a tactful manner, without letting him
know he’s getting a brush off. Mr. Boss must, of course, be shielded
from unnecessary intrusion, but it can be done graciously. A cour-
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teous inquiry as to the nature of the visitor’s businesi z‘x‘nd a POh'tlel
“I'm sorry, but Mr. Boss cannot see you at this time, 1f you wil

telephone later for an appointment,” are much better approaches
than “He is tied up now. Good-by.” i

It might be mentioned here that it is wise to avoid the hackneye
“in conference.” This covers a multitude of sins, but is overdone
and an overfamiliar excuse. Better a simple “Is upable to see you
now,” “Is busy at this time,” or just plain “Out.” -

If the procedure followed at your office is that either the recep-
tionist or the secretary escorts a client to the boss’s door, she should
then open it, let the client pass in front of her, say his name, and
then, when Mr. Boss rises to greet him, back out and close the door.

The telephone operator?

Your role is an important one. The cheerful, well-modulate'd
voice, coupled with an effort to make each caller feel that he is
important, can go a long way toward helping business relation-
ships. Failure to handle business calls expeditiously and cour-
teously can reflect most adversely on any business organization.

If a call came in as follows, would you handle it in this way?
You are right if you do.  ~

OPERATOR - Good morning, Robert Gray and Company.
CALLER  May I speak to Mr. Gray? This is Mr. Roy.
OPERATOR  (If he doesn’t give his name and he should) May

Lask whois calling, please? (Never, Who is this?)
Thank you, just a moment, please.

‘When asked to placean outgoing call for someone in your office,
try to have him on the line when the person he is calling is reached.
For example, Mr. Boss asks you to put a call in to Mr. Green, then
hangs up while you place the call. When you get Mr. Green's

secretary on the line, and she, in turn, is connecting him, signal Mr.
Boss to go ahead. Avoid, if possible, getting Mr. Green on the line
and having to say

, “Just a moment, please. Mr. Boss would like to
speak to you” If Mr, Green isn't irritated at this approach, he
should be,
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If someone is calling in, and is willing to hold the line if told
that the person he is trying to reach is talking on another wire,
be sure to follow through. Don’t forget he’s there. When able to
make the connection, before doing so say, “Thank you for waiting.”

What are good telephone manners for a secretary?

There are two correct ways to answer the phone: “Mr. Boss’s
office.” Or “Mr. Boss’s office, Miss Gray speaking.” The person
calling should, of course, then give his name. “Just a moment,
please,” is your answer. Acquaint Mr. Boss with the caller. If he
wishes, he then takes the call. If he does not, handle the caller
graciously. “I'm sorry, he is not available just now. This is his
secretary. May I help you?” You can also ask if he would care to
speak with anyone else. If not, delve further, and ascertain whether
he wishes to leave a message. Never inquire as to what he wants to
speak to Mr. Boss about. If the caller wants to tell you, he will.

JUST US HUMANS — BUSINESS CARDS

Can one use a social card for business calling?
Never. To do so is really going overboard in the bad-taste
department.

" What are the differences between business and social cards?
Those for business use are a little larger and may be either en-
graved or printed. Conservative black type should be used, such
as block lettering. No script. That's for the formal social card.
The paper is usually good white pasteboard or it may be thin
parchment.

Are there any definite rules regarding what is placed on a t
card?

No. It is more or less up to you, based on the circumstances
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surrounding the card you are planning to have either printed or
engraved. You may use your own judgment, but remember to
avoid flamboyant oversize lettering. This will tend only to cheapen
your firm. Stick to a dignified presentation of the person’s name,
and whom he represents, and you can’t go wrong.

‘What is usually placed on a business card for an official of a firm?

The full name, without the prefix “Mr.,” is placed in the center
of the card. The position that he holds is placed in the lower left-
hand comer, and in the right-hand corner the firm, address, and
telephone number, on three separate lines.

‘What appears on the card of one who represents a firm but has
no official title, as, for example, a salesman?

The card is the same as for the official with the obvious exception
that there is no title in the left-hand corner.

JUST US HUMANS — CLUBS

What should you remember when desiring to join a club?
Clubs, both business and social organizations, have become
such an important part of our lives that no book on manners would
be complete without touching on some of the customs observed in
connection with membership in such groups. Perhaps the manner
of admission is of greatest importance,

sional organizations where the only requirement for membership

is to engage in a certain type of business or to have achicved
certain professional standing,

Where membership is invitational, that is, where you must be
invited to join, be extremely careful about two things: One, don't
allow your name to be put up for membership in a group that you
don’t know about. Find out who the officers nre, learn something
of the history of the club's activities, ascertain its dedicated pur-
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pose. Two, if there is an organization you are eager to join don’t
use pressure on mere acquaintances to sponsor you. It is all right to
indicate an interest in a group, even to tell a close friend who
belongs to it that you are interested and would enjoy being a mem-
ber. But that’s enough—if your friend doesn’t take it from there,
drop the matter. To pursue it might cause extreme embarrassment
to either or both of you.

When asked to be listed as a “patron” of a charitable organization’s
fund-raising affair, what obligation is implied?

Not necessarily any, other than to lend the use of your name.
However, if you think well enough of the project to give it your
endorsement, it might be assumed that you would want to make a
contribution, buy tickets, or offer to assist in some other way. Just
be sure you know exactly what the organization is and what is
expected of you before you grant permission for your name to be
used.

How can one who doesn’t want to seem “pushy” become active—
and important—in an organization?

By observing the rules, by regular attendance at meetings, by
volunteering for any job that no one else wants to do, and doing it
well; by making only constructive suggestions, not criticisms, and
by being invariably pleasant.

‘What traits invariably add to your chances of club leadership?

A knowledge of parliamentary rules—such as may be obtained
from studying a handbook on the subject, or taking a course in it—
is very valuable. Poise and the ability to speak in public, briefly
and to the point, are most important. Try to remember names, and
acquire a complimentary manner (without gushing, make people
feel important); and smile, smile, smile!

‘What traits Iabel one as “most unlikely to succeed” in club life?
Talking too much; carrying on chitchat with a neighbor when

a meeting or entertainment is in progress; a whiny, unpleasant

voice.
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At alarge affair may oll of the club officers and their husbands or
wives make up the receiving line? )

It is better to have no more than six persons in the receiving line;
others deserving of recognition may be asked to “assist about the
rooms,” which means making introductions and generally dispens-
ing hospitality; they may wear some identifying symbol, such as
a host or hostess badge, to give them “rank.”

Other than mixing and generally being pleasant at a club social
function, what are the routine duties of 2 member?

Never be tempted to by-pass the receiving line even if there'f a
wait. This is particularly rude at a party given “in honor of” 2
particular person or persons. Be assured they do notice when ar-
rivals make a beeline for waiting pals or refreshment table without

the formality of a how-do-you-do to those who are the reason for
the get-together.

What are you responsible for if you bring guests who are not
members?
Do not wander off, leaving them to fend for themselves. Make

sure they are introduced to others and then escorted to the refresh-
ment table,

Are there ways in which
a success?

Yes. R ber that the loneli
one behind the coffee urn or

you can be helpful to make the gathering

guest at the party can be the

teapot. It’s an honor to be asked to
“pour,” but when there is a spell of no demand for her services the
distinguished lady may find herself unhappily isolated at the table
end. Be on hand for a few remarks and a second cup when you see
this happen. Also you will be blessed if you will take on the job
of “un-buttonholer” and 8o to the rescue of prominent guests who
begin to look nervous after too-long sessions with the same people-

Do these rules also apply to men?

Some of the above applies to ladies only, but the rest of the
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pattern is basically the same. One particular suggestion: if a group
of men are present at a stag function, it is always advisable to
appoint an entertainment committee to see that all runs smoothly
and that the guests, particularly those “of honor,” receive the
attentions that are due them.

What are the “musts” of club membership?

Pay your bills. Initiation fees and dues are paid immediately
upon being accepted. Follow through by never allowing a club
debt to become overdue. Next, obtain a copy of the club’s bylaws.
Learn the customs and rules and abide by them faithfully. Abusing
club privileges can result only in general unpopularity and eventual
expulsion.

What are some of the “don’ts” of club membership?

Avoid an overbearing or boisterous manner to cover up your
nervous anxiety to “fit in.” Never barge in on a group without being
invited, or ask to “join in” a card, golf, or tennis game without a
specific request from the players that you do so; if active in sports
remember that whatever it may be “it’s a good sport only if you
are.” Make sure that children, particularly small ones, are never
allowed to annoy anyone. If the child is old enough to understand,
it must be impressed on his mind what he can or cannot do when
in the club. Permitting him to run loose through the main rooms
or behave boisterously in the swimming pool is extremely unfair
to the child and is about as thoughtless as you can get when it
comes to your relationship with the other members.

How can you be sure that the clothes you wear are appropriate?
Shorts or slacks on the golf course, or in the main dining room—
unless specifically permitted by the club—can be extremely out of
place. Sloppy or too casual sports clothes for a fairly “dress-up”
afternoon or evening party at the club also come under this
category.
Take the time and the trouble to find out what should be worn
when. You'll be a lot more at ease and happier if you do.
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‘What is expected of you when attending a club for the first time
as a guest of a member? .

If your host is not kind enough to tip you off, ask him. Usually
there is nothing much to worry about, as he will assume most of
the responsibilities. The main thing to remember is never to over-

step or abuse any guest privileges. You won't be invited again if
you do.

If a visitors’ book is to be signed upon arrival, how is it done?
Examples: “Mrs, John E. Sampson” (never use your given name)
or “Mr. and Mrs, John E. Sampson.”

¥ you arrive at the club ahead of your host, may you order
refreshments while waiting for him?

Definitely not, unless the host has arranged ahead of time for you
to do so.

Are there any financial obligations that you may have to assume?

" Usually none. However, if tipping is allowed (in most clubs it
s not), it is proper to tip the attendants in the checkroom and rest
rooms. Also, if playing golf, always offer to pay your greens fee.
If your host refuses to allow you to do so, let it go at that. He should

not be permitted to assume the paying and tipping of your caddy.
Those are up to you.

‘What about borrowing club privileges from a member?
Itis a definite imposition on the member even to ask if you may
do so. In most club

s members are billed for services and food and
the member is expected to sign all chits. He has to ask special per-
mission for a non-member to do this (in many cases this is for-
bidden). There is also the fact that the member, if he does get
youin, is held responsible for any infractions of rules of which you

might be guilty. Play safe and don't impose. The whole situation
is one to avoid.
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ENTERTAINING — FORMAL INVITATIONS

What distinguishes the formal invitation from the informal?

The formal invitation is always engraved, never printed. It may
also be handwritten, although this is seldom done today. The for-
mal invitation is always issued in the third person. For nearly a
century tradition has decreed that special wording be adhered to
and the way in which the words are spaced also conforms to a
set pattern,

For what type of entertaining is the formal invitation used?

For the formal luncheon, dinner, afternoon or evening reception
(including those for weddings) and balls (usually referred to on
the invitation as “a small dance”).

‘What paper is used?

This varies with personal preference. A white, suéde-finished
card, measuring approximately three inches wide by four inches
high is preferred.

May the address be engraved at the top?
Never. If handwritten, only a small monogram may appear at
the top center. A monogram is not used if the invitation is engraved.

What lettering is used?

This is up to you. Avoid any that is large or orate. Script or
block is invariably in good taste. Always black ink, too, by the way.
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Must every word be spelled out?

Yes. No abbreviations in names or words should be used. Even
the date is given in full, as are street numbers.

How is the time of the function indicated?
If on the hour, “four o’clock.” If on the half-hour, “half after four

o'clock,” or “half-past four o’clock.” (Never “four-thirty.”) When

a time limit is to be set for a party, such as a reception, it is indi-
cated by “five to seven o'clock.”

Example: formal invitation

Me. and Men. Philip John Proper
request the Pleasnre
of the company of
B e Pre Sctr,
at a reception
Manday, October tenth
Five to seven oolack

The Ritx Iotel
The lavour of a re;

ly is requested

Whatisa slightly less formal approach?
The phrase “re

! quests the pleasure of your company” replaces
:)I:-ﬂl of “requests the pleasure of the company of.” In this case,

zourso's, it is.unneccssary for the names of those invited to be
written in. This form is useq for semi-formal functions.
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‘When requesting an acknowledgment, may any other phrase be
used than that of “the favour of a reply is requested™?

Yes, the initials R.s.v.p. may be used, but they more generally
appear on the informal invitation.

Is it necessary to request a reply when inviting people to a meal?

Actually no. It should be taken for granted by the recipient that
when asked to dine an immediate reply is expected. However, as
people are apt to put off doing so, if not specifically told to, it is
safer to request that answer. In the case of receptions, dances,
et cetera, no reply is expected unless definitely asked for,

Is the address in the lower left-hand corner necessary?

Very much so. When the party is being held any place other than
the home of the hosts, and an acknowledgment is requested, it is
extremely important that the address where the reply is to be
sent be indicated. If the party is to be given in the home, this, of
course, is not necessary.

Must the question of what to wear always be indicated?

This is another case where it is better to be safe, thereby avoiding
any chance of bringing embarrassment to your guests. Formerly,
when nothing appeared on a formal invitation regarding clothes,
it was taken for granted that it meant “white tie” or full dress for
the gentlemen and evening clothes for the ladies. Today, so there
will be no doubt in the minds of the guests, it is a kindness to
clarify it for them. “Black tie” may also appear on the formal
invitation. This indicates tuxedos and dinner dresses, and actually
means that the function is to be of a semi-formal nature.

Must a specific form be followed when replying?

Yes. It should conform with the setup of the invitation itself.
The reply should never be spaced as if it were a letter, and must
always be handwritten.
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Mr. and Mrs. Charles James Smith
accept with pleasure
the kind invitation of
Mr. and Mrs. Proper
to dinner
Monday, November tenth
eight o'clock
The Ritz Hotel

REMINDER: It is to be noted that on the invitation the full name

of the hosts is given, and only the surname of the one invited. On
the acknowledgment this is reversed,

‘Why is no mention made of the honor guests for whom a party is
‘given?

This is not necessary. You are simply acknowledging your hosts”
offer of hospitality,

What stationery should be used?

Only white (either single sheet or double)
To use a calling card, informal fold
or business letterhead is in extrem

note paper will do.
-over card, colored stationery,
ely bad taste.

Must the reply always be handwritten?

Definitely yes. To use a typewriter is beyond the pale.
What wording is used if it is necessary to regret the invitation?
Replace “aceept with pleasure™ with, “regret that because of
absence fro

m town will be unable to accept,” et cetera. Your reason
for regretting may be “because of illness” or a “previous engage-
ment.” Whatever the cause,

be clear as to why you can’t make it.
;’Vllen regretting, it is not necessary to repeat the time, only the
ate.
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How is the envelope addressed?
Until fairly recently it was directed to the hostess only. This is

still preferred, but addressing it to “Mr. and Mrs.” is not frowned
upon today.

ENTERTAINING — AT-HOME CARD

Under what circumstances are these formal at-home cards issued?
They are suitable for debuts, wedding anniversaries, or for the

formal afternoon tea or reception. Seldom, if ever, is a reply re-
quested.

What paper is used?

A white, suéde-finished card, measuring approximately five
inches wide by four inches high, is preferred.

note: Follow the same rules as those for the formal invitation
(see page 205) with regard to engraving, lettering, et cetera.

Mr. and Mrs. Carroll James Gray
At Home

on W, OQZW%J
ﬁ"ﬂb 70 iy 0'elhek.

Twenty-four Main Street
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1f the at-home card is used for a debut, how is the debut indicated?
The name of the daughter is included:

Mr. and Mrs. Carroll James Gray
Miss Elizabeth Mary Gray

At Home
et cetera

Note: Should a party take the form of a tea dance or dance, the

word “dancing” would be engraved or written in the lower right-
hand comner.

What about a formal wedding anniversary celebration?

No indication of the anniversary need be made at all unless you

wish. If you do, the years may be engraved in the upper right-
and left-hand corners, above the invitation itself.

ExampLe: If for the twenty-Bfth anniversary: 1934 on the left
and 1959 on the right.

ENTERTAINING — SEMI-FORMAL AND INFORMAL
INVITATIONS

Are informal parties more common today than they used to be?
During the last ten years parties have been leaning more and
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more to the informal ways of entertaining. Gone are the days when
the formal dinner, and reception, for example, were the rule rather
than the exception as they are now. The reasons are many for
this trend. All of them make sense. To begin with, people in general
enjoy the gay, informal parties more than the stiff, very formal
ones. Also in these days of hard-to-get help and costly foods, it’s
much easier and less expensive for the hosts to entertain in this
manner.

There are no rigid rules governing the issuing of invitations for
the semi-formal and informal parties, such as there are for the
formal. The main object is to make it clear to prospective guests, in
a brief and courteous way, the kind of hospitality you are offering.
The examples that follow are those that are in general use today.
You can’t go wrong if you adhere to them.

‘What forms of entertaining may come under the heading of “semi-
formal or informal”?

Brunches, coffees, buffets, teas, cocktail parties, and cocktail
buffets; semi-formal receptions (very close to cocktail buffets)
semi-formal and informal dinners and evening get-togethers. (See
Entertainment, page 236.)

May printed or plain white cards or stationery be used?

Yes. However, if you entertain quite often, the small expense
of having your name and address engraved on cards is suggested.
Reason: it’s a little more dignified. If the information is written on
a plain card, it should be done by hand, never typed. If a hand-
written note, white stationery is best. There are also many attrac-
tive invitation cards for different types of parties that may be
purchased at your stationer’s. Two suggestions: be careful not to
go overboard with too silly an approach to, for example, a cocktail
party. Some of these cards border on the vulgar. Second: they
should be used only for the very informal party.
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Is it necessary that everything, including names, dates, and street
numbers, be written out in full, as is the case with the formal
invitation? ]
No. It is preferable to have only the name of the person is.sumg
the invitation given in full (this should definitely be done if the
card is engraved). Abbreviations may be used when wordigg the
invitation itself, ExampLE: “Wed., Nov. 8th, cocktails 5 to 7.

Is it permissible to indicate that a party is being given in honor
of someone?

Yes. While the formal phrase “in honor of” is sometimes used,
the friendlier and less-formal phrases, “In compliment to” or “To
meet” (followed by the name of the honoree), are preferred.
May a reply be requested?

Formerly, no. Today, yes, for any type of invitation. The initials
R.s.v.p. from the French Respondez, sil vous plait (Respond, if you
please), are correct and are placed in the lower left-hand corner.

These initials may be expressed in two ways: Ris.v.p. or RSV.F.
The first is preferred,

What invitation form, considered proper only for the semi-formal
function in the past, is now used extensively for the informal as
well?

Called the “Bll in invitation,” it has a wide varjety of uses
for those who entertain frequently. The words contained thereon
should be engraved, using dignified lettering in black ink. The
blank spaces are flled in by hand to fit the occasion. Usually 2

white card, measuring approximately 54 inches by 4% inches, i
used.
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Mz and Mrs. Edward Goe Brown

t l]w Il or (l\c pany or

I % 7 Jelock

Rav. P 21 North Place

~oTE: The R.s.v.p. may or may not be engraved, as you see fit.
If not, and the occasion arises when you do wish an answer, it is
correct to handwrite these initials in the lower left-hand corner.
If your address is engraved on the card, and the party is being

given someplace else, be sure to indicate where it is to be held,
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and in this case place the Rs.v.p. over the home address where
you wish the acknowledgment to be sent.

How does the recipient answer this invitation?
1t may be done in the same way as when replying to the very
informal (see page 218). It is also correct to take a little more dig-

nified approach and follow the setup of the invitation itself. Always
written by hand, remember.

Mr. and Mrs. John Daniel Dorn
accept with pleasure
the kind invitation of
Mr. and Mrs. Brown
for cocktails
Wednesday, November 7th
5to 7 o'clock

SPECIAL NOTICE:

For years the calling (or visiting) card has been used extensively
for issuing informal invitations. Effective July 1, 1950, the Post
Office Department passed a ruling that very small envelopes will
no longer be accepted. They must measure 2% inches by 4 inches
or more. As the largest sized calling cards never measure mOr€
than 2% inches by 3% inches, it seems clear that it would be wise
to discontinue their use. However, if you still wish to use a calling
card (the card itself is still correct), be sure to place it in an
envelope the measurements of which comply with the Post Office
;egt’l:ation. Your invitation will land in the dead-letter office if you

on’t.

‘What is placed on the calling card if it is used?
The name and address are engraved; the invitation handwritten-
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Coctetoile, St

Ml‘. an(l MI‘S. E(lwar(l GOC Brown

t76.5. A f

221 North Place

What are other ways of issuing the informal invitation?

The large single card: This is an ideal replacement for the
calling card, which perforce will be more or less dropped for this
purpose. Measuring 4% inches by 3% inches, the address is engraved
in the upper right-hand corner, and the name centered about one
inch from the top, leaving a large space for the invitation itself.

221 North Place

Iv\r. & J“rs. E(lwar(.l Goc Brown

Coctita
Wegbmz&x#, Sove 7%

S b Y ocleck.

s
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The informal {or fold-over) card: Measuring 3 by 4 inches, thfs
will safely pass the postal inspectors. On the outside, the name i
engraved in the center and the address in the lower right-hand
corner. The invitation is written on the inside, facing you.

Outside of card:

Ml‘. & Mrs. Eclwarcl GOE Brown

221 North Place

Inside of card:

M, M']QL
Cobliiv.
S 7
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The handwritten “note” invitation: The white medium-sized,
folded on the side note paper is best for this. The wording is up to
you. The following is a suggestion:

October 20, 1958
Dear Mrs. Dorn:

We are having a small group in for cocktails
on Wednesday, November 7th, from 5 to 7 o’clock,
and would like so much to have you and Mr. Dorn
join us.

Hoping that you can make it,

Sincerely,
Martha Brown
(Mrs. Edward Brown)

note: The address should be written in the upper right-hand
corner above the date if it is not engraved on the stationery.

ENTERTAINING — ACKNOWLEDGMENTS

‘What cards or stationery are used when replying to these invita-
tions?

The rules regarding this are as flexible as those relative to the
invitations themselves. Any of the following may be used: a call-
ing card (advised against for reasons given on page 214); the large

single card, the folded (or fold-over) card, or note paper.
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What wording is used?

No rules govern this either. Just be gracious and polite. The

following examples give a general idea. Hand write on the large
single card:

We are looking forward so much to seeing you

on Nov. 7th. Thank you for thinking of us.

or

o2 g A

N\r. aml Mrs Rol)crt B]acL Dow

L 4132 Terrace Road

The regret might read:

Terribly sorry but we will be unable to come
on Wednesday, November 7th, because of a pre-

vious engagement. You were so very kind to think
of us,

On the folded card: The same wording may be used and the
message would be placed on the inside of the card.

~otE: In cither case the envelope can be addressed to the
bostess only or to both her and her husband.
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ENTERTAINING — ACKNOWLEDGMENTS
By handwritten note:

2722 Main Street
October 23, 1958

Dear Mrs. Brown:
My husband and I will be delighted to join you
on Wednesday, November 7th, between the hours

of 5 and 7 o’clock.
Looking forward to seeing you,
Sincerely,
Mary Dorn

(Mrs. John Dorn)

NotE: If regretting, don’t forget to give a reason why. The en-
velope would be addressed to the hostess only.

ENTERTAINING — REMINDERS

When is it necessary to send a reminder?

If an invitation is issued say two or three weeks in advance
for aJuncheon or dinner, it is wise to do so. This is particularly true
if the invitation has been a telephoned one. People do forget, you
know. For other functions, such as receptions, reminders are not
necessary.

What form does a reminder take?

The very formal invitation should be followed up by a small,
engraved “in blank” card, measuring approximately 3 x 3 inches.
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To remind:
Mr. and Mrs. Philip John Proper
are expecting the pl ¢ of your company

M,MW
" ot .17& oclock

For the informal:

The large single card, with address at top right, or the fold-over
card may be used. Simply handwrite:

To remind:
Luncheon, January 15th

1 0'clock

ENTERTAINING — POSTPONING A PARTY DATE

The formal:

Much the same procedure is followed as in the case of a can*
cellation. The printed wording would be;



ENTERTAINING — POSTPONING A PARTY DATE

Mr. and Mrs. Philip John Proper
regret that it is necessary to
postpone their invitation to

dinner on Monday, November tenth
to Friday, December fifth
at eight o'clock
The Ritz Hotel
Rswvp.

As in the case of the cancellation, should the time be very short,
a telegram may be sent or a telephone call may be made.

The acknowledgment of such a change-of-date invitation is made
in exactly the same way as it was done the first time. (See page 208.)

The semi-formal and informal:

Do exactly as you would when recalling such an invitation. (See
page 222.)

ENTERTAINING — RECALLING AN INVITATION

The formal:

1f illness, or death, or some other reason, causes the cancellation
of a formal party, a printed card (there is not time to have it en-
graved) should immediately be sent to all those invited. The
wording could be something like the following;
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Mr. and Mrs. Philip John Proper
becausc of the sudden illness of their daughter
are obliged to recall their invitation

for Monday, November tenth

If the time is very short, a telegram may be sent or the message
may be telephoned.

The semi-formal or informal:

If the group invited is small in number, it may be done by
telephone. If fairly large, a short handwritten note on white note
paper is preferred, although the use of the large single card or
the folded card is not frowned upon in these cases.

ENTERTAINING — HOSTS

‘What is the first obligation of a host?

No entertainment, large or small, is ever successful unless the
hosts are completely relaxed and at ease, The host who tries to0
hard, and thereby becomes tense and jittery, is doomed to failure-
Also, to be successful, the host must want to give the party in the
first place. It is bound to be obvious to all those present if you plan
your party with a “hate to entertain but have to pay back those

obligations” approach. Attitudes, like measles, are catching, and
your guests will react according to the mood that you set for ther-
It is entirely up to you,

What is the first step to take when planning to entertain your
friends?
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Choose what type of entertainment it is to be. Base this on the
family budget. Never attempt to “keep up with the Joneses” by
entertaining beyond your means or in a way with which you are not
familiar. Trying to give a formal dinner when you have neither
the know-how nor the necessary equipment can only end in
disaster.

What's next on the agenda?

The guest list. Whether it is to be two couples for dinner, or
cocktails for a hundred, every effort should be made to make the
group congenial, Perhaps some of those to whom you are obligated
are not particularly appealing. Mix them with amusing, interesting
friends, and their failings will be absorbed in the general gathering.
Avoid playing Cupid by asking a divorced couple with a secret
hope of patching things up. No feudists either, or political antag-
onists. Even if your parties are on the small side, add a new face
or two once in a while. New ideas always help keep the conver-
sational ball rolling. Never invite more people than you can com-
fortably fit into the space where the party is to be held. It is no
compliment to your guests to pack them together like sardines.
If your obligations have piled up, and they have a way of doing
just that, make it two parties, say a week apart. As soon as you have
decided on the type of party, get your invitations out as soon as
possible, at least two weeks before the affair is to take place. Allow
an even longer period of time if it is during a holiday season.
‘What is the next step?

Plan ahead. Make a list of everything that will be needed.
Flowers, cigarettes, nuts, and candies, and the food should be care-
fully thought out, entirely dependent, of course, on the type of
entertaining you have in mind. succestion: When planning your
refreshments, don’t attempt to serve something fancy. If at a club
or hotel, go ahead, let your pocketbook be your guide. But if
doing it yourself, stick to the tried-and-true recipes with which
you are familiar. People enjoy simple food much more than badly
prepared “gourmet delights.”
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Is it wise to ask close friends to help you? .
Yes. Very definitely. If in the home, in these days when maids
are few and far between, they are very valuable assistants in mak-
ing a party a success, Ask two or three friends (the number de-
pending upon the size of the party) to help make sure that no gu.eSt
isleft forlornly alone and not introduced to others; that they rece.lve
refreshments; that unsightly used glasses, dishes, and overflowing
ash trays are removed, If the party is being given in a public place,
these same helpful friends take over after the incoming guests
have passed through the receiving line.

1f a celebrity is among your guests, what should be your BPP""“C}’.?
If asked as a guest, treat him as such and nothing else. P I
inexcusable, for example, to plead with a famous singer for J“s:
one little song” If you had expected him “to sing for his supper,
and wanted him only for the purpose of entertaining the guests,
you should have said so in the first place. Furthermore, you shOll‘]d
expect to pay him his regular fee. Even if the performer is quite
well known to you, handle it this way.
How do you

greet your guests if there is no servant to open the
front door?

Do it yourself, if possible. If the group is fairly large, ask one of
the aforementioned friends to open the door for you. Make suré
that you stay as near the door as you can, however, until all have
arrived. Causing a guest to hunt for you is extremely rude. One way
to get around this, even if the party is very informal, is to take 8
stand in one spot, say the entrance to the living room, greet each
new arrival, and pass him on to your husband or a helping friend:

who in turn will make sure that he is introduced to others and
plied with refreshments,

In a public place such as a ho

tel or a club is a receiving line
necessary?

Y.es. Even if the entertainment being offered is very informal.
While the words “receiving kine” sound formal, their actual mean-
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ing isn’t. It is “those who receive,” even if it be only the hostess.
She should always stand near the doorway of the room in which
the party is being held. Her husband may or may not stand beside
her. If he wishes, he may mingle with the guests, If the function is
given in honor of a particular person or persons, they should be
in the line. ExampLE: The hostess, Mrs. Guest of Honor, Mr. Guest
of Honor, the host.

Is there any rule governing how many should stand in a receiving
line?

No. But care should be taken not to have too many do so. Six
at the most is suggested. If more people are to be honored, let them
take turns rather than overdo it. This does not apply to the wed-
ding-reception receiving line, for in that case the parents and
members of the wedding party (with the exception of the best
man and ushers) are expected to stand in the line.

How long should those receiving stand in Line?

That depends. If, for example, it is a reception from six to eight,
and people will be coming in all during that time, someone should
be standing to greet them. Take turns stepping out of line and
mingling with the guests, and then join the line again. For a dinner,
or when a small group is expected, those in the line should stay
there until all the guests have been received.

Is there any special thing to remember when bidding your guests
good-by?

This also depends upon circumstances. If the group is small,
the hosts escort them to the door, the guests having come first to
you to say good-by. If there are several guests, divide it up—while
the hostess is bidding one couple good-by, the host may be es-
corting another to the door. If entertaining in a public place, when
people start to leave, it is the thoughtful hosts who make it a point
to stand near the exit so that their guests will not have to hunt
for them to express their thanks. A receiving line in reverse.

How do you avoid being a harried hostess?
2285



MODERN MANNERS: ETIQUETTE FOR ALL OCCASIONS

No matter what goes wrong, keep your head. If the roast is
burned to a erisp, open a can of something. Never greet your guests
with a tale of woe. It's not their fault and your party is as ruined
as the roast before it even gets going.

To excuse is to accuse. Therefore, no apologies for the food, the
service, or anything else.

Supply several brands of cigarettes for your guests to choose
from,

Provide large and obvious ash trays. Your guests will be happier
and the fumniture safer if you do. (When offering cigarettes, always
pass them to the women first, and then the men.) If definitely
allergic to smoking of any kind in your home, make it obvious that
youdo not approve by having no cigarettes or ash trays in evidence.
Those of your guests who do smoke should take the hint.

Drink alcoholie beverages sparingly, if at all, at your own party.

By the way, never greet a guest with a drink in one hand and
a cigarette in the other. You couldn’t be ruder.

If liquid refreshments are being served, always include fruit
juices and soft drinks, Not everyone prefers the alcoholic kind. If
a guest refuses to imbibe, never urge him to do so. This is not only
an infringement on his rights, it will probably embarrass him.

Do not allow your guests to settle down in large, ghastly, con-
versation-killing circles. Break a large group into small groups.
Also don’t permit men to huddle together around the bar while

the ladies bunch themselves together in a comner. Tactfully mix
your groups. Move from one to the other every now and then to
make sure the conversational ball is rolling smoothly,

Don't urge your guests who want to go home early to stay ozt
and on. ¥f the shoe is on the other foot, don’t indicate by your
manner that you wish they would g0 home, either.

Ho“,r do you handle the guest who imbibes too freely?

It's up to you to get him out as unabtrusively as possible, rather
tbfm have your other Buests annoyed. The host should take care of
this, but i he is tieg up be should ask one of his friends to do 50-

.



ENTERTAINING — HOSTS

The smart aleck, who insists on telling off-color stories in mixed
company?

Quietly take him aside and ask him to desist. If he doesn’t, tell
him to leave,

The person who picks an argument at the drop of 2 hat, or, if there
is no hat, picks an argument anyway?

Tactreally has to be used here. Step in and change the conversa-
tion. It may be tough going, and usually is, but change it.

The clumsy guest, or one who is just unfortunate?

Be nonchalant. If Great-Aunt Minnie’s antique bowl is smashed,
don't ery. Calm your guest by making it seem of small consequence,
even if it is anything but. If a chicken leg skids off someone’s plate
and onto your best lace tablecloth, help with a hasty mopping up,
a few quiet words of assurance to the unfortunate guest, and
another chicken leg. It's the least you can do, and really the most.

The stay laters?

Getting them to go home simply cannot be done tactfully. Blunt
frankness is the only recourse. Say something like, “I'm sorry, but
my husband has a very early appointment tomorrow morning (or
we have a dinner engagement), so I'm afraid we will have to say
good night.”

Under the heading of “stay laters” might also come those who
weren’t invited in the first place, but “just dropped in to say hello”
around about five-thirty in the afternoon, and at seven are still
placidly sitting on, completely ignoring the fact that you might
want to get dinner started or perhaps have plans for the evening.
This is an inexcusable habit. You can break down and invite them
to dinner, but you are foolish if you do. Come right out and say
you are sorry, but you must be excused, as you have other plans. If
their feelings are ruffled, so be it. They deserve to be.

Those who get to the open door and chat on and on, letting the
cold, or the bugs, in?
227



. SIONS
MODERN MANNERS: ETIQUETTE FOR ALL OCCA!

in and |
You need diplomacy here. Suggest that they come back in
sit down. This usually does jt.

What are your obl;

gations to an overnight (or longer) guest in
your home?

i time of
When extending the invitation be definite as to the date,

im to stay.
arival, and tactfully tell him just how long you expect him
Misunderstandiny

an
gs may develop if you aren’t careful. 'I::ﬁl;—
who came to dinner and stayed a year may be an exagg
but no joke. It could happen to you.

tP
Should usual family habits be changed to please the glt(’lefsit o
No-period. If friends stay under your roof, they shou

R don't
selves into your way of life. Naturally, make it pleasant, but
upset the whole family,

?
If no maid, should you accept offers of help from the guest
Within re,

: elf,
ithin asom, yes, Granted it may be easiex: to do ltli};g:';ere
don't give a blunt refusal, Soften it by letting him do a
and there,

Do you plan entertainment for every second of the visit?

N mof.
No. Never regiment a guest every second he is under your
He needs some tim,

be
©open when he may make his own plans. May
he would just like ¢o be alone. We all do sometimes,
. arture
What do you do when the time set for the guest’s dep:
arrives?
: nt
Let him go, Dont urge him to stay, Express your enjoyme
of his visit, and hope he will come again,
What if the host is a bachelor? few.
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ENTERTAINING — HOSTS

Greet each and every one. After all are there, mingle with them.
In order to do this, if no servant is on hand, designate a bachelor
friend (more than one if needed) to pitch in and act as bartender,

empty ash trays, and clear away used glasses, and generally make
himself useful.

Is it necessary to ask someone to act as hostess?

No. If, however, you wish to have one, ask the wife of a married
friend. (He will, of course, be among the guests.) Never invite
an unattached woman to act in this capacity, unless you are
formally engaged. Even then, it is better not to do so.

What is one important thing to remember if entertaining at a
dinner at home or in a night club or hotel?

If asking an unmarried woman, she should be told to bring an
escort. If not, provide her with one, to escort her to the party and
also take her home. Remember a woman may be asked alone for
a cocktail party, but you should never expect her to come and go
on her own during the evening hours.

What must an unattached woman do when entertaining at home?

She follows the same rules as any other hostess. With one excep-
tion. If it is a seated dinner, the absence of a host may prove dif-
ficult, If you ask an unattached man to £l in in this capacity (un-
less you are formally engaged), your friends’ tongues undoubtedly
will wag, predicting a romantic attachment. Avoid this by not
designating any one man to play this role. The easiest thing to do
is to act as host and hostess combined.

Is it all right for her to ask the assistance of a man guest to help
out with mixing drinks, or helping to put away hats and coats?

Yes, if this is handled tactfully. He is not in the position of the
host, but is merely a helping hand.

If she is a hostess to 2 mixed group in a restaurant or night club,
what then?

This takes some doing. To avoid embarrassment on the part of
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the men present (with resultant argument about who foots the
bill), make every effort to see that all financial arrangement:s are
made before the party. If the menu is completely ordered prior to
the dinner, then payment, including tips to the waiters, should b.e
taken care of before the event. If the guests are each to place ?115
own order, and the total expense of the party is unknown, give
the headwaiter the approximate amount you think it will cost, ask-
ing him to take care of all details, and see that no check is presen.ted
to you at the end of the evening. A settlement with the headwmt?r
can be made next day. (By the way, while happy to give you this

service, he should be tipped for his trouble, never less than $5.00
for a party of ten.)

If cir t make it impossible to make these preparations
beforehand, how does a single woman handle it?

Ask one of the men with whom you are fairly well acquainted
to take care of it for you. Tum over to him the amount you think
it is going to cost. This, of course, is done in private. As the party

draws to a close, he can quietly excuse himself, go to the head-
waiter, and unobtrusively settle things up.

How could one avoid all this financial planning?

If you entertain frequently, a credit card at your favorite hotel
or restaurant is a great help. Sign the check, adding a tip to the
waiter thereon, and that’s all there is to it. In this way all chance
of making your men guests uncomfortable is avoided.

How do you greet your guests when entertaining in public?
‘When extending your invitation, set a definite meeting place.
Be sure to be there yourself a few minutes ahead of time just in
case a guest is an early comer. When the guests all arrive, and
have been greeted, notify the headwaiter, and he will lead them
to your table. Your guests go first, and you come in last with your
escort, who, in this case, is definitely not your host, but is merely
escorting you.
How rlo you indicate where each person is to sit?
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If there are only a few, you indicate where each guest should
go. If the group is fairly large, to avoid confusion and delay, it
facilitates things to use place cards.

ENTERTAINING — GUESTS

What is the first duty of a guest?

Acknowledge your invitation immediately, if a reply is asked for.
Not to do so is to show extreme rudeness to the person who is
offering to extend hospitality to you.

What should you say to the hostess when you arrive?
“How do you do? It’s so very nice to be here,” or words to that
effect. Make your own speech. Just be nice and friendly.

If it is a fairly large group, and the hostess is nowhere in sight
when you arrive, what do you do?

The only thing you can. Go look for her. Your hostess is at fault
in this case, not you.

If there is a receiving line, and a woman is escorted by a man,
who goes through the line first?
Always the woman.

What do you do when going through the line?

Shake hands with the first in line, saying “How do you do? I am
Mrs. Green.” Don’t mention your given name. Of course, if you
are well known to the hostess heading the line, mentioning your
name is obviously superfluous. After your greeting to her, she will
introduce you to the next in line. Should that person not catch your
name, repeat the same thing that you said to the hostess in the
first place, repeating your name, of course. By all means, leave
chitchat until later. Don’t hold up those following you. Keep
moving,
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Should you always express your appreciation before departing?

Of course. Never take it for granted that your hostess knows
you had a good time. Maybe she does, but she likes to be told
about it. Only if she is still in the receiving line when you take your
departure is it considered anything but unpardonably rude no:
to say your “thank you.” Always make every effort to find the hos
also. After all, he is giving the party, too.

How should you time your leave-taking? ]

This depends. However, if it is a luncheon, an hour and a hal
to two hours’ total time is plenty. If it is a cocktail party, say from
five to seven, regardless of the time you arrive, leave at s.even.
Your host may have other plans for the evening. If it is a dinner,
ten o'clock, certainly not later than eleven. Remember, you were
invited only for the evening, not to spend the night.

What if the party is given in your honor?
You have a special responsibility here, Arrive ahead of time, and
remember no one else is supposed to make the move to go home

before you do. So think of your fellow guests and don't make it
end up inan endurance contest,

If you are not the guest of honor, and are forced to leave early,
before she has done so, what do you do then?

Take your hostess aside and explain, She will, of course, under-
stand, and should go with you when you say good-by to the guest
of honor, which by all means you must do.

‘When is it possible to leave a

party and not say farewell to every-
one there?

Obviously it would be impossible to bid all the other guests
good-by when attending any large gathering, such as a reception of
a big cocktail party. Only when a group is fairly small should you
attempt to express your pleasure at having seen every one of them.
Anything special to remember when leaving?

Most decidedly yes. Follow Shakespeare’s admonition: “Stand
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not upon the order of your going, but go at oncel” Those who drag
out their departure provide an anticlimax to any party, large or
small. They bore people, too. Once you are on your feet, keep
moving—out the front door.

Is a verbal expression of appreciation when leaving o porty oll
that is necessary?

It depends. For teas, cocktail parties, receptions and informal
evening get-togethers, yes. For a meal, even if very informal, a
telephone call to the hostess next day or a short handwritten note
is never out of place, and is always appreciated. If the party was
given in your honor, 2 note should definitely be written and, if
possible, flowers sent the day after the event takes place.

What must guests never do?

Don't straggle in late, offering lame excuses that indicate you
didn’t try to be on time in the first place. Particularly when in-
vited to a meal, arriving late is unpardonable, unless you have a
valid excuse.

Don’t act like a hermit crab and refuse to help make the party
a success. If you do, you should have stayed at home. If you go
to a party, join in. You at least owe your hosts that consideration.
Don’t overdo it. You don't have to be the life of the party, either.

Voot think it smart to tell that very off-color story in mived
company. If you want to attract attention, you undoubtedly will,
but not the kind you want.

If you are a man, don’t huddle in a corner, or at the bar with a
group of the boys, and discuss golf, or tell stories to the exclusion
of everyone else.

If you are a woman, don’t gather with a group of the girls and
discuss household affairs, your baby’s cute sayings, your fight with
the butcher. There is a time and place for everything. This is
neither. You owe it to your hostess to mingle with other guests and
keep the conversation going.

Avoid discussing controversial subjects, such as religion and
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politics. The ideal guest is one who talks of interesting .and timely
subjects. He doesn’t foment civil strife, thereby bringing embar-
rassment upon the hostess.

Always determine what is moderate for you when it comes to
the consumption of aleohol. To overindulge in the home of a friend
is inexcusable. .

Make sure you don't leave a cigarette burning where it might
do some real harm. If the hostess has been so thoughtless as not to

have provided sufficient ash trays, you still haven’t a valid excuse.
Better not smoke rather than use a plate from which you bave
been eating or a coffee cup as a dumping ground. Because your
hostess has been thoughtless is no reason why you should be.

Never take Mrs. Visitor, who has just arrived in town, to a part?’
to which you have been invited, without asking your hostess’s
permission. This is really unpardonable. It should never be done,
no matter what kind of party. If you take an extra guest with you
when invited for a meal, it is an inexcusable affront to your hostess,
as her seating arrangements may all be set and ready and you
place her in a position where she can do nothing but accept your
rudeness as graciously as possible. If a cocktail party or buffet, you

may conceivably ask your hostess if you can bring someone with-
out overstepping the bounds. But do consider the hostess and ask
this favor of her as seldom as possible,

Reversing this procedure, never tag along with someone who
has been invited to a party, when you haven’t. If you do, you are
in the category of a “gate crasher.” This is another inexcusable
social blunder.

Don't make an unwanted guest of yourself by dropping in
at odd hours at the home of a friend with no advance warning.

You shouldn’t, unless paying a formal call. Be fair—telephone first
and see if it is convenient.

If a guest in someone’s home, whether at a party or just visiting

do you hep up and replenish your drink without a by-your-leave
from the host?
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Let’s hope you don’t. Unless specifically told to do so by your
host, it is extremely rude to barge into the kitchen, or wherever,
and help yourself. If he is occupied for a few moments with other
guests when you decide you would like a refill, control yourself
and wait until he is free. Then, if he doesn’t notice your empty
glass, ask politely for what you want. This applies whether you are
a close friend or a mere acquaintance.

How are the invitation and reply handled for a weekend visit?

The hostess should be specific about the date, the time of your
arrival, and, tactfully, how long she expects you to stay. When
replying, either verbally or by note, be sure to verify these three
important questions so there will be no misunderstanding, It is
confusing and embarrassing to everyone when you arrive in the
wrong week.

Should you take a gift to your hostess?

If a frequent guest, a gift each time is not necessary, but an
occasional one is a nice gesture. If a first-time visitor, an inexpensive
gift, a book or flowers, should arrive with you. If there are children
in the family, a toy for them is sometimes better than a gift to
the hostess, but think about it, and be careful not to take a toy
that might prove dangerous to the child.

What is expected of you in your role of guest?

If there is no servant, keep your room tidied. Don’t leave the
bathroom looking as if a cyclone had struck it. Don’t strew your
belongings all over the house. Make every effort to act in accord-
ance with the way in which the family live their daily lives. Offer
your assistance to your hostess in preparing meals if no servant
is present. If your offer is accepted, really help. If the offer is
rejected, don't argue. You've done your part.

Xf it is necessary to make a Iong-distance call, how do you handle
paying for it?

Tell the operator to call back the charges as soon as the call is
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completed and pay your hostess then. Remember, if you don’t pay
this debt, you are sponging on your hosts.

Is it all right to make outside plans without consulting your
hostess?
No. While a good hostess will not tie you down to the last second

with her own planning, it is only fair to discuss any of your own
wishes with her before making them definite.

Do you tip servants, if any, when you depart?
Yes. Never less than a dollar for a weekend visit.

If urged to stay longer than was originally planned, should you?
No. Leave while you are ahead.

Should a thank-you note be written, even though you have ex-
pressed your appreciation verbally?

By all means, yes. Immediately upon your return home. Don't
put it off.

ENTERTAINING — BRUNCHES AND “COFFEES”

What is a brunch?

A. brunch is an informal meal served near the middle of the day,
taking the place of both breakfast and lunch. Saturdays and Sun-
days are the most popular times for a brunch, Sunday after church
being the most usual,

How is a brunch served?

] It can be served either seated, or at a buffet. If seated, the table
is set as for luncheon, except that coffee is served along with the
meal. If at a buffet, coffee is often offered first, or is available to

those who want it Sherry or cocktails and fruit juices may also
be offered to the guests on arriving,
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What food is served at a brunch?

Bacon or sausages and scrambled eggs; or a creamed dish, such
as chicken a la king or chipped beef with mushrooms. A cake or

pastries should be on hand for those who have breakfasted earlier
and do not care for the main dish.

How long do you stay at a brunch?
The departure time is not usually stated in the invitation; guests
come and go as their convenience (and appetites) requires. An

hour would be a reasonable length of time to stay, or less if
necessary.

How do you invite people to a brunch?
By telephone, or by written invitation. “Brunch at 12 on Sunday
the 10th” or “Come in after church next Sunday for brunch.”

How does a brunch differ from a “coffee™
A “coffee” is usually a get-together for women only, on a week-

day morning, It is often a neighborhood affair, perhaps to intro-
duce a newcomer to the group.

What is served at a “coffee”?

Sherry or fruit juices may be available for those who want them;
coffee is poured in the living room by the hostess or someone asked
to help her. Sweet rolls, brownies, and cookies are on plates on the
table with the coffee, or conveniently placed around the room,
with small plates nearby if needed.

How do you invite guests to a “coffee™?
Either by telephone or by written invitation.

How is the invitation worded?

It should be an informal note—either written out such as: “Dear
Mrs. Doe: Can you drop by for coffee Thursday morning at 10
(or 10:30)? I'm having a few neighbors in to meet Mrs. Smith,
who has recently moved into the red house on the hill,” or use the
folded informal card; at the top write, “To meet Mrs. Georgo
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Smith”; under your engraved name write, “Coffee, Thursday morn-
ing the tenth, at 10:30.”

How long does one stay?
Fifteen minutes to an hour.

Is there a receiving line?

No, the hostess greets the guest at the door and takes her to the
honor guest, if there is one. Or a maid or friend answers the door,
tells the guest where to put her coat, shows her into the living room,
where she greets her hostess and is introduced around.

‘What does one wear to a “coffee™

Sports clothes, without hat if you like; or, if going on to 2
luncheon or to shop, whatever is in order for that.

ENTERTAINING — LUNCHEONS

Do people entertain at luncheon nowadays?

There was a time when home luncheons with both men and
women guests were a popular way to entertain. Except for week-
ends, home luncheons these days are usually women-only affairs,
and even the occasional luncheon in which men are included on 2
Saturday or Sunday usually takes the form of a brunch or a buffet.
Modern-day revision of the company luncheon in line with calorie
counting and, often, limited help and equipment, calls for no more
than three courses, and two can be sufficient.

‘What is usually served for a guest luncheon, seated?

A typical menu might be hot bouillon, a cold salad with muffins
or cheese straws, a light dessert, and coffee. When salad is served
as a main course, whether it is of the mixed-greens variety or in
individual portions such as stuffed avocado or a mould, it is best
arranged on the plates before it is brought to the table so that it

238



ENTERTAINING — LUNCHEONS

will look more attractive. Dessert can be sherbet or pastry, or it

could be a selection of cheeses served with toasted crackers, and
coffee, of course.

‘What could be served for the two-course luncheon?
A creamed dish such as sea food or chicken on toast, dessert,
and coffee. Or a cheese soufflé or rarebit, dessert, and coffee.

How is the table set and how is the food served?

Usually mats are used; no candles, unless needed for illumina-
tion, but daylight is more cheerful for luncheon, even on a gloomy
day.

Bread-and-butter plates may be used, or hot rolls or muffins may
be buttered in the kitchen and passed to the guests who place them
on their luncheon plates. At luncheons the coffee is usually served
at the table with the dessert, and full-size cups are used. Other-
wise the service is the same as for semi-formal or informal dinners.
Formerly there were huncheon-sized knives, forks, and plates,
which were smaller than the dinner size. Nowadays most homes
have only the luncheon size and use them for all occasions.

Is wine served with the luncheon?

It can be. At a ladies’ luncheon the wineglasses could be filled
and in place when the guests are seated. Or, if champagne is served,
the waitress could pour it (from the right), or the hostess could
pour from her place at table, asking for the glasses to be handed
to her and passing back the filled glasses.

A SUGGESTION: If you wish, you may set your table in this same
manner, and serve the luncheon “buffet style.” The food may be
placed on a sideboard from which the guests help themselves
and then take their places at the table, which is, of course, com-

pletely set with the exception of the plates. They are placed by
the food on the sideboard.

At a home luncheon, do the women guests keep on their hats?
Usually, but they may remove them if they wish.
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What do you do with your gloves? )
Usually leave them in your coat pocket; or put them in your
handbag. And by the way, don’t put your handbag on the table.
When you are invited to a home luncheon do you stay all
afternoon? .
Not unless card playing or some special thing such as a meeting
or lecture is planned. You are at liberty to leave immediately after

the luncheon. Dor’t stay more than a half-hour, or at the most an
hour, after it is over.

ENTERTAINING — AFTERNOON TEA

How about afternoon tea?

The old custom of serving afternoon tea has faded somewhat
during recent years. However, as it is a delightful and inexpensive
way of entertaining, it is well to know the traditions that have come
down to us on how to serve during the “tea hour.” Very few changes

have occurred in the ritual, and that’s what it amounts to, of
serving tea.

What s traditionally necessary for the serving of tea?

Many years ago only a large silver tray and service were con-
sidered proper. Today, except for the large formal teas, it is not
considered bad taste to use a silver-plated chromium or tastefully
decorated tin tray, with a tea set of china. The kettle in this case
would be of non-breakable glass.

‘What does a “tea set” consist of?

A teapot, caddy containing the tea, strainer, waste bowl, cream
pitcher, and sugar bowl, and a small plate with thin slices of lemon.
The tea kettle of boiling water should be brought in at the last
minute, and it is preferable to have a spirit lamp under it, to keep
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it boiling. (Never bring this in with the lamp lit. A serious accident
can happen should it tip over. Light it after placing on the tray.)

What else is on the tea tray?

The abovementioned necessities are placed across the center of
the top of the tray. On the left small plates are piled with a folded
tiny tea napkin (like the filling in a sandwich) between each one.
On the right cups on saucers, not too many, usually six at the
most, because they should not be piled one upon the other. Side
by side is the way to do it. Beside them are the teaspoons.

What refreshments are served at a tea?

This is up to the hostess. Just cookies and maybe some small thin
bread-and-butter sandwiches are sufficient. For a large, more for-
mal tea, where a bigger group is present, several varieties of “tea
sandwiches,” small cakes, or pastries may be served. Don’t overdo
it with heavy food. Remember, this is the aftemoon.

‘What is the procedure when a small group is served at tea?

The hostess is seated behind a small table on which the tea serv-
ice is placed. She first blends a pot of tea. The guests should then
come to her one by one. The hostess asks, “How do you like your
tea?” If the answer is, for example, “Weak with lemon,” she blends
the tea to the guest’s liking, then hands her the cup and saucer,
teaspoon, and a plate and napkin. The guest then helps herself to
refreshments, returning to her chair. If men are present, they may
correctly assist in getting tea and refreshments for the ladies, but
usually each person procures his or her own.

Does the role of hostess differ when the group is a large one?
Yes. If many guests are present, the dining table is usually used.
Often the tea service will be placed at one end and coffee at the
other. If coffee is served, it is on a large silver tray, with the
coffee urn placed in the center. Sugar and cream are on the
left, and the cups and saucers and teaspoons to the right. The
person assisting follows the same procedure as when serving tea,
asking the guests their preferences.
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Flowers are on the center of the table and small piles of plates
and napkins are put in strategic places on both sides. In :Ft}:vi;l;
them are platters containing the refreshmen{s, from wt }chs °
guests help themselves. Usually guests do not sit down at this typ

tea. .

OfAs it is impossible when a large number have been invited fo;‘
the hostess to greet her arriving guests and serve tea l.lt the s:m:;r
time, she delegates friends to assist her in pouring either 'teihis
coffee. It is considered a compliment to be asked to z}ct in &
capacity. The hostess must be certain, however, not to impose.
several ladies have been invited to assist her, she should mak‘e sure
that they serve for only twenty or, at the most, thirty I'mnutes
during the afternoon. When asking someone to perform this dut:l}:;
give a set time that she is to do so. “Mrs. Green, will you pour

tea between four and four-thirty?” Mrs, Brown is then told to' TE-
lieve Mrs. Green at that time, This takes a little ahead-of-time
planning. After you have set this schedule, call or write a note to the
women in question, setting the time that you would like to have
them assist,

TIP TO HOSTESS: Even when serving only a few, make arrange-
ments with someone to help remove used plates, cups, and saucers.
Also to replenish the refreshments, if necessary. If a maid is present,

fine, if not, ask a close friend to pinch hit, For the large, formal tea
it is wise to have paid assistance, If not, for

some reason, several
friends should be asked to do the job,

ENTERTAINING — BUFFETS

How about buffet entertaining?

It is by far the most popular war
the hostess, in these ¢

the guests, This info

y of entertaining today. Easy on
ays of little help, and invariably enjoyed by
mmal way of extending hospitality can be done
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at any time of the day or night, inside or out: Brunches, luncheons,
cocktail buffets, even semi-formal receptions, dinners, and late
evening suppers, all come under this heading. You do not neces-
sarily have to have a large group to entertain in this manner, either.
Six or sixty or more, it makes no difference.

No rules govern the setting of the buffet table. It is that flexible.
Elaborate or plain, it’s up to you when planning the kind of party
you wish to give. The best china, glassware, silver, and linen may
be used, and fancy dishes served. Or the simplest repast can be
offered, placed on paper plates. It all depends on what you prefer
to do. Servants may assist the guests in helping themselves, or the
hosts can oversee the self-service.

How does one set and place the table for a buffet?
While there are no rules about setting a buffet table, bear two
things in mind:
1. Balance it.
2. Don’t overload it.
The table may be left in the center of the room, or pushed against
a wall (this has the advantage of allowing more space to move
about in). It may be covered by a cloth or it may have nothing
on it at all, or only a small runner under the centerpiece.
REMINDER: Mats do not fit in here.
A centerpiece of flowers or fruit placed in the center of the
table or against the wall makes it festive, no matter how informal.
The idea of a buffet is to have your guests start at one end of
the table (cafeteria style) and end up at the other, completely
equipped for their meal. For ExaMPLE: Place the forks in rows
(please avoid fancy arrangements) at the left end of the table. As
it is always advisable to serve food that need not be cut with a
knife, carve a turkey or ham, et cetera, in the kitchen, and place on
platters, so that knives will not be necessary. Beside the forks put
the napkins, one overlapping the other, then the plates, in stacks
(not too high—make two stacks if necessary). Now the food. If
the table has been placed against the wall, arrange the food along
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the full length of the table. If the table is centereq in the roon‘l, tttl::
food will be arranged on both sides of the centerpiece. Each pla
or bowl of food should have its own serving utensils, To keep from
overloading the table, condiments, relishes, et cetera, may be
placed on a small table or sideboard nearby. . tcher of
If just water or wine is served, it may be placed in a Pl.tc er Tt
decanter on the buffet table, with the glasses lined up beside it.
possible, however, it is better to use a small side table s.o a.s not
to overcrowd the main table. Another way to handle this, lf the
guests are to sit after flling their plates, is to have 2 maid, or
someone assisting, pass the water or wine after they are settled.
As guests can’t handle the main meal and dessert at the same
time, dessert should be brought in after the dinner plates and plat-
ters have been removed. This can be done in one of two ways. One,
place spoons where the forks were, with dessert plates beside them,
and put the dessert in the center of the table. This, of course,
means that the guests help themselves. The other way: The dessert

may be put on plates and handed around. Coffee may be self-
service, or be passed.

How does one handle liquid refreshments at a buffet entertain-
ment?

Be sure to make every effort to avoid a bottleneck between the
buffet table and the one from which the liquid refreshments are
being served. Get them as far apart as room will permit, so thf‘t
one group will not trip over the other. If the guests are few in
numbser, it is best to ask each his preference and then pass the
drinks. If a large group, a table or bar may be set up, and 2 bar-

tender or a friend designated to mix the drinks as requested by the
guests. REMINDER: Always serve soft drinks, too.

How soon should you serve food at a cocktail buffet party?
‘When giving a party at which food is to be served after cock-
tails, don’t hold up the food too long. Two or three hours of steady
drinking will spoil the guests’ enjoyment of the food, if indeed ‘i‘:
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long interval of waiting hasn’t spoiled the food itself. It may also
cause unpleasant episodes when those who can’t drink without
eating fairly soon thereafter act up. Never let a buffet, particularly,
be delayed longer than an hour, or at the very most an hour and a
half, after the first guest arrives. If all guests haven’t put in an
appearance, so be it. Get going.

How does one seat guests at a buffet?

It is almost impossible to make seating arrangements for a very
large group, so standing to eat is necessary. It is a kindness, how-
ever, if the room allows, to arrange places for your buffet guests
to sit while eating. Card tables are ideal for this, and for the very
small gathering little individual tables are handy. If card tables
are used, they should be covered with a cloth or mats. Don’t put
unnecessary things on them. A flower or a candle will do, If only
a few card tables are needed, the forks and napkins may be placed
on them, rather than on the buffet table itself. This saves space
on the main serving table.

ENTERTAINING — COCKTAIL PARTIES AND BUFFETS

Is the cocktail party a good way to entertain?

The cocktail party is by all means the most popular manner of
informal entertaining both large and small groups, at home, or at
a club or a hotel. It is gay, informal, allows guests to meet and
mingle, and is not rigid in the matter of arrival or departure time
during the hours stated. It’s also easy on the hosts.

How are the invitations handled for a cocktail party?

No rules govern this. It's more or less up to you. Any of the
following methods may be used to extend your invitation: by tele-
phone, handwritten note, or on informal cards. A reply may or
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may not be requested. Due to the convenience and ﬂexibxhty' (::
the times set for the usual cocktail party, you can bank on a hig
percentage of those invited to attend. If you do wish an answer,
however, the usual R.s.v.p. may be included. Another form beulxlg
used today is to place your telephone number with “Please ca
written above it. Yet another is to ask only those whtf are not
coming to reply. This is done by writing “Please reply.xf unab};
toaccept.” Flexible to say the least! Guard against one thx.ng—avm ’
overcute or silly cocktail invitations that may have pictures o

roosters or what have you placed thereon. (See page 215 for invita-
tion examples. )

What is the difference between a cocktail party and a recepﬁof'?

When a party of this kind is given in honor of someone, partic-
ularly in the case of a dignitary or official of high rank, it is called
a “reception,” and may feature more elaborate food and a longer

receiving line, although in all other ways it conforms to the cock-
tail-party pattern.

What are the hours for the cocktajl party?

It may be planned for 5to7 2., 5:30 to 7:30,5t0 8, or 6 t0’8i
The 6 to 8 p.. cocktail party usually calls for more substantia
food, since those going on to the theater or an evening engageme"'
would not have time for dinner beforehand, However, so Iong' as
the event is designated simply as a cocktail party, mere “nibbling

food” may be served just as appropriately at 6 to 8 parties as 5 t0
, if according to local custom,

What is necessary to the success of a cocktail party?

People enjoy a congenial crowd but not a crush; don’t ﬁg“{? on
additional room being created by guests “going and coming,” for
usually there’s a

period of time when they’ll all be there together,
regardless; so have plenty of standing, if not sitting, room. In fact,

except in the case of the small party, guests do not sit; it’s moreé
sociable if they move around, and greetings and introductions ar¢
easier. Have plenty of bars anq

d bar attendants, or waiters to P“s;
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the liquid refreshments. In ordering liquor, always overestimate
the amount that may be needed. In different sections of the country
special drinks are favored and these should, of course, be provided;
however, most parties serve only scotch, bourbon (or rye), and
martinis,

What if you do not care to drink liquor?

Many people do not, and for that reason the thoughtful hostess
will provide soft drinks—cola, ginger ale, tomato juice. The event
hinges on sociability purely and no one need apologize for not
drinking, or stay away from a party at which drinks are served.

How can you let people know when you're going to serve a sub-
stantial buffet at your cocktail party?

Your invitations would read, “Cocktail buffet.” Here it is more
necessary that the invitation bear an R.s.v.p. so you'll know how
many to plan for.

What is the difference in the food served at a cocktail party and
at a cocktail buffet?

At a cocktail party, small dishes of salted nuts, cheese tidbits,
and other appetizers are placed around the rooms; these are suffi-
cient in themselves, or may be supplemented by bowls of “dip”
surrounded by potato chips; caviar with toast; deviled eggs; stuffed
celery; trays of hot or cold hors d'oeuvres, all “finger” foods. At a
cocktail buffet, sliced ham or turkey or roast beef; a cold salmon
with mayonnaise; salad or an aspic; small hot sausages; any or all
of these plus the usual cocktail foods. Sometimes pastry and ice
cream and coffee are included. At a cocktail buffet small plates
with forks are provided.

At parties of this kind is it necessary to have a receiving line?
In a home the hostess stays near the door to greet guests as they

are arriving; if there is a guest or guests of honor, they stand with

her to be introduced. The host usually circulates, keeping an eye

on things. In a club or hotel the host and hostess and the honor

guests form a line near the door.
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Is music or any special entertai t y at a cocktail party
or cocktail buffet? .

No in both cases. Particularly the music. Background music—
such as a piano or recordings—may be used, but usually the musie
is not heard above the chatter after the party gets going—in fact it
is a distraction, Be sure if music is played that it is soft and Tow
50 conversation may be heard above it.

What do you do about guests who linger too long after the stated
departure time?

Close the bar; have the waiters start to gather up the dishes
and put away the unused food. If the party is in your home, you
may be stuck; if it's in a club or a hotel, you can say, “I'm afraid
‘they're closing up now, so I guess we'll have to go.”

2

ENTERTAINING — WINES

‘When should one serve wine at a party?

Through the years the serving of wine has become associated
with the pleasant things of life. The simplest meal assumes 2
glamorous air when wine is served. Also it usually accompanies
important accasions in our lives—a wedding, an anniversary, &
special dinner party.

‘What kind of wineglasses are needed?

Wineglasses of clear, uncolored glass, thin and of plain design,
are best since the wine color is decoration in itself, It’s preferable
to.have the wineglasses with stems so your hand won’t warm the
wine. If you're investing in only one kind of wineglass, buy the
four-ounce, tulip-shaped, stemmed claret glasses. Jf you want an
adequate supply, you'll need two more kinds of glasses: a tall
stemmed two-and-a-half-ounce glass similar to the claret glass
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but smaller, which can be used for both white wines and sherry;
and a champagpe glass with hollow stem for sparkling wines, If
you go this far you might as well add the V-shaped sherry glass,
and your supply is complete. But never more than three, in addition
to your water goblet, go on the table at one time.

How are the wineglasses placed on the table?

While rarely seen except at a formal banquet, the array is quite
impressive: First, the water tumbler above the knives, at the right
of the plate; next, the champagne glass; in front of these or in a
straight line from the water tumbler the claret glass or the tall-
stemmed glass for white wine; next to it, the V-shaped glass for
sherry.

‘What wines are served with which foods?

Sherry, at room temperature, is served from a decanter with the
soup; a white wine, such as chablis, chilled, is served with the fish;
claret, a red wine, at room temperature, is served with the meat;
or burgundy at room temperature with red meat as well as with
duck and game. Champagne, chilled, of course, can be served with
the fruit, cheese, and dessert.

Which wines are chosen when only one or two are to be served?
Sherry may be served with the first course, and champagne from

then on, If only one wine is served, it may be champagne, a dry

white wine, or claret, and it is served throughout the meal.

‘What are the “cocktail wines™?

Chilled dry sherry or dry champagne is often served instead of
cocktails, A chilled dry white wine, such as a moselle, is preferred
by some.

How is the serving of wine handled at dinner?

At the formal dinner wine is served by the waiters; if a guest does
not care for wine he may merely say, “No, thank you.” It is not
proper to turn the wineglass upside down. The wineglass should
never be poured more than two-thirds full. At the semi-formal
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dinner the opened bottle of wine is taken to the host by the wi:}lltiz
who pours a little of the wine into the host’s glass first, in case' eto
are any particles of cork; the host tastes and smells tht-E \'vmeb
see that it is sound; if so, he indicates to the waiter that it is to be
served. If the wine does not meet his pleasure, another bottle must
be produced, which, if the host is a connoisseur, makes it important
that extra bottles be on hand, iced, if necessary. »

At the informal dinner the host opens the bottle, which is in .a
cooler or on the table at his place, appraises the wine, then pmu'tsl'llt
himself, beginning with the lady on his right, asking that the
empty glasses be passed to him and passing them back filled.

ENTERTAINING — RECEPTIONS

‘When is a party called a reception?

Receptions, large or small, take many forms and serve many
purposes, yet they are all much alike in that they provide a means
for entertaining large groups of people who may drop in and out
of the gat}xering as their interest and convenience warrant. Receg‘
tions may be given at home, or at a club or a hotel. The hour i
variable, depending on the occasion and the customs of the com-

munity. It might be at any time between 4 and 11 p.s. Four to 6
5107, and 6 to 8 are the favored tim
Sometimes a “n

cocktail party—|

es in most places.

eception” differs only in its name from a regular
the term “reception” being used because it hi\.s a
more formal or dignified sound, especially if the party isa wedding

celebration or is being given in someone’s honor. In earlier days
receptions were ve:

1y formal and stiff affairs. The hostess g,eet.ed

the guests as they arrived (her husband usually mingled with

them). The guests circled the room exchanging polite remarks, per

haps were served a cup of punch, although refreshments of ”:Z
2
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kind were not necessarily present at these affairs. Then they made
their departure perhaps after only a brief few minutes’ stay.
Nowadays we have come to expect some sort of refreshment, and
its choice depends mainly on the reason for the event and the time
chosen.

What are the different kinds of receptions?

A tea at which a large number of guests are present really comes
under the heading of “reception.” Usually held between the hours
of 4 to 6 p.M., and most often attended by women only, the refresh-
ments ordinarily consist of tea and coffee served in the traditional
manner, small sandwiches, and cakes or pastry. (See Teas, 241.)
Receptions held during the “cocktail hours,” usually 5 to 7 or 6 to
8, may follow pretty much the same pattern as the so-called cock-
tail party, and of course alcoholic drinks and a punch are also
included. Often the reception held between the hours of 6 and 8
really becomes a “reception buffet” and is much the same as a
“cocktail buffet” (see page 248)—the only difference being it may
be on a more elaborate scale. The menu served may include, for
example, sliced turkey, ham, or roast beef, a hot dish or two, lobster
newburg, chicken 4 la king, and sometimes even desserts, Evening
receptions held after g (they usually start at 10) require formal
dress and offer light food, such as small cakes, pastry, coffee, and
champagne. Mixed drinks are also sometimes served. An after-the-
theater reception would call for a fairly substantial midnight
supper, with champagne or mixed drinks being served.

What about the receiving line?

This depends entirely upon the type of party. For example:
Mrs. Host may greet her guests alone or Mr. Host may stand with
her (she would be first). If entertaining in honor of a couple it
would be “Mrs. Host, Mr. Guest, Mrs. Guest, Mr. Host.” For
special occasions, such as weddings or debuts, consult the Index.

How long docs one stay at a reception?
The time specified on the invitation usually covers a two-hour
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period, although it may be one hour to three %murs. But most p;zg};
recognize that they are not expected to remain for the t'antu'e s 2
of time indicated—they may arrive and leave sometime betwe ;
the hours named. There is no particular rule as to the leng.th ﬁ?
time one may stay, but out of consideration for other guests, i ;
room is crowded, one usually stays no more than one. hour 'fm
may, of course, leave earlier than that. Just remember, if the time
set is 5 to 7, see to it you are not among those present at 81

Any particular points to be remembered when attending 8
reception? o the
Nothing special is required of guests other than g.reetlrfg 3
hostess and those in the receiving line as they arrive, being frien dY
and charming to ether guests, making introductions where neede ;
et cetera, not overindulging in food or drink, and being careful no
to stay overtime. If the hostess is free, not greeting arriving gueStS.
when you leave, you may thank her for inviting you to the party;
if she is still receiving newcomers, it is best, and not rude, to ]e.av.e
without interrupting her to say your good-bys. In this case, it is
not necessary to wait until after the guest of honor (if there is one)
has departed.
How does a tea dance differ from a reception?

The pattern is much the same with the exception that an orches-
tra and space for dancing are provided.

ENTERTAINING — TABLE SEATING

How can a hostess simplify getting her guests to their desig‘mmd
places at the formal dining table?

If a fairly large number have been invited, a lot of confusion can
be avoided by the use of small escort cards and envelopes. These
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are placed on a table near where the gentlemen remove their over-
coats. On the envelope is written the name of the man, and on the
card enclosed the name of the lady he is to escort in to dinner.
EXAMPLE:
On the envelope: Mr. Smith
On the card: Mrs, Philips

When is it wise to have a “table diagram™?

At the very formal dinner, where many guests are present, chaos
will be avoided if a neat diagram of the table is made on a large
piece of white cardboard, showing just where each person is to sit.
It should be placed on the table with the escort envelopes so that
each man may see where he and his partner are to be placed. This
does away with his being forced to hunt for their places upon
reaching the dining table. This procedure is particularly advised
if the guests are to be seated at more than one table,

How is it determined who escorts whom?

This is based on the way in which the table has been seated.
Each man should escort the lady who will sit on his right, with
one exception. The host always escorts Mrs. Guest of Honor, who
would be seated on his right. But the hostess is taken in by Mr.
Guest of Honor, and while he sits on her right, she is on his left at
the table. This forces the man on the left of the hostess to escort
the lady on the right of Mr. Guest of Honor. Slightly complicated
but easy, once you get the hang of it.

Who leads the way into the dining room?

‘The host offers his right arm to Mrs. Guest of Honor, the other
guests follow two by two, the hostess and Mr. Guest of Honor
bringing up the rear,

‘What is the first step when planning the seating of guests?

Make a rough diagram, drawing an oblong, square, or round
shape to simulate whatever kind of table is to be used. Check your
list of guests and if there is no one of official rank present, seat the
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table as you wish, always remembering to place those to whom
deference should be shown “above the salt.”

Where does the expression “above the salt” (or below) come from?

In olden times the salt was always placed in two holders, one a”!
each end of the table. Important guests were seated near or “above
the salt—the “commoner” between or “below” the salt. Hence th.e
expressions we use today, meaning those to whom special honor 15
to be given are placed at the ends of the table, while others step
down to show respect and are seated in the middle.

1f someone of official rank is present, what then?

Be sure that he is given the hanor to which his relative position
entitles him. To seat Mr. Low Rank above Mr. High Rank is ac-
tually insulting the latter and embarrassing the former. (See Fro-
tocol, page 317.)

‘What other rules should be followed?

Men and women should be seated alternately when dining
This custom has come down to us from the Middle Ages, when 2
man and his wife ate their food from the same wooden bowk
Today we have modified this tradition and believe that a man an
a wife should not be seated together if it can be avoided, but we
do alternate men and women at the table, It’s nice if you can seat
unattached men next to unattached women. An engaged couple
should be together. Remember, too, that while attempting to abide

by these rules every effort should also be made to seat together
those who are congenial.

‘Why is it advisable to make every effort to avoid having the guests
(including the hosts) reach a total divisible by four?

. B.ecause, try as you may, you will always end up with two me?
sitting together on one side of the table and two women on the
other. (If you doubt this, try it and seel) If you do end up, how
ever, with say twelve people, there is a way out. The hostess ¥
linquishes her place at the end of the table, moving one place to
the left. This puts the man on her right into her former Posiﬁo:
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and places him opposite the host. Now your troubles are over and
it will come out even.

The following diagram is an example of seating a table where
official rank is not present. Notice the crisscross from one end of
the table to the other. This facilitates separating husbands and
wives,

THE GUEST LIST

THE HOST THE HOSTESS
1. Mr. Honor Guest 1. Mrs. Guest of Honor
2. Mr. Reverend Minister 2. Mrs. Minister
3. Mr. Elderly 3. Mrs. Elderly
4 Mr. Middleage 4. Mrs. Middleage
5. Mr. Neighbor 5. Mrs. Neighbor
6. Mr. Younger 6. Mrs., Younger
{RIGHT) (LEFT)
- THE HOST
'd
1. Mrs. Honor Guest Mrs. Minister 2, 5
3. Mr, Elderly Mr. Middleage 4
g 5. Mrs. Neighbor TanLE Mrs. Younger 6. >
6. Mr. Younger Mr. Neighbor 5.
Q 4. Mrs. Middleage /? Mrs. Elderly 3
2. Mr. Minister —" | Mr, Honor Guest 1.
THE HOSTESS <
(LEFT) (ricHT)

~ote: The arrows indicate the lady each man escorted to the
table,
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This diagram shows how to seat a table when official rank 15
present. These officials are seated in accordance with the way in
which they rank one another. (See Protocol, page 317.)

THE GUEST LIST

THE HOST
The Secretary of State

. United States Senator
Mr. Reverend Minister
Mr, Elderly

. Mr. Middleage

. Mr. Neighbor

Mr. Younger

PN T

(wecmT)

1.
Associate Justice Supreme Court 2.

PN o H @

HOST

THE HOSTESS

Wife Secretary of State
Wife Associate Justice

. Wife United States Senator
. Mrs. Reverend Minister

. Mrs. Elderly

Mrs. Middleage

. Mrs. Neighbor

Mrs, Younger

(zzr1)

1, Wife Secretary of State‘

Wife Associate Justice 2.5

Mr. Reverend Minister 4.

3. United States Senator
(ys. Mrs, Elderly

7. Mr. Neighbor
CS. Mrs. Younger

Tasre

6.
8.

Mrs, Middleage

7

Mr. Younger

Mrs. Neighbor 7'3
- 6. Mr. Middleage Mr. Elderly 5
<,4. Mrs. Reverend Minister l» Wife U.S. Senator 3

2. Mr. Associate Justice —]

The Secretary of State 11

(1EFT)

Note: The arrows indicate the lad

table.

HOSTESs&”

(racHT)
y each man escorted to the
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ENTERTAINING —~ THE FORMAL DINNER

‘What is a formal dinner?

The formal dinner is one at which traditional customs are care-
fully observed. With the exception of the dinner or ceremony
where officials are involved and in the homes of those who stand
very high in the social stratum, this form of entertainment is fast
disappearing. The semi-formal dinner, at which it is not necessary
to follow all the old customs and at which less equipment and
fewer servants are required, has taken the place of the formal
function.

What are the points to be observed in planning the formal dinner?
The formal dinner calls for a white damask cloth (with pad
beneath) and large matching napkins. Lace or handkerchief linen
may be used on the bare table, but damask is preferred. A center-
plece of flowers or fruit (it must be low enough to see over) oc-
cupies the exact center of the table; at exactly the same distance on
either side are candelabra (some variance in decoration is per-
mitted, depending on the size of the table, but the above is typical).
Places must be set an equal distance apart—about two feet from
plate center to plate center—so as not to make the serving of food
difficult. To accomplish this, put the service plates ( which are a
must) in their positions around the table before any other equip-
ment. The flat silver should be placed one inch from the edge of
the table, exactly the same distance between each piece. Napkins
should be folded square and flat (fancy shapes are in bad taste)
- and placed in the middle of the service plates. Place cards are never
omnate—small stiff white board cards with gold edging are pre-
ferreq, They are placed on the folded napkin in the center of the
Square. A folded or tent-shaped card is sometimes used, placed on
the tablecloth at the top edge of the plate. There should be one
257



MODERN MANNERS: ETIQUETTE FOR ALL OCCASIONS

serving man or maid for every three guests. Invitations to a formal
dinner usually specify 8 o’clock; and guests are seated at 8:30.

‘What about the glassware?

The water goblet goes directly above the knives at the right of
the plate; there should be no more than three \vineglasses——these
can be grouped to the right and in front of the water goblet, or cn

be set in line to its right. The service of wine is outlined in this
chapter.

‘What is the purpose of the service plates? .

Principally as decoration; also to conform to the traditional 1de'ﬂ
that the place before the guest must never be left bare. Food 1
never placed on the service plate. At the strictly formal dinner it
is removed and replaced with another plate before the first cours;
is brought in. Throughout the dinner, when one plate is remove
it is always replaced with another (clean) plate.

‘What would the menu be at a formal dinner?

It might begin with soup, melon, or oysters; next, a fish coursé:

after this, a roast, with vegetables; salad as a separate coursé:
dessert; after-dinner coffee.

No bread and butter?

No butter—it never appears on the formal table. And no pread-
and-butter plates. Rolls are passed after the soup course, are taken

with the fingers, and placed on the tablecloth, to the upper left
of the plate.

No relishes?
Radishes, olives, small celery or carrot curls may be passed after

the soup is served; they are laid on the edge of the soup plate.
No pickles?

No; pickles are supposed to accompany cold meat only.
‘What about salt-and-pepper shakers?

Pepper pots and salt cellars (never shakers) are set bet\vee;
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every other plate toward the center of the table. They are taken
away after the salad course.

Is the hostess served first, so she may make sure the food is all
right, and show how it is to be served?

Definitely not. A hostess is never served first unless she is the
only woman present. She is served last,

Does the hostess hold up dinner for a guest who arrives late?

Not more than fifteen minutes; when the tardy guest arrives he
quickly greets the hostess, makes his apologies quietly, and slips
into his place at the table. He is then served with whatever course
is being eaten by the other guests.

What is worn to the formal dinner?

The invitation undoubtedly will signify “white tie” in the lower
left-hand corner. This indicates full evening clothes for the men
and evening gowns for the ladies, who should also wear Jong
gloves.

How do you time your conversations with the guests on either
side of you?

‘Watch the hostess; when she turns from the guest on her right to
talk with the one on her left, you do the same—not, of course, so
suddenly as to be rude. Fifteen minutes is about the length of
time to converse before changing.

How does the table break up?

When the hostess rises, so does everyone else. The hostess leads
the women to a sitting room or the drawing room for coffee and
liqueurs; the host takes the men to the library, or his den, or they
simply stay at the table for their cigars, coffee, and liqueurs. After
about twenty minutes they join the ladies.

Only one thing more: how do you get away?

As soon as the honor guests make the move to leave, you do
the same. This may take place fifteen minutes after the men have
ioined the ladies, or by eleven o'clock at the latest.
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ENTERTAINING — SEMI-FORMAL AND INFORMAL
DINNERS

What is the difference between the semi-formal dinner and the
informal dinner?

They are both seated dinners, with much similarity in prepara-
tion.

For the semi-formal dinner there must be a servant to do last;
minute preparation and serving, even if the hostess does most O
the cooking and sets her own table. It may consist of three or four
courses, but three will be safer. Dinner jackets are worn by the
men, dinner dresses by the women.

‘The informal dinner is served by the hostess without help er-
tirely, Here advance preparation saves the day, with, of courseé
a simpler menu than the semi-formal dinner—no more than three

. i 3
courses. Usually the men are asked to wear business suits, th
women afternoon dresses.

What are the similarities between the semi-formal dinner and the
informal dinner? :

If cocktails are served before either the semi-formal or the in”
formal dinner, hot hors d’oeuvres should not be attempted. Only
snacks. Cheese wafers, stuffed olives, and salted nuts are S“md,enf'
but even these are not a necessity. Some hostesses prefer to elimi-
nate these so-called “appetizers” entirely before a dinner—they Cu‘.b
the appetite and often delay the meal, also creating untidiness n
the living room, .

The first course, for either the semi-formal or the informal dif*
ner, should be one that can be placed on the table in advance?
fruit cocktail, sea food, antipasto, or a cold soup. 1

Either place mats or a tablecloth may be used for the semi-forma
as well as the informal dinnper.

Place cards are not used for the informal dinner, only for t:z
2
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semi-formal dinner where there are ten or more people. The host-
ess should have the seating arrangement firmly in mind so that
seating can be accomplished without confusion.

The woman guest of honor is seated on the host’s right, the male
guest of honor on the hostess’s right. If there is no guest of honor,
the persons new to the group are given the honor positions.

Then the semi-formal dinner and the informal dinner are the
same, with the single exception that the former requires one
servant? '

No, here is a description of the semi-formal dinner. The first
course, of the cold variety, is at each place when the guests go to
the table. If service plates are used, they are removed as the first
course is passed. When ready for the main course, warmed dinner
plates replace those taken away. Carving may be done in the
kitchen or at the table, or if there is not room on the dinner table,
on a sideboard or side table. It depends on the skill the carver
has and on the number of guests, but usually it works better for
the host to slip out to the kitchen just before dinner is announced
and do the carving, if the waitress cannot do it. (It works even
better to serve something that doesn’t need carving, of coursel)
If carving is done in the dining room, the host puts the first serving
on the warmed dinner plate that has been put at his place, hands
it to the waitress, who is at his left holding an extra dinner plate
which she puts before the carver. She puts the filled plate before
the lady on the host’s right, removing the empty plate that was
before that guest, and returns to the host’s left, to repeat the process
until everyone is served. Then she passes vegetables (serving from
the left)—it saves time, if possible, to use a divided container or
to arrange the vegetables attractively on a large platter. The wait-

ress holds the hot dish on a folded napkin as it is passed.

If bread-and-butter plates crowd the table, buttered rolls may
be passed, and they are placed on the side of the dinner plate, not
on the table.

When the menu includes a fresh green vegetable and a good
261
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selection of relishes, a salad may not be necessary. However, if
a salad is served, it should be a separate course before the dessert.
Before dessert, the table is crumbed; water glasses refilled; any
unused silver removed; salt and pepper, relish dishes, et cetera,
taken away. Dessert may be served in individual portions alrem%)’
on the plates, or plates with the necessary silver may be pltt(fed in
front of the guests and the dessert offered to each by the wzutressi
Usually finger bowls are omitted when one waitress does al
the serving, unless the number at table is small. While the dessert
is being eaten, the waitress brings in coffee, cups, and saucers; the
hostess pours, and the waitress takes coffee to each place and offers
cream and sugar (serving this time to the guest's right), Or ‘.v}}en
dessert is finished, the hostess may suggest that all go to the living
room for a demitasse. While she pours, the host offers liqueurs.

Exactly how does the hostess manage to do the whole thing her-
self at the “informal” dinner?

The semi-formal and informal dinner can start out just alike,
through cocktails and the first course. It is advisable to have the
first course already on the table when the guests are seated. Or the
hostess may prefer to serve the first course in the living room=
shrimp with a sharp cocktail sauce or lobster “bites” with mayon-
naise and lemon juice, passed during the last round of cocktails.

A serving table or tea cart conveniently within reach of her
chair will simplify matters for the hostess. If the first course has
been served at the table, the guests can pass their dishes to her
to place on the cart, from which she then removes the warm din-
ner plates. The attempted plan is for the hostess to make only tW0
trips to the kitchen: once to remove the used first-course plates
and bring back the main course and vegetables, once to remove

dishes and return with dessert and coffee.

The main course for the informal dinner should be one that i*
volves little last-minute preparation and can “hold” for hours—~
chicken curry, beef Stroganoff, fried chicken, chicken divan, 1035t

leg of lamb, boiled tongue are suggestions. Rice is easier to Pl"’Pa;E
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and keep hot than potatoes. One green vegetable is sufficient. If
relishes are served, they should be in two dishes, one for each side
of the table. Bread sticks may be passed or may already have been
placed on the bread-and-butter plates. Salads, if served at all, could
have been on the table from the start, or the salad bowl may be
passed to the guests after the main course is served.

At the informal dinner the meat dish is usually placed before
the host (or on a small table at his left if the dining table is
crowded). If the meat dish is to be served over rice, that, too,
should be placed in front of him. The warm plates are at his left.
‘When he fills the first one, he hands it to the woman on his right—
“This is for you, Mrs. Jones—will you pass it on down to Helen
(his wife) for vegetables?” When Helen has added the vegetables
she hands the plate back to the person on her left, staying, “Will
you pass this to Mrs. Jones, please?” The serving continues in turn
down the right side of the table, then starting with the person on
the host’s left, down the left side (don’t serve all the women first,
then the men), with the hostess served next to last, the host last.

When everyone is ready for dessert, the hostess clears the table
~she may pick up a plate in each hand, but does not stack the
plates until she places them on the tea cart, or carries them into
the kitchen. Dessert may be on individual plates ready to serve,

or the hostess may distribute small plates and teaspoons and bring
in a bowl of ice cream of various flavors which is passed from guest
to guest, Coffee may be served at the table, poured by the hostess,
and passed from guest to guest, or the tray previously set up may
be taken into the living room as the guests leave the table, where
the hostess might designate one of the women guests to pour while
she quickly clears off the dining table, especially if it is where it
may be seen from the living room.

NotE: In a less sanctioned variation of the “informal” meal the
plates for the main course are filled in the kitchen. While casier
on the hostess, this is an unpopular way of serving because it

smacks of restaurant service, but more importantly because it is
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embarrassing to leave food on the plate when it is more than ;:2:1
be eaten or of a kind that the guest cannot eat, or docs not care 10%

ENTERTAINING — FORMAL BALL versus SMALL DANCE

What is a formal ball? oate

This is strictly a “white-tie-and-long gloves” affair. Few privd .
homes have the space for such a party, and it is usually held ";
club or a hotel. The formal ball may be a debut, or in hon?r o a
person or a special occasion, but most often these dz.\)’S itis
money-raising affair for a charitable or civic organization.

At what time is the formal ball given?

Invitations to a formal ball may specify 10 p.., 10:30 PMo or
even 11 p.v. The departure time, while not stated, is usually 2 A3
(See Section on Invitations.)

What about the music?

_— it
1f the room is large and several hundred people are mvxteddf;
is unlikely that a formal ball would be given under nn)’"o s
circumstances), two orchestras are engaged to provide continuot
music.

Is there a receiving line?

4
The host and the hostess receive along with the honor guest 0
guests,

‘What about refreshments?

Liquor, champagne, punch, and soft drinks are available dutiog
the dancing, usually in another room. Small sandwiches may be
served along with the beverages. A buffet or seated supper m:})’ be
served at one o’clock, Tt is usually a buffet, and tables are pl‘O‘”de ’
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set with silver, to which the guests carry their plates. They make
up their own tables. There are no place cards.

How does a formal ball differ from a small dance?

In several ways; anything less than a formal ball is referred to
on the invitation as “A small dance,” even if 300 people are invited.
The “small dance” (scc Invitations) may start as early as g P,
and end by midnight; one orchestra will do; otherwise it is handled
in about the same way as the formal ball. Beverages are available
during the dancing; a buffet supper may or may not be, but usually
is, served at midnight.

Is there a difference in the clothes that should be wom to these
two functions?

Yes. The formal ball invariably means full-dress evening clothes
(white tie and tails) for the men and ball gowns (ankle or floor
length) for the ladies, always accompanied by long, above-elbow-
length gloves. The so-called “small dance” requires tuxedos (black
tie) and less elaborate evening gowns, which may be either ankle
length or ballerina. Gloves may or may not be worn, If they are,
the elbow length is correct,

ENTERTAINING — DEBUTS

How are debuts handled today?

The origin and meaning of “debut” is not only interesting, in a
way it hints of things to come. The word is from the French de-
buter, which means the first stroke in a game. Now while the ad-
mitted reason behind presenting a young girl to society is not to
“catch a man”—it is to announce that she is now grown up and
may join adult society—it invariably leads to the “game” of choos-
ing her life’s partner. (Aside to parents: In years past the young
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Tady never “came out” until she reached the age of eighteen. Now
some do so when they are sixteen and barely started in the first year
of college. Think twice before bringing your daughter out at this
early age. First, she is not ready for it, and second, when she
becomes eighteen or nineteen she is all too apt to be “on the shelf”
because of her post-deb status.)

Back in the gay nineties and for many years before the presenta-
tion of a young lady followed a very formal pattern. The most gen-
eral forms of entertaining were an afternoon tea or a reception:
Only the friends of the parents were invited to attend. The mother
officiated by greeting them and “introducing” her daughter. No
young friends of the girl herself were included. Later, a tea danc®,
small dance, or ball was given by the family for the younger group-
This procedure is still followed by many today. More often than
not, however, only one party is given and the guest list includes
more young people than oldsters; the parties themselves are much
less formal than heretofore; Dad, instead of merely being in the

background, now has become, in most cases, part of the proceed'
ings.

‘What types of entertaining are usually held when presentiﬂg 2
young girl to society?
Luncheons, teas, tea dances, receptions, both afternoon and

evening, dinners, dances, and balls. Any and all of these may be
held in the home, at a club, or a hotel.

Is it necessary to have a professional social secretary handle all
details? .

This all depends. If a large affair is planned, her services will be
invaluable. She can guide you on choosing a date that will not
conflict with others; help you compile the guest list, and, if neces”
sary, add to the young men to be invited from her own well-
screened list of eligible men that she can recommend (yes, it i
perfectly proper to invite young men whom you do not kno¥
under these conditions), and also handle all details for the ﬂcmﬁ"a
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party itself. If the debut is taking place in the home, her services
may not be necessary. They are really necessary, however, if your
daughter is participating in a “group” debut. This is where several
young girls are presented at the same time. The sensible thing to
do in this case, and the usual one, is to appoint one social secretary
to represent the whole group and oversee the entire proceedings.
Not to do so is bound to end in chaos.

What special custom differentiates a debutante party from other
kinds of parties?

The receiving line. Until about fifteen years ago only the mother
presented her daughter to those arriving. Dad mingled with the
guests. Today he is often “in the line,” too, and rightfully so. After
all, she is his daughter, alsol Either is correct, however. If only
mother and daughter, Mother is first—if both parents, Mother,
daughter, then Dad.

Do those invited send flowers?

Yes. It is a tribute for them to do so. They are addressed to the
young girl at the place where the party is being held. Either baskets
or cut flowers are preferred. Be thoughtful. If they are cut flowers,
have the florist place them in containers. Otherwise, there is usually
a last-minute hassle trying to find vases to put them in. REMINDER:
Remove all cards as soon as the flowers are received, and make a
careful list of those to be thanked.

Is it proper to send gifts rather than flowers?

Only recently has presenting a gift become more or less regular
practice. It is advised, however, that only relatives and close
friends follow this trend. Acquaintances should stick to the floral
tributes,

Are the young men on the “stag list” who may attend many parties
during the season expected to send flowers to each debutante?

Heavens, no. All that is expected of them is to help make the
party a success by making every effort to join it. Dance with all
the “wallflowers,” be polite to their elders, don’t overdo at the
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punch bowl, and never give the impression by their actions that
they are having a whale of a good time at someone else’s expense
for which they are giving nothing.

What is the proper attire for the debutante? For her mother? .
For an evening party (after six o'clock) a flmy white dress is
usually chosen (one of a soft pastel color is also sometimes worn)
by the debutante. It may be full skirted, of floor or ballerina length.
A strapless gown may be worn today, although in past years oné
without at least a suggestion of sleeves was severely frowned upon-
Make the decolletage modest by all means. For this party the
mother would wear an evening dress in a pastel shade, never black.
At a luncheon dressy daytime frocks are worn by mother and
debutante, with hats if the party is given in a club or 2 hotel. At
an afternoon (before six o’clock) affair, the debutante may wear
a flmy white dress, or one in a pastel shade (but not with bare
top) floor or ballerina length; the mother would wear a dressy
frock in a pastel shade of either length,
How should the guests dress?

In clothing suitable for the time of day—hats and gloves i
before 6 p.m. If the debut is an evening affair, the invitation will
state whether black ties or white, which in terms of women's
attire means dinner clothes or more formal evening dress.
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i Close
The Person Address on envelope  Salutation Complimentary
1,
The President The President The President: (very Respect ully, (forms
formal, official) official)
Mr. President: Faithfully yours, .
(formal) (informal, official)
My dear Mr. President:  Very respcc.tfu!l}_'. "
{informaly (private individus
His wife Mis. Doc? My dear Ms, Doc: Sincerely yours,
Addressed together The President
and Mrs. Doe
“The Vice-President The Vice-President Sir: (formal) Vety truly yours,
My dear Mt Vice- (formal)
President: (informal) Sincerely yours,
(informal)
His wife Ms. Doe My dear Mts, Doe: Sincerely yours,
Addressed together The Vice-President
and Mrs. Doe
The Chief Justice The Chicef Justice Sie: (formal) Very truly yours,
My dear M. Chief {forma!
Justice: (informal)  Sincerely yours,
(infurmzl)
His wife Mrs. Doe My dear Mrs. Doe: Sincerely yours,
Addressed together  "The Chief Justice
and Mrs. Doe

* No given name is used when addressing wives of high officials,



HOW TO ADDRESS—HIGH OFFICIALS IN THE UNITED STATES

On Invitation

Place Card Speaking to Introducing
The President The President Mr. President ot Sir 2Me. President, may 1
have the honor to
present Mrs. Jones
{Mr. Jones)
Mrs. Doe Mrs. Doe Mrs. Doe Mrs. Doe
The President
and Mts. Doe
The Vice-President The Vice-President Mr. Vice-President Mr. Vice-President
or Sir
Mts. Doe Mizs. Doe Mrs. Doe Mzs, Doe
The Vice-President
and Mrs. Doe
The Chief Justice ‘The Chief Justice Mr. Chief Justice M. Chief Justice
or Sir
Mrs. Doe Mrs, Doe Mis. Doe Mrs. Doe
The Chief Justice
and Mts. Doe

271

* This form is always followed when making introductions to high officials.
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i Close

The Person Address on envelope  Salutation Complimentary
. s,
Associate Justice of Mr. Justice Doe i;[r: gfonn;}) Jostcs Veg; ::211); you
ear Mr. Justice:
The Sepeeme ot )('informal) Sincerely youts,
(informal)
His Wfe ‘Mrs. Doe

My dear Mrs. Doc: Sincerely yours,
Addressed together M. Justice Doe

and Mrs. Doe
Former President ‘The Honorable Sir: (formal) Very '1'“1{’ yours:
John Edward Doe My dear Mr. Doe: (formal)
(informal) Sincerely yours,
(infomu\)

His wife (or widow) Mrs. John Edward Doe My dear Mrs. Doe: Sincerely yours,

Addressed together ‘The Honorable
John Edward Doe
and Mrs. Doe

“The Speaker of The  The Honorable

Sit (formal) Very truly yours
House of Representa-  John Edwatd Doe, My dear Mr. Speaker: (formal)
tives The Speaker of The  (informal) Sincerely yours:
House of Representa- (anformal)
tives
His wife Mrs. Doe My dear Mrs. Doe: Sincerely yours,
Addressed together The Honorable

The Speaker of The
House of Representa-
tives and Mrs, Doe




s

/

$

$

HOW TO ADDRESS—HIGH OFFICIALS IN THE UNITED STATES

On Invitation Place Card Speaking to Introducing
Mr. Justice Doe Mz, Justice Doe Mr, Justice or Sir Mr. Justice Doe
Mirts. Doe Mts. Doe Mrts, Doe Mrs. Doe
Mr. Justice Doe
and Mrs. Doe

Mrt. Doe Mr. Doe Mr, Doe or Sir Mr. Doe
Mts. Doe Mrs. Doe Mrs. Doe Mrs. Doe
Mr. and Mrs, Doe

The Speaker The Speaker Mr. Speaker or Sir Mr. Speaker
Mts. Doe Mrs. Doe Mrs. Doc Mrs. Doe

The Speaker

and Mts, Doe




NS
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. imentary Close
The Person Address on envelope  Salutation Complimentary
i Very truly yours,
i The Honorable Sit: (formal) .
’C(ﬂ::\:; Merdbet ]oh; Edward Doc, My.dur Mr. Secretary: s n(::::;l;ouﬂ'
The Secretary of State  (informal) (infoneae)
ly yours,
Cabinet Member The Honorable Madam: (formal) V:go:;“d); y
(woman) Jane Mary Doe, My dear Mzdfn; 1 Sirendy yours,
The Secretary of Labor  Secretary: (informal intorme)
His wifc

Mrss. (or Mr.) Doe My dear Mrs, (or Mr.) Sincerely youts
{or her husband) Doe:

rOLTS,
Under or Deputy The Honorable Sir: (formal) VC’{O:;“:{; b4
Secretary John Edward Doe, My dear Mr, Under ) ( 1y Jours,
The Under Secretary Secretary: Smc':frc Y 7;])
of State (informal) (inform:

. Si
His wife Mrs. John Edward Doe My dear Mrs, Doc:  Sincerely your
Addressed together The Honorable
The Under Secretary of
Statcand Mirs. Doe

Assistant Secreta

The Honorable
or Legal Adviser

John Edward Doe,
Assistant Secretary
of State

My dear Mr. Doc: Sincercly yours:

His wife Mrs. John Edward Doe My dear Mrs. Doe:  Sincerely yours

Addressed rogether The Honorable

John Edward Doe
and Mts, Doe

* All but two Cabinet members use the gitle

1 8
“Secretary™; exceptions: The Attorney Generd’
Avorney General; in speaking to, Mr. Attorney General.

nd T



" HOW TO ADDRESS—HIGH OFFICIALS IN THE UNITED STATES

On Invitation Place Card Speaking to Introducing

The Sccretary of State  The Sccretary of State M. Scerctary or Sic M, Secretary

The Secretary of Labor The Sccretary of Labor Madam Secretary Madam Secretary

Mrs. (or Mr)) Doe Mus. (of Mc.} Doe Mrs. (or Mr.) Doc Mirs. (or Mr.) Doe

/

‘Thc Under Secretary ~ The Under Secretary  Mr, Under Secretary  Mr. Under Secretary
of State of State or Sir

¢

!

;Mrs. Doe Mrs. Doe Mrs. Doe Mrs. Doe

The Under Sccretary
of State and Mrs, Doe

/
Mr. Doe Mr. Doe Mr. Doe Mr. Doe
4

Mts, Doc Mrs. Doe Mrs. Doc Mrs. Doc

‘,Mr. and Mrs. Doe

/
Postmaster General. Their full titles are used when addressing them. EXAMPLE: on cnvelope, The

¢
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‘The Person Address on envelope Salutation Complimentary Close
Senator The Honorable Sir: (formal) Very truly yours,
(man) John Edward Doe, My dear Senator Doe: (formal)
United States Senate (informal) Sincerely yours,
(informal)
Senator The Honorable Madam: (formal) Very truly youss.
(woman) Jane Mary Doc, My dear Senator Doe: (formal)
United States Senate (informal) Sincerely yours,
(informal)
His wife Mrs. (or Mr) My dear Mrs. {or Mz) Sincerely yours,
(ot her husband) John Edward Doe Doe:
Addressed together The Honorable
John Edward Doe
and Mrs. Doc
Representative The Honorable Sir: (formal) Very truly yours:
(man) John Edward Do, My dear Mr, Doe: (formal}
United States House {informal) Sincerely yours,
of Representatives (informal)
His wife Mrs. John Edward Doe My dear Mrs. Doe: Sincerely yours,
Addressed together The Honorable
John Edward Doc
and Mrs, Doe
Representative The Honorable Madam: (formal) Very truly youts
{woman} ]:n? Mary Doe, My dear Miss (Mrs.) (formal)
United States House Doe: (informal) Sincerely yours,
of Representatives (informal}

Woman Represcntative Mr. and Mis. John
with husband Edward Doc




HOW TO ADDRESS~—HIGH OFFICIALS IN THE UNITED STATES

On lnvitation Place Card Speaking 10 Introducing

Senator Doe Senator Doc Senator Doe Senator Doe from
or Sir Ohio

Senator Doe Senator Doe Senator Doc Senator Doe from

Mrs. (or Mr.) Doe

Senator and Mrs. Doe

Mrs, (or Mr) Doc

Mrs. (or Mr.) Doe

Ohio

Mrs. (or Mr.) Doe

Mr, Doc

Mes. Doe

Mz, and Mes, Doe

Miss (Mrs.}) Doe

Mr. and Mrs. Doe

Mr. Doe

Mrs. Doe

Miss Doe

Mr. Doe or Sir

Mirs. Doe

Miss Doe

Mr. Doe, Repre-
sentative from Ohio

Mits. Doc

Miss Doe, Repre-
sentative from Ohio




MODERN MANNERS: ETIQUETTE FOR ALL OCCASIONS

The Petson Address on envelope Salutation

Complimentary Close

Senatot The Honorzble Sic: (formal) Very truly yours,
{man) John Edward Doe, My dear Senator Doe: (formal)
United States Senate (informal) Sincerely yourss
(informal)
Senator The Honorable Madam: (formal) Very truly yours,
{woman) Jane Mary Dos, My dear Senator Doc: (formal)

United States Senate

(informal) Sincercly yours,
(informal)
His wife Mis. (or Mr) My dear Mrs. {or Mr.) Sincerely yours,
(or her hushand) John Edward Doc Doe:
Addressed together The Honorable
John Edward Doe
and Mes. Doe
Representative The Honorable Sir- (formal) Very truly yours,
{man) John Edward Doe, My dear Mr. Doe: (formal)
United States House (nformal} Sincerely yours.
of Representatives (informal)
His wife Mrs. John Edward Doe My dear Mis. Doc: Sincerely yours,
Addressed together The Honorable
John Edward Doc
and Mrs. Doc
Representative The Honorable Madam: (formal) Very trly yours:
(woman) Jane Mary Doe, My dear Miss (Mrs) _ (Formal)
United States House Doe: (informal) Sincerely yours,
of Representatives (infotmal}

Womsan Representative Mr. and Mrs. John
with husband Edward Doe




HOW TO ADDRESS—HIGH OFFICIALS IN THE UNITED STATES

On Invitation

Place Card Speaking to Introducing
Senator Doc Senator Doc Senator Doe Senator Do from
or Sir Ohio
Senator Doe Senator Doc Senator Doe Senator Doe from

Mrs, (or Mr) Doe

Senator and Mrs. Doc

Mis. (or Mr.) Doc

Mis. {or Mr.) Doe

Ohio

Mrs. (or Mr.) Doc

Mt. Doe

Mrs. Doe

Mr. and Mrs. Doe

Miss (Mrs.) Doe

Mr, and Mrs. Doe

Mr. Doe

Mrts, Doe

Miss Doe

Mr. Doe or Sir

Mrs. Doe

Miss Doe

Mr. Doe, Repre-
sentative from Ohio

Mrs. Doe

Miss Doe, Repre-
sentative from Ohio




MODERN MANNERS: ETIQUETTE FOR ALL OCCASIO!

“The Person Address on envelope  Salutation Complimentary Close
Assistant 10 The Honorable Sir: (formal) Very truly yours,
‘The President John Edwatd Doe, My dear Mr, Doe: (formal)
The Assistant to {informal) Sincerely yours,
The President (informal)
His wife

Mrs. John Edward Doe My dear Mrs. Doe:

Addressed together The Honorable
John Edward Doe

Sincerely yours,

and Mrs, Doc
Secretary to The Honorable Sir: (formal) Very truly yours,
The President John Edward Doe, My dear Mr. Doe: {formal)
Secretary to {informal) Sincerely yours,
The President (informal)
His wife

Mts. John Edward Doe My dear Mrs. Doe: Sincerely yours,
Addressed together The Honorable
John Edward Doe

and Mrs. Doe

Director of a Bureau

The Honerable
and Head of Inde-

Sir: (formal) Very truly yours,
John Edward Doe,

My dear Mr. Doe: {formal}
pendent Federal Director, Burean (1nformal) Sincercly yours,
Agency of the Budgee {snformal)

His wife

Mrs. John Edward Doe My dear Mrs. Doc:  Sincerely yours,
Addressed together  The Honorable

John Edward Doe
and Mrs. Doe




HOW TO ADDRESS—IIGH OITICIALS IN THE UNITED STATES B

On Invitatien Place Card Spesking to Introducing
M:, Doc M. Doe Me. Doc Mr. Dot, The
or Sir Assistant to

The President

M. Doe Mry. Doe Mrs. Doc Mrs, Doe
Mz and Mrs, Doc

Mr. Doe Mr. Doc Ar. Doe Mr. Doe, Secretary
ot Sir to The President
Mts. Doe Mrs. Doe Mrs. Doe Mrs. Doe

Me. and Mrs, Doe

Mt. Doe Mr. Doc Mr, Doe Mr. Doc
or Sir
Mrs. Doe Mes, Doe Mrs, Doc Mrs. Doe

Mz, and Ms. Doe
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‘The Person

Address on envelope

Salutation

Complimeneary Close

Governor of 2
state

His wife

Addressed together

‘The Honorable
John Edward Doe,
Governor of Ohio

Ms. John Edward Doe
The Honorable

John Edward Doe
and Mrs. Doce

Sir: (formal)

‘My dear Governor Doe:

{informal)

My dear Mrs. Doe:

Very truly yours,
{formal)

Sinccrely yours,
{informal)

Sincerely yours,

Secretary of State
of a state

His wife

Addressed together

‘The Honorable

John Edward Doe,

Sccretary of State
of Chio

Mrs, John Edward Doe
The Honorable

John Edward Doe
and Mes. Doe

Sie: (formal)
My dear Mr, Doe:
(informal)

My dear Mrs, Dos:

Very truly yours,
{formal)

Sincerely yours,
{informal)

Sincerely yours,

State Legislator

His wife

Addressed together

‘The Honorable
John Edward Doe

Mrs. John Edward Doe

The Honorable
John Edward Doe
and Mrs, Doc

Sir: (formal)
My dear Mr, Doe:
(informal)

My dear Mrs. Doe:

Very truly yours,
{formal)

Sincerely yours,
(informal)

Sincerely yours,




HOW TO ADDRESS—HIGH OFFICIALS IN THE UNITED STATES

On Invitation Place Card Speaking to Introducing

The Governor of Ohio  Governor Doe Gaovernor Doe Governor Doe of
or Sir Ohio

Mrs. Doe Mrs. Doe Mts, Doe Mrs, Doe

Governor and Mrs. Doe

Mt Doc Mr. Doe Mr. Doe Mt. Doe
or Sir
Mis. Doe Mrs. Doc Mrs. Doe Mrts. Doe

Me. and Mrs. Doe

Mr. Doe Mr. Doe Mr. Doe Mr. Doc
or Sir
Mrs. Doc Mrs. Doc Mus. Doc Mirs. Dot

Mt, and Mts, Doe




MODERN MANNERS: ETIQUETTE FOR ALL OCCASIONS

The Person

Address on envelope

Salytation

Complimentary Close

Mayor of 2 city

His wife

Addressed together

The Honorable
John Edward Doe,
Mayor of New York

Mrs. John Edward Doe
The Honorable

John Edward Doe
and Mes. Doe

Sirt (formal)
My dear Mayor Doe:
(informal)

My dear Mrs. Doe:

Very truly yours,
{formal)

Sincerely yours,
(informal)

Sincerely yours,

Presiding Justice
of a State
Supreme Court

His wife

Addressed together

The Honorable
John Edward Doe,
Presiding Justice
Supreme Court

Mrs. John Edward Doe
The Honorable

John Edward Doc
and Mis. Do

Sir: (formal)
My dear M. Justice:
(informal)

My dear Mrs. Doe:

Very truly yours,
(formal)

Sincerely yours,
(informal)

Sincerely yours,

Judge of a court

His wife

Addressed together

The Honorable

John Edward Doe,

Judge of (name of
court)

Mrs. John Edward Doe
‘The Honerable

John Edward Doe
and Mrs. Doe

Sir: (formal)
My dear Judge Doe:
{informal)

My dear Mrs, Doc:

Very truly yours,
(formal)

Sincerely yours,
(informal)

Sincerely yours,

Clerk of a court

Mt John Edward Doe
Cletk of the (name of
court)

Stex {formal)
My dear Mr. Doe:
(informal)

Very truly yours,
(formal)

Sincerely yours,
(informal)




HOW TO ADDRESS—HIGH OFFICIALS IN THE UNITED STATES

On Invitation

Place Card Speaking to Introducing
Mayor Doe Mayor Doe Mayor Doc Mayor Doe
or Sir
Mrs. Doe Mrts. Doe Mts, Doe Mirs. Doe

Mayor and Mrs. Doe

Mr. Justice Doe

Mrs. Doe

Mr. Justice Doe

Mr. Justice Doc
or Sir

Mr, Justice Doe

Mts, Doe Mirs. Doe Mis. Doe
M. Justice Doe
and Mrs. Doe
Judge Doc Judge Doc Judge Doe Judge Doc
or Sir
Mts. Doe Mrs. Doe Mrs, Doe Mrs, Doc
Judge and Mts, Doc
Mr. Doe Mr. Doc Mr. Doe Mz, Doe
or Sir

Ry



MODERN MANNERS: ETIQUETTE FOR ALL OCCASIONS

‘The Person Address on lop 1 Compl
Chief of Staff General John Doe, Sir: (formal) Very truly yours,
Chief of Staff My dear General Doe:  (formal)
United States Army (informal) Sincercly yours,
(informal)
His wite Mrs. John Doe My dear Mrs, Doe: Sincerely yours,
Addressed together Genera], US.A., and
Mis. John Doe
Admiral of

United States Navy

His wife

Addressed together

Admiral John Doe,
USN.

Mrs. John Doc

Adwmirsl, USN,, and
Mrs, John Doe

Sir: (formal)
My dear Admiral Doe:
(inforrnal)

Very truly yours,
(formal)

Sincerely yours,
(informal)

My dear Mrs. Doc: Sincerely yours,

Colonel, United
States Marine Corps

His wife

Colonel Jobn Doe,
USMC.

Mis. Joha Doe

Sir: {formal)

Very truly yours,
My dear Colone! Doe:  (Formal)
(nformaly Sincerely yours,
{informal)
My dear Mrs., Doe: Sincerely yours,

Staff Sergeant,
United States
Air Force

S/Sgt. John Doe,
US.AF.

My dear Secgeant Doc:  Sincerely yours,
or
My dear Mr. Doe:

Private First Class

Pfc., Jobn Do,
USA,

My dear Mr. Doe: Sincerely yours,

ry Close



HOW TO ADDRESS—MILITARY SERVICES

On Invitation Place Card Speaking to Introducing
General Doe General Doe General Doe General Doe
or Sir
Mrs. Doe Mrs. Doe Mrs. Doe Mrs. Doe
General and Mrs, Doe
Admiral Doe Admiral Doe Admiral Doe Admiral Doe
or Sir
Mrs. Doe Mrs. Doe Mrs. Doc Mrs. Doc
Admiral and Mrs. Doc
Colonel Doe Colonel Doe Colonel Doe Colonel Doce
or Sir
Mis. Doe Mrs. Doe Mes. Doe Mts. Doe
Mr. Doc Mrt. Doc Me. Doc Mt. Doe
Me. Doe Mr. Doe Mz, Doc Mr, Doc

293



The United Nations

MODERN MANNERS: ETIQUETTE FOR ALL OCCASIONS

The Person

Address on envelope

Salutation

Complimentary Close

The Secretary General

His wife

Addressed together

His Excellency

John Edward Doe,

Secretary General of
the United Nations

Madame (or Mrs.) Doc

His Excellency,

The Secretary General
of the United Nations
and Madame Doe

Excellency: (formal)
My dear Mr. Secretacy
General: (informal)

My dear Madame Doe;

Very truly yours,
(formal)

Sincerely yours,
{informal)

Sincerely yours,

Under Secretary of the
United Nations

The Honorable
John Edward Doe,

Sir: (formal)

Very truly yours,

My dear Mr. Doe: (formal)
Under Secretary of the  informal) Sincerely yours,
United Nations (informal)
Secretariat
His wife Mrs. John Edward Doe My dear Mrs. Doe: Sincerely yours,
Addressed together The Honorable
John Edward Doe
and Mrs. Dee
Fortign Rep His Excellency Excellency: (formal)  Very truly yours,
tive with personal  John Edward Doe, My dear Mr. (formal)
rank of Ambassador Representative of Ambassador: Swncerely yours,
(country) to the (informal) (informal)
United Nations

His wife

Addressed together

Madame Doe

His Excellency,

The Representative of

(country) to the

United Nations and
Madame Doc

My dear Madame Doc:  Sincerely yours,




HOW TO ADDRESS--MEMBERS OF THE DIPLOMATIC CORPS

On Invitation Place Card Speaking to Introducing
The Sccretacy General The Sectetary General  Excellency, Mr. Secretary
of the United Nations  of the United Nations Mz, Secretary General General
or Sir
Madame Doe Madame Doc Madame Doe Madame Doe

The Secretary General
of the United Nations
and Madame Doe

Mr. Doc Mr. Doe Mr. Doc Mrt. Doc
or Sir
Ms, Dae Mirs. Doe Mrs. Doe Mrs. Doe

Mr, and Mrs. Doe

Amt dor Doc Ambassador Doc Mr, Ambassador Mr. Ambassador
or Sit
Madame Doe Madame Doe Madame Doe Madame Doc

Ambassador and
Madame Doc
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MODERN MANNERS: ETIQUETTE FOR ALL OCCASIONS

‘The Person

Address on cnvelope

Salutatrion

Complimentary Clase

United States
Representative to
the United Nations

His wife

Addressed together

Representative to 2
Council of the
United Nations

The Honorable

John Edwatd Doe,

United States Repre-
sentative to the
United Nations

Mis. John Edward Doe

The Hoporable
John Edward Doe
and Mrs. Doe

The Honorable

Joha Bdward Doe,

United States Repre~
sentative on the
{Council) of the
United Nations

Organszation of Amencan States

The Secretary General The Honotable

His wife

Addressed rogether

(unless entivied to
His Excellency)
John Edward Dee,
Seceetary General of
the Organuzation of
Amegican States

Madame Doe

The Honorable (His
Excellency)
€ Sccretary General
of the Organization
of American States
2nd Madame Doe

Sir: (formal)

My dear Mr,
Ambassador:
(informal)

My dezr Mrs. Doe:

Sir: (formal)
My dear Mr. Doe:
(informal)

Sir: (Excellency)
(formaly

My dear Mr. Secretary
General: (informal)

My dear Madame Doc:

Very truly yours,
{formal)

Sincerely yours,
{informal)

Sincerely yours,

Very truly yours,
(formaly

Sincerely yours,
(informal)

Very truly yours,
{formal)

Sincerely yours,
(informal)

Siacerely yours,



MODERN MANNERS: ETIQUETTE FOR ALL OCCASIONS

The Person Addcess on envelope  Salutation Complimentary Close
Foreign Rep HHis Excell Excellency: (formal)  Very truly yours,
tive to the John Edward Doe, My dear Mr. (formal)
Organization of The Ambassador of Ambassador: Si ly yours,
American States (country) to the (informal) (informal)

Otganization of
American States
His wife ‘Madame Doe My dear Madame Doe: Sincerely yours,
Addressed together His Excellency
‘The Ambassador of
{country) 1o the
Organization of
American States

and Madame Doc
Uoited States ‘The Honorable Sir: (formal) Vety truly yours,
Representative to John Edward Dove, My dear M. (formal}
the Organization of United States Repre- Ambassador* Sincerely yours,
American States sentative 1o the (informal) (informal)
Otganization of

American States
His wife Mrs, John Edward Doc - My dear Mrs. Doe:
Addressed together ‘The Honorable
The United States
Representative to the
Otganization of
American States
and Mrs. Doe

Sincerely yours,




HOW TO ADDRESS—~MEMBERS OF THE DIPLOMATIC CORPS

Spesking to

Introducing

On Iavitation Pace Card
The Amt tor of Amt lor Doe
{country} 10 the
Otganiration of
American States
Madame Doc Madame Doe

His Excellency

The Ambassador of
(country) to the
Orpanization of
American States
and Madame Doc

Mr, Ambassador
or Sie

Madame Doe

Mte, Ambassador

Madame Doc

The United States Ambassador Doce
Representative to
the Organizarion of
American States

Mrs. Doe Mes, Doe

The United States
Representative to
the Organization of
American States
and Mrs. Doc

Mz, Ambassador
or Sir

Mrs. Doe

Mr, Ambassador

Mrzs, Doc
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United States Representatives to Foreign Countries

The Person

Ambassador (man)

Ambassador {woman)

His wife
(or her husband)

Addressed rogether

Minister

His wife

Addressed together

Consul General

Address on envelope  Salutation Complimentary Close

The Honorable Sir: (formal) Very truly yours,

John Edward Doe, My dear Mr. (formz )

American Am} d Ambassador: ly yours,
(informal) (informal)

The Honorable Madam: (formal) Very truly yours,

Jane Mary Doe, My dear Madam (formzl)

American Ambassad Ambassador: ly yours,
{informal} (informal)

Mits. (or Mr.)
John Edward Doe

The Honorable
John Edward Doe
and Mrs, Doe

The Honorable
John Edward Doe,
American Minister

Mrs. John Edward Doc

The Honorable
John Edward Doe
and Mrs. Doe

Mr. John Edward Doe,
Amencan Consul
General

My dear Mrs. (or Mr.) Sincerely yours,
Doe:

Sie: (formal) Very truly yours,
My dear Mr, Minister:  (formal)
(informal) Sincerely yours,
{informal)

My dear Mes. Doe:  Sincerely yours,

Sir: (formal) Vety truly yours,
My deac Mr. Doe: {formal)
(1nformal) Sincerely yours,

(informal)



HOW TO ADDRESS—MEMBERS OF THE DIPLOMATIC CORPS

On Invitation

Place Card

Speaking to

Introducing

Mss. (or Mz} Doe

Ambassador and

Mrs, {or Mr) Doe

Mr. Ambassador
or Sir

Mad. Aml d

Mr. Doc, our
Ambassador 10
France

Mad Doe, our

Mis. (or Mr,) Doc

Ambassador to
France

Mrs. (or Mr.) Doe

Mts. Doc
Mr. Doc Mr. Doe M. Minister, Mr, Doe, our
Mr. Doe Minister to France

or Sir

Mrs. Doc Mts. Doc Mrts. Doe Mrs. Doe

Mr. and Mrs. Doe

Mt. Doc Mr. Doc Mr. Doe Mr. Doe
or Sir
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Foreign Representatives to the United States

The Person Address on envelope  Salutation Complimentary Close
Ambassadors His Excellency, Excellency: (formal)  Respectfully yours,
John Edward Doe, My dear Mr. (formal)
Ambassador of France Ambassador: Sincerely yours,
{informal) (informal)
Ambassador with His Roysl Highness,  Your Royal Highness: Respectfully yours,
royal title Prince John Doe, (formal) (formal)
‘The Ambassador of My dear Mr. Sincerely yours,
(country} Ambassador: (informal)
(informal)
Ambassador with His Excellency, Excellency- (formal)  Respecfully yours,
personal title Count John Doe, My dear Mr. (formal)
The Ambassador of Ambassador: Sincerely yours,
(country) {informal) (informal}
His wife

Madame Doe, Mrs. Doe, My deat Madame Doe:  Sincerely yours,
or Seiiora de Doe

{according to custom
of the country)

Addressed together His Excellency,
The Ambassador of
France, and Madame
Doe
'
Ministers His Excellency St (formal) Respectfully yours,
John Edward Doe, My dear Mr. Minister:  (formal)
Mimnister of (country) (1nformal) Sincerely yours,
(informal)
His wife

Madame Doe My dear Madame Doe:  Sincercly yours,
Addressed together The Honarable
The Mimister of
(country),
and Madame Doe



HOW TO ADDRESS—MEMBERS OF THE DIPLOMATIC CORPS

On Invitation

Place Card

Speaking to

Introducing

His Excellency,
The Ambassador of
France

His Royal Hig}

The Ambassador of

Mr. Ambassad

France

The Amt dor of

The Ambassador of
(country)

His Excellency,
The Ambassador of
{country)

(country)

The Ambassador of
(country)

or Sir

Your Royal Highness
or Sir

Your Excellency,
Mr. Ambassador
or Sir

Mr. Ambassador

Your Royal Highness

Your Excellency

Madame Doe Madame Doe Madame Doe Madame Doc

His Excellency,

The Ambassador of
France

and Madame Doe

The Minister of The Minister of Mr. Minister or Sir M. Minister
(country) (country)

Madame Doc Madame Doe Madame Doe Madame Doe

The Minister of
(country)
and Madame Doe

235



MODERN MANNERS: ETIQUETTE FOR ALL OCCASIONS

‘The Person

Address on envelope  Salutation Complimentary Close

Chargé d'Affaires
ad intetfim

His wife

Addressed together

M. John Edward Doe,  Sir: (formal) Respectfully yours,
Chargé d'Affaires My dear Mr. Chargé {formal)
ad interim d'Affaires:

Sincerely yours,
of (country) (informal)

(informal)
Madame or Mrs. My dear Madame Doe: Sincerely yours,
John Edward Doc

The Chargé d"Affaires

ad interim of (country)

and Madame Doe




HOW TOI ADDRESS—MEMBERS OF THE DIPLOMATIC CORPS

On Invitation Place Card Speaking to Introducing
The Chargd d'Affaires  The Chargé d'Affaites  Mr, Doe Mr. Chacgé
ad interim of (country) or Sir d’Affaires

of (country)

Madame Doe Madame Doe Madame Doe Madame Doe

The Chargé d'Affaires
ad interim of (country)
and Madame Doc
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Roman Catholic Chburch

MODERN MANNERS: ETIQUETTE FOR ALL OCCASIONS

The Person Address on envelope

Salutation Complimentary Close

Apostolic Delegate His Excellency,
‘The Most Reverend
John Doc,

The Apostotic Delegate

Your Excellency: Respectfutly yours,

or
Most Reverend Sir:

Cardinal His Eminence Your Eminence: Respectfully yours,
John Cardinal Doe, (formal) formal)
Cardinal Archbishop My dear Cardinal Doe: Sincerely yours,
of New York (informal) (informal)
Archbishop or His Excellency, Your Excellency: Respectfully yours,
Bishop ‘The Most Reverend {formal) {formal}
John Doe, ST.D.,, My dear Archbishop: Sincerely yours,
Archbishop of (diocese)  (informal) (nformaly’
Monsignor The Right Reverend  Monsignor: (formal)  Respectfully yours,
John Doe My dear Monsignor (formal)
Doc  (informal) Sincerely yours,
(informal)
Priest The Reverend Reverend Sie: (formal) Very truly yours,
John Doe

My dear Father Doe:

(formal)
(informal)

Sincerely yours,
(informal)

Mother Supetior Mother Superior

{name of institution)

My dear Mother Sincerely yours,

Superior:
Sister Sister (name) My deac Sister (name):  Sincerely yours,
{name of mstitution)
Brother Brother (given name) My dear Brother Sincerely yours,
FSC, Superior {name):
(name of institution)
Abbot

The Right Reverend
John Doe,
Abbot of (—)

My dear Father Doe:  Sincerely yours,




HOW TO ADDRESS—ECCLESIASTICAL FORMS

On Invitation

Place Card Speaking to

Introducing

His Excellency,
The Apostolic Delegate

The Apostolic Delegate Your Excellency

or Sir

Your Excellency

His Eminence,
Cardinal Doe

Cardinal Doe Cardinal Doc
or Sir

Your Eminence or
Cardinal Doc

His Excellency,

The Archbishop of Your Excell

P

Your Excellency

The Archbishop of (diocese) or Sir
(drocese)
Monsignor Doe Monsignor Doe Monsignor Doe Monsignor Doe
or Sir
Father Doe Father Doc Father Doe Father Doc
or Sit
Mother Superior Mother Superior Mother Superior Mother Superior
Sister (name) Sister (name) Sister {name) Sister (name)
Brother (name) Brother (name) Brother (name) Brother (name)
Tather Doc Father Doc Father Doe Father Doc
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Protestant Episcopal Church
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The Person Address on lop ) Compli ry Close
Presiding Bishop The Most R d, ‘Most R d Sie: Respectf lly yours,
John Edward Doe, (formal) {formal)
DD,LLD, My dear Bishop Doe:  Sincerely yours,
Presiding Bishop of (informal) (informal)

the Protestant Episcopal
Church in America

His wife Ms. John Edward Doe My dear Mrs. Dos: Sincerely yours,
Addressed together The Most Reverend
John Edward Doe
and Mrs Dac
Other bishops The Right R Right R d Sirz pectfully yours,
John Edward Doe, (formal) (formal)
DD.LLD., My dear Bishop Doe:  Sincerely yours,
‘The Bishop of {informal) {informal)
‘Washington
His wife Mrs. John Edward Doe My dear Mts. Doe: Sincerely yours,
Addressed together The Right Reverend
John Edward Doe
and Mrs Doe
Archdeacon The Venerable Venemble Sir: Very truly yours,
John Edward Doe, DC,,  (formal) (formal)
The Archdeacon of My dear Archdeacon:  Sincercly yours,
(daocese) (informal) (informal)
His wife

Mrs, John Edward Doe My dear Mrs. Doe:

Addressed together The Venerable

John Edward Doe
and Mrs Doe

Sincerely yours,
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On Invitation

Place Card Speaking to Introducing
Bishop Doe Bishop Doe Bishop Doe Bishop Doe
or Sir
Mis, Doe Mis. Doe Mirs. Doe Mrs. Doe
Bishop and
Mrts. Doe
Bishop Doe Bishop Doe Bishop Doe Bishop Doe
or Sir
Mrts. Doe Mrts. Doe Mrs. Doe Mrts. Doe
Bishop and
Mrzs, Doe
Archdeacon Doc Archdeacon Doe Archd Doc Archd Doe
Mrs. Doc Mrs. Doe Mrs. Doc Mrs. Doc
Archdercon
and Mo Doc
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Pr piscopal Church (continued)
The Person Address on envelope  Salutation Complimentary Close
Dean The Very Reverend Very Reverend Sir: Very truly yours,
John Edward Doe, D.C.,  (formal) (formal)
Dean of Washington My dear Dean Doe: Sincerely yours,
Cathedral (informal) (informal)

His wife Mrs, John Edward Doe My dear Mrs, Doe: Sincerely yours,
Addressed together The Very Reverend
John Edward Doe
and Mrs Doc

Canon The Reverend Reverend Sir: Very truly yours,
John Edward Doe, (formal) (formal)
DC.LLD, My dear Canon Doe:  Sincerely yours,
Canon of Washington (informal) (informal)
Cathedral
His wife

Mrs. John Edward Doe My dear Mrs. Doc. Sincercly yours,
Addressed together The Reverend
John Edward Doe

and Mes Doe

Priest (High Church) The Reverend Reverend Sir:
John Edward Doe,

Very truly yours,

(Formal) (formal)
DD, 1LD. My dear Dr. Doe: Sincerely yours,
(informal) (nformal)
His wife

Ms, John Edward Doe My dear Mes. Doe:  Sincerely yours,
Addressed rogether The Reverend
John Edward Doe

and Mts Doe




HOW TO ADDRESS—ECCLESIASTICAL TORMS

On Invitation Place Card Speaking to Introducing
Dean Doc Dean Doc Dean Doe Dean Doe
or Sir

Mrts. Doe Mis. Doe Mts. Doe Mrs. Doe
Dean and Mrs Doe

Canon Doe Canon Doc Canon Doe Canon Doe
Mrs. Doc Mrs. Doe Mrs. Doe Mrs. Doe
Canen and

Mrs. Doe

Dr. Doc Dr. Doc Dr. Doe Dr. Doe
Mrs. Doe Mrs. Doc ‘Mrs. Doe Mrzs. Doe

The Reverend and
Mrs. Doe
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Other Protestant Bishops

The Person Address on envelope  Salutation Complimentary Close
Methodist Bishop The Reverend Reverend Sic: Vety truly yours,
John Edward Do, D.C.,  (formal) (formal)
Methodist Bishop My dear Bishop Doe:  Sincerely yours,
(informal) (informal}
His wife Mis, John Edward Doe My dear Mrs. Doe: Sincerely yours,

Addressed together ‘The Reverend
John Edward Doc
and Mrs Doe

Mormon Bishop Mr, Jobn Edward Doe, Sir: (formal)

Church of Jesus Christ My dear Mr. Doe:
of Latter-Day Saints (informal)

Very truly yours,
(formal)
Sincerely yours,
(informal)
His wife Mass, John Edward Doe My dear Mts. Doc:
Addressed together Mr. and Mrs, John
Edward Doc

Sincerely yours,

Protestant Ministers

With a scholastic The Reverend

degree Iehn Edwecd Doe,  (torml) i S S
DD, Litt. D, My dear Dr. Doe: Sincerely yours,
{informal) (informal)
Without a scholastic  The Reverend s
degree John Edward Doe Re\(r;;:::s)oe. Vezyﬁ:;:l{}; yours
My dear Mr. Doe: Sincerely yours,
(informal)

(informal)




HOW TO ADDRESS—LCCLESIASTICAL TORMS

On Invitation Plice Cand Speaking to Introducing
Bishop Dee Bishop Doc Bishop Doc Bishop Do
Me. Doc Mrs. Doe M3, Doe Mrs. Doc
Bishop and
M3, Doe
I
; Me. Doc Mr. Doe Mr. Doc Mt. Doe
Mrs, Doe Mrs, Doe Mrs., Doe Mrs. Doe
Mz, 26d Mes. Doe
Dr. Doe De. Doe Ds. Doe e Dee
Mr. Doc Mr. Doe Mr. Doz Mr, Doe
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i
!
The Person Address on envelope  Salutation Complimentary Close 't
Greek Archbishop The Most R d Most R d Sir: Respectfully yours,
John Doe (formal) (formal)
Archbishop of the My Dear Archbishop ~ Sincerely yours,
Greck Orthodox Doec: (informal) (informal)
Church of North and
Somh Ameriez
His wife Mis. Jehn Doe

My dear Mrs. Doe: Sincercly yours,
Addressed together The Most Reverend

John Doe
and Mrs, Doe
g
Jewish Rabbi Rabbi John Doe Sie:  (formal) Very truly yours,
: My dear Rabbi Doe: {formal)
{informal) Sincerely yours,
(informal)
His wifc Mrs John Doe

My dear Mrs. Doe: Sincerely yours,

Addressed together Rabbi and Mrs. Jobn

Doe

Chaplain n the
Armed Services

Chief of Chaplains ‘The Chief of Reverend Sir:

Very truly yours,
Chaplams, ey
Department of the Army
Tndividual Chaplain John Doe, My dear Chaplain Doe: Sincerely yours,
chaplains Captan, US.N. '
His wife Mrs. John Doe

My dear Mrs. Doe; Sincerely yours,
Addressed together Captan, USN,,

and Mrs. John Doe
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On Invitation Place Card Speskiog to Introducing
Archbishop Doe Archbishop Doe Archbishop Doe Archbishop Doe
or Sir
Mes. Doc Mes. Doe Mes. Doe Mrs. Doe
Archbishop and
Mrs. Doe
)
t . . D
| Rabbi Doe Rabbl Doe Rabbi Doc Rabbi Doe
K or Sir
, Mrs. Doc Mts. Doe Mss. Doe Mrs. Doe
. Rabbi and
M s. Doe
[he Chief of Chaplains Chaplain Doe Cth?.in Doe Chaplain Doe
or JIr

Chaplainn Doe Chaplain Doe

Mrs. Doe ‘Mrts. Doe

Chaplain and
Mirs. Doc

Chaplain Doe
or Sir

Mrs. Doe

Chaplain Doe

Mts. Doe
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Salutation

The Pesson Address on envelope
President of & John Doe, LLD.,
university PH.D,,
President, Ohio State
University
His wife Mis, John Doe

Addressed together 10¢. 20d Mrs,
John Doe

Complimentary Close

My dear Dr. Doe:

My dear Mrs. Doc:

Sincerely yours,

Sincerely yours,

Roman Cathelic The Very Revesend
priest John Doe, SJ.,
(President of 2 D.D., Ph. D,
university) President, Geotgetown
University

My dear Father Doe:

Sincercly yours,

Dean of a university John Doe, LLM,,

with a scholastic Jur. SeD.,,
degree Dean Law Depattment
Harvard University
His wife Mrs. John Doe
Addressed together Dt. and Ms. John Doe

Dean of 2 university Dean John Doe,
without a scholastic Law Department,
degree Harvard University

My dear Dr, Deoe:

My dear Mrs. Doc:

My dear Dean Doe:

Sincercly yours,

Sincerely yours,

Sincerely yours,

ExampLE: Dr. and Mrs, John Doe,

* If both man and wife have a scholastic degree, the wife drops title when addressed together.

i
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. HOW TO ADDRESS—DOCTORS, DEANS, PROFESSORS, AND LAWYERS

» On lnvitation Place Card Speaking to Introducing
'
Dr. Doe Dr. Doe Dr. Doe Dr. Doc
or Sir
Mrs. Doe Mrs. Doe Mts, Doe Mts, Doe
Dr. and Mrs. Doc
Reverend Dr, Doe Father Doc Father Doe Father Doe
or Sir
Dt. Doe Dr. Doe Dr. Doe Dr. Doe
or Sic
Mrs. Doe Mrs. Doe Mrs. Doc Mrs, Doe
Dr. and Mrs, Doe
Dean Doc Dean Doe Dean Doe Dean Doe
or Sir
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\

The Person

Address on envelope  Salutation

Complimentary Close v,

President of a

John Dee, LL.D., My dear Dr, Doe:

Sincerely yours, !

1)
university PH.D,
President, Ohio State
University ¢
His wife Mrs. John Doe My dear Mrs, Doe: Sincerely yours, [
Addressed together 1Dr, and Mrs, 0
John Doe ,
\
b
Roman Catholic The Very Reverend My dear Father Doe:  Sincerely yours, N
priest John Doe, S.J.,
(President of a D.D., Ph. D, )
university} President, Georgetown !
University '
e
Dean of a university John Doe, LLM., My dear Dr. Doe: Sincerely yours,
with a scholastic Jur. SeD.,

degree

His wife
Addressed together
Dean of a university

without & scholastic
degtee

Dean Law Department
Harvard University

Mes, John Doc My dear Mes, Doe:

Dr. and Mrs. John Doe
Dean John Doe,

Law Department,
Harvard University

My dear Dean Doe:

Sincerely yours,

Sincerely yours,

 1F both man end wife have a schola:
ExampiLr: Dr. and Mrs, John Doe.

stic degree, the wife drops title when addressed together:



HOW TO ADDRESS—DOCTORS, DEANS, PROFESSORS, AND LAWYERS

- On Invitation Place Card Speaking to Introducing
Dr. Doe Dr. Doe Dr. Doc Dr. Doc
or Sir
Mts, Doe Mis. Doc Mrs. Doe Mits. Doe

Dr. and Mrs. Doe

Reverend Dr. Doe Father Doe Father Doe Father Doe
or Sir

Dr. Doe Dr. Doe Dr. Doe Dr. Doc
or Sir

Mrs. Doe Mrts. Doe Mrs. Doe Mis. Doe

Dr. and Mrs. Doe

Dean Doe Dean Doe Dean Doe Dean Doc
or Sic
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The Person

Address on envelope  Salutation Complimentary Close

Professor with
scholastic degree

His wife
Addressed together

Professor without
lastic degree

John Doe, Ph.D,, My dear Dr. Doe:

Sincerely yours,
Ohio State University

Mrs. Joha Doe My dear Mrs. Doe: Sincerely yours,

Dr. 2nd Mis. John Doc

Profts;or Jehn Doe, My dear Professor Doe: Sincerely yours,

of English,
Ohm State University

Doctor of Mcdicine

John Doe, MD. My dear Dr. Doe: Singerely yours,

Lawyer

Mr. John Doe,

My dear Mr. Doe:
Anorney at Law

Sincerely yours,
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The Petson Address on envelope  Salutation Complimentaty Close
Man Mr. John Doe My dear Mr, Doe: Sincerely yours,
‘Married Woman Mts. Jobn Doc My dear Mis. Doe: Sincerely yours,

Widow Mirs. John Doe My dear Mtes, Doc: Sincerely yours,

Divorcee *Mrs, Jones Doc or My dear Mrs. Doe:

Sincerely yours,
Mits. Mary Jones Doe

Unmarried woman Miss Mary Jane Doe My dear Miss Doe: Sincerely yours,

* A divorcee uses her maiden sumame and the surname of her former husband, or her Christia®
name with maiden surname and the surname of her former hushand. The fisst form is prefecred-



HOW TO ADDRESS—PRIVATE INDIVIDUALS

On lavitation

Place Card Speaking to Introducing
Mt Doe Mr. Doe Mr. Dot Mz, Doe
Mes. Doc Mss. Doe Mss. Doc Mrs. Doe
Mes. Doe Mrs. Doe Mrs. Doe Msts. Doe
Mrs. Doe Mrs. Doe Mts. Doe Mirs. Doe
Miss Doe Miss Doe Miss Doe Miss Doc
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decisions on where to seat an official correctly at table will avoid

embarrassment (or worse). This knowledge definitely simplifies—
not complicates.

otE: Those who scoff at this practice should ask themselves:
Would I rank a private in the Army ahead of a general?

PROTOCOL — REMINDERS

Isit

y to follow protocol at all times? .

The necessity of following protocol when government officials
are present is of momentous importance. Do not belittle it.

It is also important to know how to speak correctly to an official.
examrre: All officials from the President through the Cabinet
(with one exception) do not have surnames. They are addressed
by their titles alone. The name should never be mentioned. Reason?
Only one man holds the position and bears the title in each case.
The name is superfluous. The exception is a member of the Su-
preme Court of the United States. As more than one man bears
the title, the use of the surname is necessary.

If in a prolonged conversation with any official (including the
President) it is perfectly proper that he be addressed as “Sir”
rather than by his title. This is particularly helpful when the title
is a long one, such as “Mr, Postmaster General.”

Never forget that the wife of an official always assumes the
rank held by her husband, whether he is present or not. Following
this same ruling, the husband of a woman official assumes the rank
held by his wife,

Widows of former officials have no rank at all but are usually
given a courtesy position. This is not obligatory, however. The
only exceptions to this ruling are that the wife of a former Presi-

dent of the United States and the widow of one have a definite
ranking in official precedence.
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PROTOCOL — REMINDERS M

When there is doubt as to which of two people bears the higher
rank, it is the part of wisdom never to invite them to dinner at the
same time.

Remember that personal friendships do not count in official life.
The rank of onc’s guest must be the deciding factor at all times.

PROTOCOL — UNOFFICIAL TABLE OF PRECEDENCE

TrIS LIST OF “WHO OUTRANKS WHOM 1S SUBJECT TO CHANGES AT
ANY TIME '

The President of the United States

The Vice-President of the United States

The Chief Justice of the United States

Former Presidents of the United States

Retired Chief Justices of the United States

The Speaker

Ambassadors of Foreign Powers

Widows of Presidents of the United States

The Secretary of State

United States Representative to the United Nations

Ministers of Foreign Powers

Associate Justices of the Supreme Court and retired Associate
Justices

The Cabinet (ranked according to when the Department they,
represent was founded)

. The Secretary of the Treasury
. The Secretary of Defense

. The Attorney General

. The Postmaster General

. The Secretary of the Interior

Tt LM
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PROTOCOL

What is protocol?

It is not a social affectation, as many would have you believe.
Webster's Dictionary defines it as: “the rules prescribing the
etiquette in the ceremonies of state” and “the code prescribing
deference to rank and strict adherence to due order of preference
and correct procedure, as in diplomatic exchange and ceremonies.”

Believe it or not, nations have come to the verge of war for
failing to conform to the procedures that have been established
through the centuries, Actually, protocol between npations is based
on consideration and mutual respect, one to the other. Sounds
familiar, doesn’t it? Those of us not in official life follow the same
principle in our daily contacts with one another. For example: a
man opens a door, steps back, and allows a woman to enter first;
we give special deference to the elderly; a man is introduced to,
a woman, rather than she to him. All these are really “protocol.”

Protocol in itself has many facets. It would be impossible to
cover them all here, Therefore, chief consideration herein is given
to the question of “who outranks whom” and why.

How are the comparative ranks of those in official life determined?

Deﬁnitely not, as the old saying has it, “because God made us
so that we cannot all get through a door at the same time therefore
Precedence.” When the powers-that-be determine where an official
should rank, their object is to be sure that the man holding a
certain position be given the honor and respect to which he is
entitled. Where he is placed in precedence rankings depends en-
tirely upon the importance of the position he holds with relation

to other officials. One thing is sure: knowing the results of their
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6. The Secretary of Agriculture
7. The Secretary of Commerce
8. The Secretary of Labor

9. The Secretary of Health, Education, and Welfare

The Assistant to the President
Chairman, Atomic Energy Commission
Director of the Bureau of the Budget
Director of Defense Mobilization

The President pro tem of the Senate
The Senate

Governors of States
Acting Heads of Executive Departments (when Secretary is absent)
Former Vice-Presidents of the United States

The House of Representatives and Delegates from United States
Territories

‘Widows of Vice-Presidents of the United States
Under Secretary of State

Deputy Secretary of Defense

Chargé d' Affaires of Foreign Powers

Chairman, Council of Economic Advisors
Secretaries of the Army, Navy, and Air Force

Under Secretaries of the Executive Departments and Deputy
Secretaries

Chairman, Joint Chiefs of Staff

Chiefs of Staff of the Army, Naval Operations, and Air Force
Generals of the Army and Fleet Admirals (five stars)
Director, Central Intelligence Agency

Director, International Cooperation Administration
Administrator, General Services

Federal Civil Defense Administrator

‘Director, United States Information Agency

Deputy Assistant to the President

Secretaries to the President

Special Counselor to the President



PROTOCOL — REMINDERS

Chairman, Civil Service Commission

The Secretary General of the United Nations

The Secretary General of the Pan American Union

Judges, United States Court of Appeals

Chairman, Federal Reserve Bank

Special Assistants to the President

Deputy Under Secretaries of the Executive Departments

Assistant Secretaries of the Executive Departments

Judge, Court of Military Appeals

Active United States Ambassadors to Foreign Countries (when in
the United States)

The Chief of Protocol

Administrative Assistants to the President

Under Secretaries of the Army, Navy, and Air Force

Active United States Ministers to Foreign Countries (when in the
United States)

Commandant of the Marine Corps

Generals and Admirals (four stars)

Assistant Secretaries of the Army, Navy, and Air Force

Lieutenant Generals and Vice Admirals (three stars)

Chairman of the Red Cross

Archbishops and Bishops

Former United States Ambassadors and Ministers to Foreign
Countries

The Treasurer of the United States

Ministers of Foreign Powers (not accredited)

Staff Assistants and Staff Sccretaries to the President

Deputy Assistant Secretaries of the Executive Departments

Deputy Chief of Protocol

Directors of Offices of the Executive Departments

Counsclors of Foreign Powers

Consuls General of Foreign Powers

Major Generals and Rear Admirals (two stars)

Surgeon General of the United States Public Health Service
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Judges, United States Court of Claims, Customs, and Patent

Appeals and Tax Court
Judges, United States District Court for District of Columbia
Brigadier Generals and Commodores {one star)

Judges, Municipal Courts

First Secretaries of Foreign Powers
Assistant Chiefs of Protocol

The Secretary of the Senate

‘What is “The Line of Succession™®

Should the President of the United States die, or for any reason
be unable to continue his duties, 2 bill, passed by the Congress of
the United States, provides that the men holding the following high
positions in our Government would succeed him in this order:

The Vice-President, the Speaker of the House of Representatives,
the President Pro-tempore of the United States Senate, the mem-
bers of the Cabinet (ranking one another according to the year
when the Executive Department they represent was founded).
Why were the men in these positions chosen?

Because all were voted for their positions by the people of the
United States, with the exception of those in the Cabinet, who are
nominated by the President and confirmed by the Senate.

NotE: Actually, it is obvious that only in the case of a major

disaster would more than the first, or at most the second, be called
upon to sexve,

PROTOCOL~THE VICE-PRESIDENT

What is the role played by the Vice-President in relation to the
President?

The Vice-President holds the office of President of the Senate,
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PROTOCOL — THE VICE-PRESIDENT

over which he presides. Socially, his role is to replace the President
in the political-social life from which the latter is necessarily
exempt.

What other title does the Vice-President hold other than “Mr.
Vice-President?”

When presiding over the Senate, he is always addressed as “Mr.
President.”

Who precedes the Vice-President at social functions?
In the absence of the President of the United States, the Vice-
President precedes everyone at all times.

In the event of the death of the President, where does the Vice-
President stand in the line of succession?
He is first in line to the President.

PROTOCOL — THE SUPREME COURT OF THE UNITED
STATES

Who presides over the Supreme Court?
The Chief Justice of the United States.

How does his title differ from that of “Associate Justices™
Tle is Chief Justice of the United States, They are Associate
Justices of the Supreme Court.

How is precedence ranking of the Chief Justice determined?

The Chicf Justice follows the Vico-President of the United
States in precedence ranking. For many years the Chief Justice and
Ambassadors of Forelgn Powers were considered of comparable
rank, It was thercfore considered incorrect to favite the Chief

Justice and an Ambassador to the same dinner. Upen occasions
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where they were, through necessity, the Amb:fssado: was gxl\ir:n
the prior rank because of “courtesy to the forexgner. Th:k rl:l aﬁ
was finally handed down that the Chief ]ustu.:e outra eb] ”
Ambassador of a Foreign Power, thereby removing this proble
from precedence rankings.

How are the precedence rankings of the eight members of the

Supreme Court determined? the
The Justices of the Supreme Court take precedence, one to t! :

other, according to length of service, except, of course, the Chie

Justice, who ranks them all, no matter what the date of his appoint-
ment,

‘What is the rank of an Associate Justice with relation to a Minister
of a Foreign Power? .

At the same time the decision was handed down that the Ch_lEf
Justice of the United States outranked an Ambassador of a Foreign
Power, the edict was given that a Minister of a Foreign Power
ranked above an Associate member of the Supreme Court.

PROTOCOL — SPEAKER OF THE HOUSE OF
REPRESENTATIVES

WWhat is the role played by the Speaker of the House of
Representatives?

He presides over that body of legislators.
What is his relative position in precedence rankings?
He is fourth tanking man in our government,

‘Where does he stand in line of succession?
Second in line,



PROTOGOL — THE CABINET

PROTOCOL - THE CABINET

How do members of the Cabinet rank one another?

Seniority in the Cabinet is determined by the date of the foux}d-
ing of the different departments they represent. Length of service
has nothing to do with it.

Based on the founding of the Executive Departments (with one

exception), in what order do they come? ) )
State, Treasury, Defense, Justice, Post Office, Interior, Agri-

culture, Commerce, Labor and Health, Education and Welfare.

‘What is the exception? o

In September 1947 the War and Navy Departments, then in third
and fourth place, were consolidated into the Department of De-
fense. In former years, new Executive Departments were placed
at the bottom of the line, but in this case, because of the vital
importance of the military, the Department of Defense was placed
third in line in the Executive Departments.

Do members of the Cabinet come under the line of succession?
Yes, fourth in line, in order of the founding of the department
they represent.

What position does an Under Secretary of an Executive Depart-
ment assume if the Secretary is out of town?

He becomes “Acting Secretary” and assumes the precedence
ranking of the Secretary.

When Under Secretaries representing several Executive Depart-
ments are present, how is relative rank determined?

They are ranked in order of the founding of the Department they
represent.

When two or more Assistant Secretaries from the same Executive
Department are present, how is their relative rank arrived at?
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It is based upon their individual length of service.
If Assistant Secretaries from several Departments are present, how
is their rank determined?

1t is based on the date of the founding of the Department they
represent.

PROTOCOL — THE SENATE

‘Who serves as President of the Senate?
The Vice-President of the United States.

Who serves in his place should he be absent?

The President pro tempore, who outranks all other Senators
regardless of length of service. He is also third in line of succession.
How do Senators rank one another?

Highest ranking is given to the Senator who has served the
greatest number of years. In the instance of several Senators being
present, all of whom were sworn in on the same date, precedence
is determined alphabetically,

Is this 2 different procedure than in former years?
Yes. Heretofore Senators sworn in upon the same date were

ranked according to the date when the State they represeuted
entered the Union. This form has been dropped.

How is the rank of a S

determined?
In exactly the same manner as that of her male colleagues.
Docs the wife of a S

outrank a Senator if her hus-
band has served a greater length of time than the woman official?
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PROTOCOL - THE SENATE

Yes. It is to be remembered that a wife carries her husband’s
rank at all times.

How docs a Senator rank a member of the House of Representa-
tives who has served as long or longer than he?
With the exception of the Speaker, a Senator always outranks a

member of the House of Representatives, regardless of length of
service,

PROTOCOL — THE HOUSE OF REPRESENTATIVES

Who presides over the House of Representatives?
The Speaker.

How do Representatives rank one another?

Highest ranking is given to the Representative who has served
the greatest number of years. In the instance of several Representa-
tives being present, all of whom were sworn in on the same date,
Precedence is determined alphabetically.

How is the rank of a woman Representative determined?
In exactly the same manner as that of her male colleagues.

Does the wife of a Representative outrank the woman Repre-
sentative if the former’s husband has served longer than the
woman official?

Yes. Because the woman carries the rank of her husband at all
times,

Daes a Representative outrank a Senator when he has served a
longer term in office?
No. A Senator always outranks 2 Representative (with the ex-

ception of the Speaker), regardless of Jength of service.
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PROTOCOL — THE ARMED SERVICES

What should be especially remembered about the Department of
Defense?

In September 1947 the Department of Defense replnced the
War and Navy Departments. It is a consolidation of the Army, t.he
Navy, and the Air Force and ranks third among the Executive
Departments.

The Department of Defense is represented in the Cabinet by
the Secretary of Defense, who ranks third among Cabinet officials.

A Deputy Secretary of Defense assumes the rank of an Under
Secretary. Normally, he would be placed third in relation to
Under Secretaries of other Executive Departments. However, 2
special ruling ranks him second in line, immediately following the
Under Secretary of State.

Assistant Secretaries of Defense rauk third among Assistant
Secretaries of other Executive Departments.

Itis well to remember that the heads of the three military depart-
ments of the Department of Defense do not have Cabinet rank-

They are the Secretary of the Army, the Secretary of the Navy,
and the Secretary of the Air Force, who rank one another in that
order (based on the date when the service they represent was
founded).

The Under Secretaries and Assistant Secretaries of the three
military departments rank below the Under Secretaries and As-
sistant Secretaries of the Executive Departments.

The Chairman of the Joint Chiefs of Staff takes precedence over
all other officers of the Armed Services while holding such office.

The Chief of Staff of the Army, the Chief of Naval Operations,
and the Chief of Staff of the Air Force rank one another in ac-

cordance with date of appointment. Their precedence ranking is
below that of the Chairman of the Joint Chiefs of Staff.
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PROTOCOL — THE DIPLOMATIC CORPS

PROTOCOL — THE DIPLOMATIC CORPS

What should be especially remembered about the Diplomatic
Corps?

The Diplomatic Corps consists of the representatives of Foreign
Powers, and their staffs within the capital of any country.

An Ambassador, Extraordinary and Plenipotentiary, is a diplo-
matic agent who is the personal representative of the head of state
of his country.

A Minister, Extraordinary and Plenipotentiary, is a diplomatic
agent representing the government of his country.

The Ambassadors of Foreign Powers rank one another according
to length of continuous service in Washington. Comparative rank-
ings are based on the date upon which an Ambassador presented
his credentials to the President of the United States.

The Ambassador who has had the longest continuous service is
known as “The Dean of the Diplomatic Corps.” He, of course,
outranks all others.

This same rule applies with regard to the ranking of Ministers.

However, it is to be remembered that an Ambassador outranks
a Minister at all times, regardless of length of service.

PROTOCOL ~ VISITING CARDS OF HIGH-RANKING
OFFICIALS

What are the correct forms for visiting cards of high-ranking
officials?

The President of the United States:
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Actually the ecards of the President and his wife do not come
under the heading of “visiting cards.” Never, under any circum-
stances, do they ever pay a call (or visit) or return one. Their

cards are used only upon the oceasions when they present gifts or
send flowers, The cards are as follows:

The President:

The Prcsi(lcnt

His wife:

MI'S . DOO
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Their joint card:

The Prcsiclc'nt
and Mrs. Doe

NoTE: It is interesting to know that until President Eisenhower
assumed office the joint card had never before been used by a
chief executive.

The Vice-President of the United States:

The Vice Prcsitlcnt
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The Chief Justice of the United States:

The Chief Justice

It is to be noted that no surname is included for those holding
the highest offices in our government. The title itself is sufficient.
The card of the wife of such an official contains only the surname.
ExaMPLE: “Mrs. Doe.” Given names and addresses should never
be included.

~otE: In the above and the examples following the joint card

of an official and his wife would follow the same pattern: “The
Vice-President and Mrs, Doe.”

The Speaker of the House of Representatives:

Tlle Sl’)cal(ﬂl‘
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An Associnte Justice of the Supreme Court':

M:. Justice Doe

United States Supnme Court

A member of the Cabinet:

Tllc Secrclary Of Tlxe TI"CEISUI‘)'

1 The surname is used in this instance because more than one man bears
the title, His wife’s card would contain only “Mrs. Doe.”
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For a Senator:

John Francis Brown

United States Senate New York

For 2 member of the House of Representatives:

Jamcs TllOmﬂS Green

United States Third District
House of RePre-enhﬁve- New Yor

In both of the above cases the card of the wife would be, for

example, “Mrs. John Francis Brown.” the home address appearing
in the lower right-hand corner,
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For an Under Secretary of an Executive Department:

Tlle Un(ler Secrctary of Lal)or

His wife’s card would read “Mrs. Doe,” using the surname only.
No address is given.

For an Assistant Secretary of an Executive Department?:

David Allan Jones

Assistant Secretary of Defense

-

2 When more than one official bears the title this is the form that should be
follawed,
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The wife of an Assistant Secretary would place on her card the

full name: “Mrs. David Allan Jones,” and the address would ap-
pear in the lower right-hand corner.

What are the correct forms for visiting cards of the Armed
Services?

Officers are under no official restrictions relative to the engraving
to be placed upon their cards. It is entirely up to the individual.
The two forms given below are considered correct. The first
example is the one most generally in use today.

Ro'nert Hcm'y Brown

Captain
Usised Shaten Nary

Golonel Franl{ All)ert Green

United States Arcy

The wife of an officer places the full name on her card: “Mrs.

Robert Henry Brown.” The addres )
right-hand comner. s would appear in the lower
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PROTOCOL — SOCIAL OFFICIAL CALLING PROCEDURES
IN THE NATION'S CAPITAL

What changes have come about in social calling procedures in
‘Washington?

Because of the tremendous growth of our government during
recent years it has been necessary to revise the rigid calling pro-
cedure formerly followed by all officials.

An official should not assume, however, that because of these
changes he has no obligations at all to those who outrank him.
While the rules have perforce been simplified, there is still a certain
procedure to which all officials should rigidly adhere. Not to do
50 is an inexcusable affront.

Before World War 11 an official and his wife were expected to
present their respects by making 2 first call upon all those who out-
ranked them. Obviously impossible today, this rule has been simpli-
fied, and it is only considered obligatory that first calls be made
upon a selected few.

In the past certain days were set aside each week on which it
was proper to call upon officials heading the different branches
of our government and the Diplomatic Corps. On these regular
receiving days wives of the officials were at home. Tea was sexved,
and those calling were personally received. The customary days
set aside for these official days at home were: Monday, the Chief
Justice of the United States and the Associate Justices of the

Supreme Court; Tuesday, members of the House of Representa-
tives; Wednesday, the Cabinet; Thursday, the Senate; Friday, the
Diplomatic Corps. Cards could be left at the White House on any
day.

¥t is obvious that today it would be impossible to observe this
form, If official hostesses reccived upon a definite day at home,
their callers might number well into the hundreds.
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Therefore it is correct today for cards to be left upon any official
regardless of the branch of the government he represents on any

day of the week. This also holds true when calling upon members
of the Diplomatic Corps.

‘Why is an official obligated to call or “leave cards” upon a selected
group of officials who outrank him?

1t is a courteous mark of respect to those who hold the highest
offices in our govemment.

Is the official himself expected to make the call, accompanied by
his wife?

No. The wife of the official performs the amenity, leaving her
husband’s cards with her own. It is recognized by everyone that the

official himself cannot be spared from his important duties to
participate in this social custom.

What calls are considered obligatory today?
Upon the President, the Vice-President, the Chief Justice of the

United States, the Speaker, Associate Justices of the Supreme
Court, and Members of the Cabinet (and their wives, of course).

Should these obligatory calls be made only once during an
administration?

No. They should be made once a year, preferably, but not neces-
sarily, during the months of October and November.

Is an official expected to call upon the heads of the Diplomatic
Missions?

No. It is left to his discretion as to whether or not he wishes to
do so. However, a call upon the dean of the Diplomatic Corps is
advisable, while not considered obligatory. Also, officials con-
nected in any way with foreign affairs should leave cards upon all
heads of Missions of the Diplomatic Corps.

Should cards be left at any particular time?
Yes. Between the hours of three and six in the afternoon.
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How should the cards be presented?

When the servant opens the door at the residence where one is
calling, the correct number of cards should be handed to him
(not in an envelope), or placed upon the tray which he may
present. That is all.

Must cards be left in person by the wife of an official?

It is preferable that she do so, but it is not considered incorrect
that they be left by a chauffeur or social secretary. Care must be
taken if this form is followed to be sure that the correct number
of cards be left at a given residence.

How many cards should be left?

The wife leaves one of her cards for each lady (over eighteen)
in the house. Since a woman never calls upon a man (even the
President), she will not leave her card for any male members of
the family. She leaves one of her husband’s cards for each adult,
man or woman. It is to be remembered that never more than
three of the wife’s cards and three of her husband’s be left in any
one residence.

Can the joint “Mr. and Mrs.” card be left?
Yes. In this case, the single card of the husband’s would be left
for the man of the house and any additional man living therein.

Is it Ppermissible to mail cards when calling upon those who out-
rank you, rather than leaving them at the residence?

No. To do so is absolutely incorrect. While no attempt is made
to see the person upon whom one is calling, the courtesy of
delivering the card by hand should be rigidly adhered to.

Is it wise to prepare for an afternoon of leaving cards?

Yes. To save time, list those upon whom you wish to call, placing
each name and address on an inexpensive envelope. Enclose there-
in the correct number of cards to be left at each residence. It is a
simple procedure then to route the addresses in accordance with
their proximity.
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Are the cards left in the envelopes when presented? before
No. This is extremely bad form. Always remove them de o
presenting them at the door. With one exception: When 1:;1‘ :d .
left at an apartment desk or 2 hotel, they shoulc} be en hf)s i
small envelopes to insure their not being mislaid. In this dc (hé
fine-grade envelopes that fit the cards should be used an:

names of the person upon whom you are calling (without the
address) handwritten in ink on the front of the envelope.

Are these calls returned?

Yes. The official who does not do so is showing an utter lack ]:f
the correct procedure to follow. Today, two forms are followed d);
high-ranking officials when returning calls. One, to send Cal'h
by a chauffeur within a week; the other to mail cards to those W o
have called upon them. Both are correct. It is merely a gracious

acknowledgment that the courtesy of your call has been appre-
ciated.

What party calls are obligatory?

In years gone by a personal call (leaving of cards) was con-

sidered obligatory after being entertained at luncheon, dinner, of
any evening function, If possible to do so, this gracious custo.ﬂ;
should be followed today. This is particularly true when an officia
and his wife have been entertained by another official who out-
ranks him.

1f, due to circumstances, it is impossible to leave cards, what pro-
cedure should be followed?

If this is not possible, some expression of appreciation for the
hospitality should be forthcoming, A handwritten note, a gift of
flowers, or if one knows the hostess well, a telephoned expression
of thanks is sufficient. Never

completely ignore such an obligation.
It is extremely rude to do nothing,

What is considered the cquivalent of a call, or leaving of cards?
Am-nding a tea, an at home, afternoon reception, or cocktail

338



PROTOCOL — SOCIAL OFFICIAL CALLING PROCEDURES

party to which invitations have been issued, is considered the
equivalent of a call. If one has planned to make a first call or owes
a dinner call, to attend such a function cancels the debt. Never
leave a calling card when attending such a party.

PROTOCOL — COURTESY IN ARMED SERVICES

How do the Armed Services emphasize the importance of courtesy?

“Courtesy among military men is indispensable to discipline”
isa statement that is as old as the Armed Services themselves. Since
our Army was first founded more than two centuries ago ( followed
by the Navy and Air Force in later years), these wise words have
been the backbone of our military system. The word “courtesy”
has two meanings here. One: its usual meaning “consideration for
the other fellow”; the other: respect for authority invested in of-
ficers with regard to their relationship with one another and the
soldiers who follow their leadership. This does not mean servility
or bootlicking. Such approach is beneath the standards of conduct
followed in all services. It simply means that all men of the Armed
Services are expected to follow certain customs that have long
been established by usage. The actual way in which these customs
are performed may differ in each service, but the basic rule remains
the same—“without courtesy there can be no discipline.”

What does an officer do upon reporting for new duty?

The procedure followed in all the services is for him to report
to the adjutant or executive officer immediately upon his arrival.
He will be briefed on what is expected of him both officially and
socially.

Are there definite Tules of social procedure?

No. This is extremely variable. In former years each service had
its own rigid rules, which, while different in performance in each
service, were actually based more or less on the same principles.
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Today it depends entirely upon the comm-and.ing oﬂ:ic.er of 51!‘1i ::;:;Z
post, navy yard, or in the Pentagon. It is his decx.smn to ocice
what procedure is to be followed. Sometimes a fairly formal Lg
proach is taken, other times, much less is expec?ed. EXA?CP 1-1
‘When an officer reports for duty at the Pentagon in Wash'xr;gton
he may be instructed that he and his wife must pay a socia cat
at the home of his commanding officer. A certain day may be set,
or it may be left to the officer to decide when he slfould do LS;-
Usually this is done within a short time after his arrival and the
call should be made between the hours of four and six, preferably,
but not Decessarily, on a Sunday afternoon. On the other ham?, the
commanding officer may wish to forego the social call entirely.
The same sort of idea occurs on an army post or at navy yards. A.t
one eastern army post, issued orders are that all officers and their

wives call at the commandant’s home between four and six on the

last Sunday of every month. On another post, the commandant has

ordered that the call may be made on any Sunday between the
hours of five and seven.

Is anything special expected when making such a call?

On the initial call the officer always accompanies his wife. I:Ie
himself is used to observing rank and handles himself with dignity
and ease. It is the wife who must make every effort to be natural
and gracious. If nervous, she should try not to show it. The wife
of an officer must always remember that her actions are an ex-
tremely important part of her husband’s career. As the impression
you make means a great deal, it is wise to observe the formalities
of regular calling procedure. Make your visit short. Not more than

fifteen minutes, Let the commandant’s wife start the conversational
ball rolling and take it from there. The call is terminated by the
wife rising, immediately followed by her husband, and the good-
bys being said.

Are calling cards leftp

If an orderly greets you at the door with a card tray in his hand,
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place your cards upon it. If not, should there be a tray on a table
as you enter, put the cards in this as you pass by. If no tray, it
usually indicates that you are not expected to leave cards. (Always
be sure you have the cards with you—just in case.)

How does the wife of an officer “learn the ropes™

There is great loyalty between service wives. Each is anxious to
pass on what she has learned to the newcomer. Don't be bashful.
Ask questions even if the wife to whom you are talking has a
husband who outranks yours.

PROTOCOL — THE AMERICAN FLAG

Why should one follow certain rules in respect to the American
Flag?

Itis to be hoped that lack of knowledge, rather than disrespect,
is behind many people’s failure to observe the courtesies—known
as “Flag etiquette”—that are due this symbol of our great country.
Self-consciousness too, rather than disrespect or indifference, may
come into it. Americans, the general public that is, seem reluctant
to make a show of ceremony. It should be known that such an
attitude is completely wrong when it comes to the rigid observ-
ances that govern our manner of showing respect to our Flag. The

following rules should be adhered to at all times. Never deviate
from them,

What is required of the observer during the ceremonies of raising
or lowering the Flag?

If, for example, you are present at an Armed Force base, and
Pass at the time the sundown ritual of lowering the Flag is taking
place—if walking—stop immediately, face the Flag, and stand still

until the ceremony is over. If in a car—stop, get out, and do the
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same. A man should remove his hat, holding it over his heart. A
woman places her right hand over her heart. Members of the

Armed Services do not remove their hats if in uniform, They salute
while standing at rigid attention.

‘When the Flag is passing on parade or in review, what l:hen'.f
Spectators, if walking, should halt. If sitting, rise immediately,
Then follow the same show of respect as given above.

What observances are followed when displaying the Flag in front
of a residence?

1t should not be permitted to fly before dawn or after sundown.
When it is raised (briskly) or lowered (slowly), great care should
be taken to see that no part of it ever touches the ground.
‘What about placing it on a vehicle?

Never. It is completely wrong to tie a Flag on the radiator cap
or any place on an automobile. This also goes for bicycles.

May the flag be used for interior decoration?

Not for decoration as such. In some circumstances it is per-
missible to display it, however. Examere: At a patriotic meeting,
the Flag may be placed behind the speaker’s rostrum, flat against
the wall, with the stars at the left as you face it. Under no condi-
tions should the Flag ever be used as a decoration, such as draping
it on a table or in front of a rostrum. Bunting of red, white, and
blue may be used for purposes such as these, never the Flag itself.

‘What should be done when displaying our Flag with those of other
countries,

Since there are important differences, depending upon the
countries and the occasion, it is wise always to consult an official
handbook.

How is a worn Flag destroyed?

Always burn it privately. A Flag should never be desecrated by
throwing it in the trash,
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PROTOCOL — INVITATION TO THE WIITE HOUSE

What sbout an invitation to the White House?

Your invitation to the White House could come because of your
business or social prominence, because of your outstanding
achievements in some particular field, in recognition of your
political activities, through friendship, or through your member-
ship in an organization. You could be invited to a tea, 2 reception,
a luncheon or dinner, or an after-dinner musicale. Whatever the
reason, the arrival of the white card bearing the seal of the
United States and stating “The President and Mrs. Doe request
the pleasure of the company of . .  heralds a memorable and
exciting experience. And regardless of rank or worldliness it is
understandable that the recipient of a first-time bid to the White
House might be in somewhat of a tizzy over knowing how to do,
as well as to say, “the right thing.” Actually, there is little to worry
about. White House functions are conducted so smoothly, with
every detail worked out in advance, that even the person most
unversed in the social graces could hardly make an embarrassing
mistake.

What is the correct procedure upon receiving an invitation to the
White House? .

Invitations to luncheons or dinners must be answered immedi-
ately. Formerly these acknowledgments were delivered by hand
to the White House. Today, however, it is considered proper that
they be placed in the mail on the same day as that upon which the
invitation is received.

nEamnDER: An invitation to the White House is considered a
“command.” You should accept unless sickness, a death in the
family, or an unavoidable situation eccurs.
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Form for invitation acceptance (always handwritten):

Mr. and Mrs. John Francis Proper
have the honour to accept
the kind invitation of
The President and Mrs. Doe
to dinner
on Monday, November fourth
eight o'clock
The White House

Tnvitations to receptions, teas, musicales, and garden parties do
not require an answer, unless a response is requested.

How do you know what to wear?

Naturally, for a luncheon or daytime function the woman guest
would weara dressy suit or frock with hat and gloves; aman would
wear a dark business suit, never sports clothes. A White House
invitation to an evening function does not state “black tie” or
“white tie"—it is taken for granted that only formal evening attire

will be worn (except in certain cases such as a stag dinner when
“black tie” might be specified for men).

So far as women are concerned, what is the difference between
their attire for a White House dinner, reception, or evening
musicale?

Many women feel (and they are right) that a long or floor-
length gown is the only evening attire suitable for the White
House.

Young women sometimes prefer the ballerina length and wear it
regardless. There is no restriction on colors—simply choose the
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most becoming; black is least popular because it does not stand
out against the men’s dark clothing.

What about the glove situation?

This has become confused because so much has been scid about
it. If your dress is sleeveless, long (midway between elbow and
shoulder) white gloves of kid or doeskin are proper; if your long
gloves were designed as a part of your costume, in material and
color to complement your dress, wear them.

When do you take them off, and how (if the gloves are long)?

A bare handshake seems more cordial than a gloved one. How-
ever, in this one might follow the example of the First Lady, since
there is no positive rule. Either way is all right—keep them on;
or, if the gloves are short, remove the one from the right hand;
if the gloves are long, slip the right hand out of the wrist opening,
and tuck the glove inside for the handshake.

How do you handle long gloves at dinner?

If they'll come off without a struggle, remove them and place
them on your lap. If they're hard to get out of and hard to get
back on, keep them on your arms; tuck the hand part of ea’ch
glove into the wrist opening. Put the gloves back on after youve
had your coffee. If you're attending a reception, you may slip the
gloves off your hands and tuck them into the wrist opening while
you have refreshments.

What entrance do you go through when invited to the White
Housep
i 3

Your invitation will specify which entrance to use. For' a big
Party it will enclose a sticker for your €ar and a small admittance
card. If the White House has not offered to send a car for you and
if you haven't a chauffeured car, either your own or one rented
for the occasion, it's better to take 2 taxi. Upon arrival at the
White House, ask the doorman to have a taxi ready for you when
you leave, Since he can anticipate your departure time, this is

better than waiting till then to order a taxi yourself.
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PROTOCOL — SIGHT-SEEING AT THE WHITE HOUSE

Is there any formality, any special observances, that one nceds to
know about before making a regular White House tour?

Check in advance to learn what hours the White House is open
to sight-seers, and on what days and which entrance you may use.
This you can find out at any hotel or motel or tourist information
center, or by phoning the White House. If you carry a camerd,
you will be asked to check it at the door—visitors may not take
pictures inside the White House for the reason that it slows up
the sight-seeing procession and there is danger from broken flash
bulbs. Umbrellas must be checked. No smoking, naturally. Simply
join the group being shown through the White House, stay in line,
don’t be boisterous, don’t handle things. If you wish any informa-
tion, ask the guards,

‘What about clothes?

Shorts and slacks on women are definitely out of place in the
White House as well as in the Capitol of the United States; so
are shorts, loud-colored open-necked sports shirts or sweat shirts
on men. Men and boys should don suits, shirts, and ties for their
‘White House or Capitol tour; their hats should be removed, as
in any residence. Women do not necessarily need to wear hats and
gloves, but they should be modestly and neatly dressed. Careless

attire shows a complete lack of the fitness of
same time a definite disres

bolize our great heritage.

things and at the
pect when visiting the shrines that sym-
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Acceptances; see Acknowledgments
Accessories
gentleman, 191-194
at weddings, s6
Ackn.ow]edgmen!s, 217-219
anniversary invitations, 87, 88
formal invitations, 207-208
addressing envelope, 209
handwritten, 208
‘stationery, 208
informal invitations, 214, 217-219
folded card, 218
handwritten notes, 218
letters of condolence, 128
receipt of wedding gifts, 62-63
to reception invitations, 43
requesting, 207
stationery, 217

thank-you notes; see also Thank-you

notes
wedding invitations, 28, 89
wedding receptions, 43, 48
weekend visits, 235
wording, 218
Address on envelope
f:hildren, 123-124
important persons, 270-313
formal invitations, 207
wedding invitations, 32, 33-34
by hand, 34
mnerfenvelopes, 33
use of “and family,” 33-
Addressing i el
brothers, 124
diplomatic corps, 286-297

foreign representatives in the U.S.,

294-297
United Nations, 286-291
US. representatives 10
countries, 2092-293
347

foreign

doctors, deans, professors and law-
yers, 308-311

ecclesiastical dignitaries, 298-307
high officials, 270-283

Jadies and men, 165-166, 312-313
military personages, 284-283

sister, 124
Adoption

announcing the adoption of a baby,

a3
announcing engagement of adopted
daughter, 18
Afternoon teas, 240-42; S€€ Teas,
afterncon
Airplanes
traveling on, 135-136
tipping, 139
Ambassadors
addressing, 292-295
introducing, 292-295
American Flag
protocol, 341-342
how destroyed, 342
in front of residence, 342
on parade or in review, 342
placing on vehicle, 342
purpose of, 341
raising and lowering, 341-342
used for interior decoration, 342
with those of other countries, 342
Annapolis, week-ends at, 179-180
Anniversaries
formal functions, 84-85
ifts for, 84-85
informal parties, 84
invitations, 84-88
acknowledgments, 87,88
use of at-home card, 210
Announcements
birth, 95-93
P



engagement, 16-19; see also Engage-
ments, announcements
dding; see Wedding
ents
Apologies, 176
Appointments, making, 198
Appreciation, expressing
at time of departure from social
function, 232
Appreciation
calls to express, 118
notes of, 118; see also Thank-you
notes
verbal, 233
Axch of sabers, military weddings,

Armed Services
addressing members, 284-285
chaplains, go6-3oz
courtesy in, 339-341
officer reporting for new duty, 330
rules of social procedure, 339-340
protocol, 326
visiting cards, 333-334
wives, 334
“At Home” eards, 33, 208-210
annijversary celebrations, 84
enclosed with wedding announce-
ment, 52-33
paper and lettering, 209
use of, 208-210
Automobiles
being a courteous driver, 159-161
getting into, 182,18q

‘Bables

christenings, 94-96

showers, 93-94

visits to the mother of a new, 117
Bachelors

dinner, 23 65

entertaining by, 190

as host, 228.229

returning hospitality after attending

a party, 1po

Balls, formal, 264-265

invitations, 205

INDEX

Baptisms; see Christenings
Beauty shops, tipping, 138
Best man; see Weddings, best man
Births, 91-96; sec also Christenings
announcements, 91-93
adopted child, 93
engraved card, 91-g2
informal, 92-93
baby showers, 93-94
gifts for baby, 03
Bishops, addressing, 298-305
“Black tie” on invitations, 192, 207
Boutonniére, gentleman, 191-192
Bowing, 181
by gentleman, 188
by ladies, 181
Boys
addressing older men, 176
greeting and farewell ritual, 166
social behavior, 174176
stand when older person enters
room, 175-176
rules for dating, 174-176
visiting cards, 114
Bread-and-butter letters, 125-126
Breakfasts, wedding, 78-80
Bridal consultants, 55-56
Bridal showers
form of, 20
gifts, 20
Teturning if engagement is broken,
231

hostess, 20

invitations, 20 ‘

men at, 20
Bride; see Weddings, bride
Bridegroom; see Weddings, bride-

groom
Bridesmaids; see Weddings, brides-
maids
Brothers
address on envelope, 124
wedding invitations issued by, 39
Brunches, 211, 236-237
invitations to, 237
leave-taking, 237
serving, 236-37
Buffets, 210, 242-245
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anniversary parties, 84
cocktail parties and, 247
ff)rm:ﬂ balls, 263-265

liquid refreshments at, 244
menu, 243, 247

receptions, 251

scating gruests at, 245

serving desserts, 244

table settings, 242-243

types of, 243

wedding rehearsal partics, 71
wedding breakfasts, 78
Bus!m:ss cards, 199-200
gusg:ess suits, 194, 260
usiness  women \Vho use maidcn

name

signature, 131

BVlsit card, 113

usses, getting on and off, 182

Cabinet Members
addressing, 274-275
Pprotocol, 323-324
!‘?‘{V members rank, 323
Visiting cards, 331
CWWSS, 274-275
a‘ft‘:—cmﬁng ritual, 79-80
C’;‘]‘Etﬁr}' weddings, 77
Callsng cards; see Cards, visiting
, social, 110-122
of appreciation, after dinner or
luncheon, 118
condolence, g8, 101, 117
“P::Sheads of Diplomatic Corps,
}}:‘5 parents call on hers, 15, 117
10\1{5 for, 119
eaving cards, 117-122, 336
on card tray, 119
number to leave, 118-119
turning down the corners 121-122
Wlfen 10 one is at home, 120
wife leaves husband’s card, 118,
337
on new neighbors, 118
g‘masmns that require,
y officials, 336
gl’ocedure for, 119

118, 336

returning the call, 120
telephoning first, 121
visits not considered, 117-118
in Washington, 335-339
Candles, use of, 239, 257
Cancellation of wedding, 81-82
Canvas runner, church weddings, 68
Card tables, for guests at buffets, 245
Cardinals, addressing, 298-299
Cards
“At Home,” 33, 52-53 84, 208-210
business, 199-200
credit, 230
enclosed with wedding gift, 90
escort, 252-253
folded, 216, 218
to acknowledge invitations, 218
for informal invitations, 216
formal dinners, 252-253
“informal,” 115-116
place,; see Place cards
Post Office ruling concerning mailing
of small, 214
reception, 33, 46
visiting, 110-122
abbreviations handwritten on, 121-
122
to accompany gifts and flowers, 116
address in lower corner, 112
Armed services, 333-331, 340-341
boys, 114
divorcees, 113
engraved, 111
folded on folded-over card, 115-116
govemment officials, 327-341
afternoon for leaving of cards, 337
cards not left in envelopes, 337
expression of appreciation, 338
how cards are presented, 337
leaving cards by, 336 \
left by wife, 337
mailing cards, 337
“Mr. & Mrs.,” cards, 337
number of cards to leave, 337
proper time to leave, 336
returning calls, 338

history of, 110
initials not used, 111-112



invitations written on, 116, 214-215
left when paying visit, 118-119
lettering, 111
managing without, 116-117
man’s card, 114-115
married couples, 115-116
married woman, 112
married woman who uses maiden
name in business, 113
messages written on, 115-116
“Mr. and Mrs.” 115, 215
name in full used, 111
number left when paying social
calls, 118-119
President, 327-329
Senator, 332
size, paper and ink for, 111
titles on, 112
turning down corners of, 121-122
unmarried woman uses “Miss,” 114
used for formal or informal calls,
117-122
use of “junior” and roman numer-
als, 112-113, 114-115
Caterers, for weddings, 23-24, 26, 28
Celebrity, entertaining, 224; see also
guests, of honor
Centerpiece
buffet table, 243
formal dinners, 257
wedding breakfasts, 253
Champagne, serving, 249
Chaperones, 172-173, 179
introducing oneself to, 172
Chaplains, Armed Services, 306-307
Chief Justice of the United States,
321-322
addressing, 270-271
wife, 270-271
visiting cards, 330
Children, 165-170
acting as host, 166-167
addressing gift or Jetters to, 123
addressing ladies and men, 163
answering the doorbell and tele-
phone, 168-169
at church, 162, 168
gifts for, 235

INDEX

punishing, 169-170
respecting rights of others, 167
rituals of greeting and farewell, 166~

167
rules of social behavior, 167-169
standing to greet guests, 166
table manners, 169-170
taking part in conversation,
teaching a child courtesy,
visiting with, 168
at weddings, 25, 34
China, table settings, 144-145
Christenings, 94-06
age at which christening takes places

165, 167
165-166

94
clergyman, g4-06
entertaining afterwards, 96
gifts, 94, 96
godparents, g4
invitations to, O
procedure for church service, 95
Christmas, cards, 129-130
Church 6
appropriate clothing, 162
fgllowpthe usher to your seat, 161
latecomers, 161-162
rules of courtesy to be observed,
181162
taking children, 162, 168
Clergyman
christenings, 95-96
fee for weddings, 66
funerals, o7
donation given to, 100
visiting cards, 115
Clothes and clothing
for “coffee,” 238
formal balls, 264
formal dinners, 25
formal invitations indicate type to be
worn, 207
funerals, 100-102
gentlemen, 190-194
“black tie,” 192, zo7
business suit, 104
cutaways, 193-194
for formal dinners, 259
full evening dress, 190-101

350



INDEX

for ?(Pcm functions, 193
semi-formal evening wes -
o ning wear, 192-193,
tuxedo (dinner coat}), 192
white dinner coat, 192-193
white mess jacket, 193
white tie,” 191, 259
:mnll dances, 265
een-agers, 173-1
weddiggs 7T
best man, 64-65, 77
bride, 54-56
formal cvening, 55-56, 186
\r.xformal, 56-57
brfdegroom, 64-65, 186
bridesmaids, 59
daytime, 57, 186
evening, 57, 186
father of the bride, 22
formal evening
:qde, 53-56, 186
ridegroom and ushers, 64, 186
gloves, 59
informal,
of bride, 56-57
Oflbridegroom, 64
maid of honor, 59
matron of honor, 59
men should dress alike, 65
military, 77
mothers of the bride and groom, 57
second marriages; 57
W:mf:;, 184-186
wvoid overdressing, 18:
at business, 197 & 1
gfiyﬁme weddings, 186
inner dress, 185
evening wedding, 186
for formal dinners, 259
§0rma1 evening gowns, 185-186
fOl'mal evening _wedding
our to eight o'clock, 185
gloves, 184-185
!lats, 184
if invited before four o'clock, 185
from six on (formal), 185-186
from six on (informnl). 185
35;’-‘0m at clubs, 203-204

worn at debuts, 268
Clubs, 200-204
appropriate clothing, 203-204
being a patron of an affair, 201
being invited to join, 200-201
borrowing,_club privileges, 204
“dont’s” of club membership, 203
duties of members, 202-203
uests, 202, 204
Jeadership of, 201
lending the use of your name, 201
paying bills promptly, 203
receiving line, 202
signing visitors book, 204
tipping, 204
ways to become active in, 201
wedding ceremony held at, 47-48
Coats, gentlemen wear suit coats in
public, 188
Cocktail parties, 210, 245248
buffet served at, 210, 247
expressions of appreciation, 233
first course served with, 262
food served at, 244-247
given by bachelors, 190
Tours for, 246
invitations, 245-246
liquor requirements, 247
music, 24
receiving line, 247
receptions, 2486, 250-251
before semi-formal dinners, 260
timing departure, 232, 248
Coffee
demi-tasse, 145
informal dinners, 263
semi-formal dinner, 262
served at afternoon teas, 241
served at buffets, 244
serving, 145
«Coffees,” 237-238
clothes worn at, 238
invitations, 237-238

serving, 237
Colleges, weekends at West Point,

Annapolis, 179-180
Complimentary close,
sons, 220-313

211, 262

important per-



invitations written on, 116, 214-215
left when paying visit, 118-119
lettering, 111
managing without, 116-117
man’s card, 114-115
married couples, 115-116
married woman, 112
married woman who uses maiden
name in business, 113
messages written on, 115-116
“Mr. and Mrs.” 115, 215
name in full used, 112
number left when paying social
calls, 118-119
President, 327-329
Senator, 332
size, paper and ink for, 111
titles on, 112
turning down corners of, 121-122
unmarried woman uses “Miss,” 114
used for formal or informal calls,
117-122
use of “junior” and roman numer-~
als, 112-113, 114-115
Caterers, for weddings, 23-24, 26, 28
Celebrity, entertaining, 224; see also
guests, of honor
Centerpiece
buffet table, 243
formal dinners, 257
wedding breakfasts, 25
Champagne, serving, 240
Chaperones, 172-173, 179
introducing oneself to, 172
Chaplains, Armed Services, 306-307

321-322

INDEX

punishing, 169-170
Tespecting tights of others, 167
rituals of greeting and farewell, 166-

167
rules of social behavior, 167-169
standing to greet guests, 166
table manners, 169-170
taking part in conversation, 165, 167
teaching a child courtesy, 165-168
visiting with, 168
at weddings, 25, 34
China, table settings, 144-143
Christenings, 94-06
age at which christening takes place,

o4

clergyman, 94-96

entertaining afterwards, 96
gifts, 04, 96

godparents, 94

invitations to, g5

procedure for church service, 95
Christmas, cards, 129-130
Church . 6
appropriate clothing, 162
fglll)owp the usher to your seat, 161
latecomers, 161-162

rules of courtesy to be observed:
161-162

taking children, 162, 168

Clergyman

christenings, 95-98
fee for weddings, 66
funerals, 97

donation given to, 100
visiting cards, 115

Chief Justice of the United States, Clothes and clothing

addressing, 270-271
wife, 270-271
visiting cards, 330
Cl\ildn:%l. 165-170
acting as host, 166-167
addressing gift or letters to, 123
addressing ladies and men, 165
answeting the doorbell and tele-
phone, 168-16g
at church, 162, 168
gifts for, 235

for “coffee,” 238

formal balls, 264

formal dinners, 259

formal fnvitations indicate type to be

worn, 207

funerals, 100-102
gentlemen, 190-104

“black tie,” 19z, 207
‘business suit, 194
cutaways, 193-184

for formal dinners, 259
full evening dress, 190-201
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INDEX

for afficial functions, 193
scn&[-fomm\ cvening wear, 193-193
260 '
tuxedo (dinner coat), 192
white dinner coat, 3192-193
:vhkc mess jacket, 103
‘white tie,” 191, 250
slmall dances, 265
een-agers, 173+1
“Eddings 7T
cst man, 64-6
bride, 54.58 7
formal evening, 55-56, 186
bh.xfurmal, 56-57
br{degmom, 64-65, 186
ridesmaids, 59
daytime, 57, 186
evening, 57, 186
§aﬁ|er of the bride, 22
"l’“f‘“l evening
btg«(llc, 55-56, 186
1l'l egroom and ushers, 64, 186
gloves, g9
informal,
of bride, 56-57
of.bridegroom, 64
maid of honor, 59
matron of honor, 59
men should dress alike, 65
military, 77
mothers of the bride and groom, 57
wecond marriages, 57
omen, 184-186
avoid overdressing, 184
:(ilt b\llsiness, 197
di.iyhme weddings, 186
inner dress, 185
;tvemng wedding, 186
for formal dinners, 259
fm'mal evening gowns, 185-186
farmal cvening wedding, 186
our to eight o'clock, 185
gloves, 184-185
!mu, 184
lff invited before four o’clock, 185
imm six on (formal), 185-180
rom six on (informal), 185

Wi
351 om at clubs, 203-204

worn at debuts, 268
Clubs, 200-204

appropriate clothing, 203-204

being o patron of an affair, 201

being invited to join, 200-201

borrowing_club privileges, 204

«dont’s” of club membership, 203

dutics of members, 202-203

uests, 202, 204

Teadership of, 201

lending, tll,m use of your name, 201

paying bills promptly, 203

receiving line, 202

signing visitors book, 204

tipping, 204

ways to become active in, 201
wedding ceremony held at, 47-48
Coats, gentlemen wear suit coats in

ublic, 188

Cocktail parties, 210, 245248

buffet served at, 210, 247

expressions of appreciation, 233

first course served with, 262

food served at, 244-247

given by bachelors, 190

hours for, 246

invitations, 245—246

liquor requirements, 247

music, 248

receiving line, 247

receptions 246, 250-251

before semi-formal dinners, 260

timing departure 232, 248
Coffee

demi-tasse,

informal dinners,
rmal dinneT
t afternoon teas, 241
served at buffets, 244

invitations, 237-238

serving, 237 R
Colleges, weekends at West Point,
A

nnapolis, 179-180
Complimentary close,
sons, 220-313

important per-



INDEX
Condolence
calls to express, g8, 101, 117
letters of, 126-128
ncknowledging, 128
addressing, 126
examples, 127-128

widow, 131 23
tionery, 122-1 X -
s::\me, :}:i’dress or initials on,
stationery; see Stahon?rrﬁank‘yo“
thank-you notes; §¢¢

notes
Congratulations Corsages
bride and bridegroom, g1 for bride, 23

. orm, 23
engaged couple, 19 mothers of the bride and g7
onsul generals,

e L 178
addressing, 292-933 boy's responsibility, 375
Ccmversation, 108-110

Courtesy . -341
avoid using “1” 176 in Armed SerVJCes,1 339-3
definition of 5 bore, 109 importance of, 145--165
faults, to avoid, 109-110 teaching a child, lf 3230
formal dinners, 259 Credit cards, use of,
guide to good, 108-10g, 176 Cutaways, 193-194
(;aespondence
address on envelg e, list of proper 2
formsn270-313 P prop! Dances, 177-178, 264'—55561100”53“ !
bread—and-butter letters, 125-126 accommodations, when
business, 130 distance, 178 265
complimentary close, fist of, 270-313 formal ball, 205, 26",’,‘ 43
anduwritten notes, clothing worn at, 2!
x.lclmuwledgments, 219 time of, 264
informal j

nvitations, 217, 219 invitations, zo5, 265
Sent after dinner invitati

d on, 233 music, 264
Intormals,” 115-116 ’ receiv’iug line, 264 6

with Impaortant persons, proper refreshments, 264-265
orms, 270-313

school, 177-178
by mother of map to fiancée, 15 subseription, 177378
notes of tPpreciation, after dinner tea dances, as2
‘nr luncheon, 118, 235
saluta

wedding breakfasts, 79 ets,
tions, list of correct, 270-313  when n?;irl pays for the tick
’ el rules for girls, 170-172
nddrcssmg brothers and sisters, 124 rules for boys, 174-175
8ddressin children, 123-124 Death; see also Funerals o, 117
g:?d.nn 4 ters, 125-126  calls to express condolences
12; and address op top of page, Debuts, 265-268

178

add,

; 67
ifts for young lady, 2!
E&ttlng cards, 129-130 gcwns w):;m at, 26!
“ﬂr:l:gd) ;vndolence, 126128 guest list, 266
dhorsi ?3‘31 Invitations, 209-210
marred v,

receiving line, 267
arriay o0 131 [Stag list,” 267-268
by uses malden Dentists, visiting cards,
siness, 1 Departures
avoid lingering. 233

s o
M Woman, 14y before guest of honor, 23% i



INDEX

brunches, 237
expressing appreciation
i 232

Erom receptions, 251-25’2 ®

‘sta.y laters,” 227-228
?mmg. 232
D;om wedding receptions, 91
) ans, addressing, 308-311
esserts, 144

?rtxf buffets, 244

informal din
Dngnimies ners, 262, 263
addressing, 2

2 , 270-31
I;!_\troduc’tions. 1036 s

nner jackets, 260

nners

expressi -
XI; ions of appreciation for, 118,

fomal, 25759
20 othes worn to, 259
q nversation, 259
e:{imuon, 257
ering the dini
gasswoe 258mmg room, 253
iz:s of honor, 253-254, 256
g who are late, 259
Ostess, o253 ’
Served last, 259
ll;lvxtations, 205
aving th
menu,g25 g table, 259
g:::‘,“iﬂg, 257-258
in
:eWa ‘isflr;;xégements, 252-256
.,:a“l’:fe plates, 257,258
table iagram,” 253
use Ofe;hﬂg. 257, 258-250
25nas ;cort card and envelopes,
Orma]
Coﬂee, ,22;1, 260-264
essert, 263

ISt o
262 urse served with cock\taﬂs,

hos

m:i‘eSS does the serving, 262-263

ph‘:ezofl;rse. 262-263

264 lled in the kitchen, 263-
asy

menu, 262-263
serve right side of table first, 263
semi-formal, 211, 260-264
clothing worn to, 260
cocktails before, 260
courses, 260
descriptions of, 261-264
est of honor, 261
seating nm\ngements, 261
serving, 261-262
table settings, 260-261
timing departure, 232, 259
unmarried woman should have an
escort, 229
Diplomatic Corps
addressing and introducing,
pxotocol, 326
social calls upon
Divorced parents,
ments at weddings,
Divorcees
addressing, 31231
announcements of
50, 52
proper form of name,
signatures, 131
visiting card, 113
wedding invitations
issued by, 87-38, 52
to second marriage, 49-50
Doctors
addressing, 308-311
calling cards, 115 116
Double weddings, 31-32
Dresses; 3€€ Clothes
Drinks and drinking
brunches, 236
buffets, 244
at christenings, 96
cocktail ya.rties, 247
liqueurs, 145
serving at 2 partys 226
soft drinks, 244
when a guest,
wine, 248-250
Driving, courtesy while, 159-161

286-297

heads of, 336
seating arrange-
65-69

3

remarriage, 49°

50, 113

234-235



Eating, 153-154
table manners; see Table manners
Elevators
gentlernan may keep his hat on, 187
getting on and off, 182, 189
Elopements
informing, friends and relatives, 81
wedding anpouncements, 5t, 81
Engapements, 15-21
announcements, 15-18
adopted daughter, 18
calls or notes to friends, 15
form of, 16-17
made by parents or relatives of
girl, 16
in newspapers, 16, 18
procedure to follow, 16-17
timing, 16
when parents are deceased, 17
when parents are divorced, 17-18
when patents are separated, but
7ot divoreed, 17
when a widow remarries, 18
bridal showers, 20; see also Bridal
showers
broken, 21
returning gifts, 21
duties of parents, 15
gifts, 1g, 20, 21
long, 16
obligations of couple, 15
obtaining permission from fancée's
father, 15
parties, 18-19
breaking news to guests, 19
congratulating the couple, 19
invitations, 19

ring, 16
Engraved forms
knowledg of expressions of
sympathy, 99
anniversary invitations, 83, 87-88
at-home cards, 20g-210

birth announcements, 91-92, g3
calling cards, 3s, 112

cancelled wedding plans, 84
engagement announcements, 16
formal invitations, 205

INDEX

gift acknowledgment card, 62-63

lettering, 32

notices of postponed weddings, 82-
8.

3
reception cards, 42-43
small tissue not removed, 34
visiting cards, 111
wedding invitations
ordering, 32
paper, 32
style of lettering, 32
Entertaining, 205-268
acknowledgments, 217-219
afternoon teas, 240-42
at-home cards, 208-210
by bachelor, 190
brunches and “coffees”
buffets, 242-245
cocktail pasties and buffets, 245-248
debuts, 265-268
formal ball versus small dance, 264~
265
formal invitations, 205-209
guests, 231-36
hosts, 222-231
luncheons, 238-40
postponing a party date, 220-221
recalling an invitation, 221-22
receptions, 250-252
refreshments, 223
reminders, 21g-220
semi-formal and informal dinners,
260-264
) 1and inf
210-17
table seating, 252-56
wine, 248-250
Envelopes
address on
letters sent to children, 123-124
letters sent to important persons,
270-313
Ietters sent to whole family, 130
escort cards, 252-253
wedding invitations, 32-34
Escort cards, formal dinners, 252-253
Evening get-togethers, 211
expressions of appreciation, 233




INDEX

Evening receptions, 251
Excuse me,” 165-166

Finger bowl and doily, 144, 151, 153,
262
Flag etiquette, 341
Flower girls, 58, 60
Flowers
afternoon teas, 242
Funerals, 102
as gifts, 116
informals” sent with, 116
sent to debutante, 267
sent to hostess, 233
weddings; see Weddings, flowers
Food; see also Refreshments
finger,” 247
hostess never apologizes for, 226
serving, 261-262
from the left, 261
Forks, 146-147, 151
table settings, 152-153
teaching proper use of, 149-150, 151
Formal balls: see Dances
Formal dinners;; see Dinners, formal
Formal invitations; see Invitations,
formal
Funerals, g6-104
church service, 103
condolence calls, g8, 99
leaving calling card, 101
consulting with clergyman, 97
death notice sent to newspapers, 97
€xpenses, 100
flowers, 97, 102
“please omit flowers,” 102
or streamers placed on front door,
98
fricnds and acquaintances at, 101+
103
clothing should be somber, 102
funeral director, 97,
held at home, 103
Internment services, 104
Yetters of condolence: 126-128
memorial services. 99
mourning, 100-103
355

black clothes worn by family, 100
period of, 101
social activities curtailed, 101
notes of appreciation, 97
engraved, 99
handwritten, 9g-100
stationery, 100
pallbearers, selecting, 98
person in charge, 96-68
private, 101-102
pmcession of cars to the cemetery,
104
seating arrangements, 103
sending a donation to 2
charity, 102
visitors’ book, 101
who may attend, 97-98

specified

Gentlemen

clothes, 190-194
business suit, 194, 260
cutaways, 193-194
full evening dress, 190-161
semi-formal evening wear, 192-93
white dinner coat, 192-193
white mess jacket, 193
“white tie,” 191

at debuts, 267-268

definition, 187

entertaining friends, 190

escorting lad

4
into automobile, 182, 189
into elevators, 182, 189
through receiving line, 231
to restaurants, 183, 189-190
on stairways, 182, 187
on the street, 181-182, 188-189
lady to theater, 190

financial obligations, when a guest,

190
lifting the hat, 187
keeping gloves on when greeting 8

lady, 187-188

social behavior, 186-104

wear suit coat in public, 187

when to stand or not to stand, 1563
Gifts



anniversary celebrations, 84, 83
bon voyage, 133

bridal showers, 20, 21

calling cards to accompany, 116
for children, 2335

christenings, 96

for debutante, 267

engaged couples, 18, 19

for hostess, 235

“informals” sent with, 116
wedding; see Weddings, gifts
Girls; see also Teen-agers

calling cards, 114
Glassware

formal dinners, 258

table settings, 144-145

wineglasses, 248-249

Gloves

for evening wear, 185-186

formal balls, 265

gentlemen, 191-192

when greeting a lady, 187-188
mothers of bride and brid

INDEX

employer and employees, 105-198
gentleman lifts his hat, 187 o
gloves when shaking hands, 187-1.
guests, 224, 225, zgzﬁ ss2
expressing appreciation,
ha,;pdshakeg, )2)8, 166
host, 224, 223, 230, 231
rituals of, 166-167
teaching children, 169
Guest list
debuts, 266 .
group should be congenial, 223
weddings, 24, 27-28
Guests, 231-36
argumentative, 227
avoid being late, 233, 259
avoid controversial subjects, 227,
233-234
at clubs, 202, 204
first duty of, 231
departure of, 225, 232-233
drinking by, 226, 23@4235

g , 57
in a receiving line, 184-185
removed when eating or drinking,
184, 186
wedding attendants, g6, 57,59
worn at White House, 345
‘womn by bride, 56
Godparents, duties and obligations of,
94-95
Government officials
addressing, 270-283
introducing, 270-283
Governors of the states, 280-281
Grapefruit, correct way

of eating,
Greek Archbishop, N

addressing, 306-

307
Greeting cards
addressing employer if married, 130
addressing cnvelope sent to whole
family, 130

names printed or d, 12g-130

P pp 232, 233
236
thank-you notes, 236
formal dinners, 253-256, 259
“gate crashers,” 234
greeting hostess, 224, 231
of honer
cocktail parties, 247
formal dinners, 253-256
leaving party before, 232
responsibility of, 232
semi-formal dinners, 261 3
sending expressions of apprecia
tion, 233
List of suggesions for, 233-234, 235
making outside plans, 236
overnight, 228, 235-236
hosts “accept offers of help from,
228, 235
in receiving line, 231

for persons mcen{lynbere
selecting, 129
signing, 129, 130
Greetings and farewells; see also
Departures

aved, 129

P 250-251
“stay laters,” 227-228 .
taking uninvited visitors to party,

234 .

telephone before paying an informa
call, 234

> 356



INDEX

telephone calls made by, 235-236
wedding, 8g-91
week end visits, 235-236
gift for hostess, 235
role of guest, 235
thank-you note, 236
tipping servants, 236
who linger too long at cocktail
parties, 248
who tell off-color stories, 227
Gum, chewing, 197

Handshakes, introductions and, 108,
166
Hats
gentlemen, 191-192
lifts hat when greeting ladies, 187
women, occasions requiring, 184
worn at weddings, 56
High officials, addressing, 270-183
Honeymoon, preparing to start on, 80
Honor guests of; see Guests, of honor
Hors d’oeuvres, 260
Hostess
afternoon teas, 241-242
asking permission to bring extra
guest, 234
when bachelor entertains, 229
cocktail parties, 247
entertaining in public, 230-231
formal dinners, 253
served last, 259
gifts for, 235
how not to be harried, 226
receptions, 250
\lflman'ied woman, 229-230
in a hotel or night club, 229-230
Hosts, 222-231
asking close friends to help, 224
achelors as, 228-229
c;:‘lebrity among guests, 224
ing type of i
m;:kmil_parties, 247
entertaining in public, 230-231
firest obllgu(gion (x:f, 222 8=

formal dinners, 2.
357 3

t, 223

greetings and farewells, 225, 224,
230, 231
guest list, 223
guests and, 226-277
liquid refreshments, 226
overnight (or longer) guests, 228
accepting help from, 228
arrival and departure of, 228
planning entertainment for, 228
planning ahead, 223
receiving line, 224-225
receptions, 250
use of credit card, 230
wine first served to, 250
Hotel
entertaining at, 229
by unmarried woman, 229-230
tipping, 136-138
wedding ceremony held at,
women wear hats, 184
House of Represematives, members
of addressing, 276-277
protocol, 325
rank, 325
visiting cards, 332
Husbands, introducing wife, 106

47-48

“Informals” cards, 115-116
Informal dinners; see Dinners, semi~
formal and informal
Informal functions, invitations,
210-17
types of, 211
Tnitials, on silver or linen, go
Introductions
acknowledging, 108
government officials, 270-283
greeting an acquaintance, 107
important dignitaries, 270-313
introducing husband or wife, 106
introducing men, 105-106
introducing one woman to another,
105-106
unmarried presented
105-106
younger presented to older,

to marmied,

105



introducing oneself at a party, 208

introducing woman to man, 206

members of the family, 106

name to be mentioned first, 205

personal touch added to, 107

phrases in good taste, 105, 108

presenting one person to a group,
107

presenting young friends to parents,

6

104
relatives, 106
two people who may know each
other, 107
what to say when introduced, 108
when the name has been forgotten,
107-108
when to stand, 108
women, 181
Invitations
acknowledgments; see Acknowledg-
ment
addressing important personages,
270-313
to anniversary celebrations, 84, 85,
87-88
to balls, 2635
to bridal showers, 20
to brunches, 237
ta christenings, g5
to cocktail parties, 245-246, 247
to “coffees,” 237-238
to engagement announcement par-
ties, 19
formal, 205-209
address in lower-left hand corner,
207
at-home cards, 208-210
engraved not printed, 205
every word spelled out, 206
examples of, 206
issued in the third person, zog
lettering, 205-206
monogram not used, 205
paper, size and kind of, 205
recalling, 221-222
replying to, 207-208
addressing envelope, 208
‘handwritten, 208

INDEX
requesting an acknowledgment,

207
“white tie” or “black tie” on, 207
funerals, private, 98
informal, 205, 210-217
acknowledgments, 217-19
“f1} in invitation,” 212-213
folded or fold-over card, 216
handwritten note, 217
party given “in honor of,” 212
printed or plain stationery, 211
replying to, 2141
requesting a reply, 212
use of hrgge single card, 215
visiting card used for, 214-215
wording, 212
postponing 2 party date, 220-221
recalling, 221-222
reminders, 21g-220
semi-formal, 2086, 210-217, 222
teen-age party, 173
weddi%g.Pzg-go; see also Weddings,
invitations
to the White House, 343-345

Jewelry for gentlemen, 191-192

Jewish funerals, 102

Jewish Rabbis, addressing, 306-307

Jewish wedding, invitation to, 37

Judges, addressing, 282-283

“Junior” and roman numerals, use
of, 112-115

Knives and forks
table manners, 147, 149-153
table settings, 152-153
teaching proper use of, 149-151

Ladies; sec Women

Lawyers, addressing, 308-311

Leave-taking; see Departures
Lemon, correct way of squeezing, 349
Lettering, engraved invitations,

2,

358
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Letters; sce Correspondence
Lettuce, cutting at table, 147
Luncheons, 238-40

at home, 239-240

buffet style, 239

formal, invitations, 203

menu, 238-239

social calls or notes of appreciation

after, 118

table settings, 239

timing departure, 232, 240

women’s hat and gloves, 239-240

Maiden name, use of, by married
business woman, 113, 131
Maid of honor; sec Weddings, maid
of honor
Make-up, 56, 174
Marriage license, 23
Married couples, calling cards, 115-
116, 215
Married women; se¢ Women, married
Matron of honor; sce Weddings,
matron of honor
Mayor of a city, addressing, 282-283
Men: see also Gentlemen
addressing, 312-313
at bridal showers, 20
escorting women, 181-182
lx_xtxuductions, 1053-106
signatures, 131
stationery for, 123
use of “junior” and roman numerals,
114115
Visiting cards, 114-113
Menus; see Refreshments
Messages, on calling cards, 116
l\.lessxs,” use of, 124
Military weddings, 76-77
Ministers of a foreign power
addressing, 294-205
rank of, 522
Ministers to a foreign power, ad-
w .dressing, 202-203
“Miss,” use of, on calling cards, 114
“Messrs." use of, 124
“Mr.” use of, on calling cards, 114
35;& and Mrs.,” joint calling card,

115-116, 215

Monogram, silver or linen wedding
gifts, go

Mormon Bishop, addressing, 304+

305
Music, cocktail parties, 248
formal dances, 264
weddings, 24, 68, 70

Names
on calling cards, 111-115
widows, 112
divorcees, 113
Maiden name used by married busi-
ness women, 113, 131
on place cards, 270-313
use of “junior” and roman numer-
als, 112-113, 114-115
use of “senior,” 112
Napkins, 145, 241
formal dinners, 257
table manners, 154
table settings, 152-153
Neighbors, new
calling on, 118
“coffees” to introduce, 237-238
Newspapers
birth announcements, 91, 93
. £

gag! 16-17

notice of cancellation of wedding

not sent to, 82

obituary notices, 97, 99

release date, 16, 52-53

sending photographs to, 16, 26, 54

society editor, contacting, 53

wedding announcements, 53-54
Nightclubs

entertaining at, 229

pmcedure on entering, 183

tipping, 136-137

when a gentleman is a guest, 190
Notes, see Correspondence
Nuptial Mass, invitations to, 36
Offce manners, 194-199

list of bad, 196-197
recepﬁonis!, 197-198



rules for the boss, 195106
rules for employees, 196-197
secretaries, 196-199
telephone operators, 198-109
Officials

addressing, 270-283

clothing of, 293
Oysters, eating, 147

Pages, at weddings, 58, 6o
Pallbearers, honorary, 98
Parties
‘bridal showers; see Bridal showers
cocktail; see Cocktail parties
debut, 265-268; see also Debuts
dinner; sce Dinners
engagement anouncement, 18-19
formal balls and small dances, 264~
283
informal, 210-211
timing departure, 232
wedding rehearsal, 70-71
Patrons, of charitable affairs, 201
Pets, 163

Photographs, accompanying news-

INDEX

line of succession, 320-321

protocol, 320

visiting cards, 327-329

wife of, 270-271
Professors, addressing, 3o8-311
Protestant religion, addressing bish-

ops and ministers, 300-303

Protocol, 315-346

American Flag, 341-342

Armed Services, 326

courtesy, 339-341

cabinet, 323-324

defined, 315

Diplomatic Corps, 327 ,

House of Representatives, 325

how ranks are determined, 515-318

invitation to the White House, 343-

345
must follow, 316-317
President, line of succession, 320
Senate, 324-325
sight-seeing at White House, 346
social calling procedures, 335-339
Speaker of House of Rerpesenta-

tives, 322
paper 16, 26, 54 § Court, 321
Physicians fHcial table of pr 37

addressing, 3o8-311
visiting cards, 115
Place cards
correct form of name, 270-313
formal dinner, 257
semi-formal dinners, 261
Place settings; see Table settings
Plates
bread-and-butter, 144, 152, 239
dessert, 151
service, 144, 257, 258, 261
warm dinner, 261, 262
Poise, acquiring, 176, zo1
Postponing a party date, 220-221
Powder room, leaving table in res-
taurant to go to, 183
Prayer book, cartied by bride, 57
Precedence, unofficial table of, gi7-

320
President of the United States
addressing and introducing, 270-271

320
Vice-President, g20-321
widows of former officials, 316
wives of an official, 316
Public conveyances, escorting lady
into, 189

Radio, etiquette in using, 163
Railroads

tipping parters, 130

traveling on, 134-135 .
Rank, list of “who outranks whom,

317-320

Recelving line

cocktail parties, 247

debuts, 261

formal balls, 264

fasts until all guests arrive, 225

number in, 225

order of, 225

party given “in honor of,” 202

360
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procedure for guest, 231
at receptions, 251
wedding receptions, 78
when party is held in a hotel or
club, 224-225
woman precedes man through, 231
Reception cards B
enclosed with wedding invitation,
home weddings, 45-46
wording, 42-43
Receptionist, office manners, 197-198
Receptions, 250-252
buftets, 251
to celebrate anniversaries, 84, 85
cocktail parties, 246
evening, 251
expressions of appreciation, 233
food served, at, 251 ’
form and purpose of, 250-251
guests at, 250-252
host, 250
invitations, 33, 42-43, 45-46, 20
kinds of, 251 4 5
recelving line, 251
semi-formal, 211
tea dance differs from, 252
time for, 250
hmmg departure from, 251-252
R\veddmg; see Wedding, receptions
efreshments; see also Food
;ppeti;ers, 260
Tunches, 236-37
christenings, o6
Socktail parties, 246-247
coffee,” 237
formal ball, 264-265
formal dinners, 262-263
informal dinners, 262-263
luncheons, 238-239
pl:mning, 223
receptions, 251
semi-formal dinners, 260-264
teas, 243
Regrets; see also Acknowledgements
i?a‘ linvitations, 208
ormal invitations, 218
RWedding receptions, 4:

3
a6 lchcarsa]‘s, wedding; see Weddings,

33

rehearsals
Relatives
introducing, 106
wedding invitations issued by, 40
Reminders, to invitations, 219-220
Replying to invitations, 207, 212-213,
see also Acknowledgements
Representative of the US., address-
ing, 276-277
protocol, 325
wives of, 276-277, 325
RS.V.P. use of
formal invitations, 207
jnformal invitations, 212-213
to cocktails, 246, 247
wedding invitations, 42-46
Restaurants
escorting lady to, 183, 189-190
going to powder room, 183
ordering meals, 133
procedure on entering, 183
tipping, 136-137
when a gentleman is a guest, 190
woman gives order to escort, 183
women wear hats, 184
Rings
bearers, 58, 60
engagement, 16
wedding, 22
Roman Catholic religion
addressing dignitaries, 208-209
Roman Catholic
priests and sisters, 298-209
weddings, 36
Roman numerals, use of
and, 112, 115

“Junior,”

Salads, serving, 267
Salt and pepper shakers, 144, 258-259
Salutations, important persons, 270
313
Seating arrangements
cocktail parties, 245
dinner given by single woman, 229-
230
formal dinners, 252-256
funerals, 103
semi-formal dinners, 261



wedding brealdasts, 78-79
Secretaries
office manners, 196-199
professional social, 266-267
telephone manners, 199
Semi-formal dinners see Dinners,
semi-formal
Senators
addressing, 276-277
wives, 276-277
protocol, 324-325
rank, 324
visiting cards, 331
wives of, 276-277, 324-325
“Senior,” use of, visiting cards, 112
Servants
buffets, 243
formal dinners, 258
semi-formal dinners, 260-261
tipping, 236
Serving food
semi-formal dinner, 261-262
serving from the left, 261
Sherry, serving, 249
Ships, traveling on, 136
tipping, 139-140
IOWETs
baby, 93-94
bridal, see Bridal showers
Shrimps, eating, 147
Shyness, overcoming feelings of, 176
Signatures, 131-132
on greeting cards, 129, 130
men, 131
women, 131
visitors book, 204
Silver, table settings, 142, 143, 257
initialing, go
Sisters, wedding invitations issued by,

39

Sitting in a chair, 193-184
Smoking, 157-159, 226

in the office, 166-197

table settings, 145, 226

by women, 157
Social calls; see Calls, social
Society editors, 53
Soup, correct way of eating, 150

INDEX

of House of Rep t

Spealk:

322
addressing, 272-273
visiting cards, 330
wife, 272-273
Spoons, 150-152

poons,
place of table settings, 152-153
teaching proper use of, 153 5
Stairway, man and woman walking
on, 181, 182, 189
Standing
on public vehicles, 188
rules for gentlemen, 188
rules for women, 181
Stationery X £
for acknowledging expressions of
sympathy, 100
black border, 100
formal invitations, 205
acknowledgments, 208
informal invitations, 211
letters of condolence, 126-127
social correspondence, 122
thank-you notes, 124-125
Supreme Court, justices of, 322
addressing and introducing, 270-273
Pprotocol, 321

“Table diagram,” formal dinners, 253
Table manners, 145-154
choking on a fishbone, 148
correct way to eat bread, biscuits of
rolls, 147
cutting lettuce with a knife, 147
finger bowl and doily, 153, 153, 262
handling hot foods, 148 .
Tist of things not to do while eating,
153-254
reason for, 146
removing seeds or pits from mouth,
148-149
sandwiches, 147
serving spoons and forks, 152
shrimp or oyster cocktails, 147-145
SPOONS, 150-151
teaching children, 169-170
use of knife and fork, 149-153



INDEX

Table settings, 141-145
buffets, 242-243
china and glassware, 144-145
examples of, 152-153
finger bowl and doily, 144
forks, 142, 143
formal, 142, 257
informal, 142-43
knives, 142, 143, 152-153
luncheons, 238
napkins, 143, 145
place settings, 142
serving spoons, forks, 142
smoking essentials, 145
spoons, 142, 143
table mats, 143, 260-261
ta'blecloths, 142, 257, 260
wineglasses, 248-249
Tables, seating guests at, 252-56
formal dinners, 257
we.dding breakfast, 78-79
Taxi drivers, tipping, 138
TEas,. afternoon, 211, 240-42
anniversary, 85
nSk{ng friends to pour, 242
christenings, g6
dances, 252

accepting the bid, 170-171
avoid dissension with parents, 172
“blind dates,” 171, 174
boy asks for the date, 170, 174
boy does the planning, 171
boys greet parents when calling
for girl, 175
clothes should be appropriate, 171
dances, 172, 177-178
refusing alcoholic drinks, 171
refusing the invitation, 171
rules for boys, 174-175
rules for girls, 170-172
in single couples, 172
girls, 170-172
suggest time for starting home, 172,
175
good manners lead to popularity,
170, 176-177
introductions, 106, 176
inviting people to a party, 173
make-up, 174
week ends at West Point or An-
napolis, 179-180
Telegrams
wedding congratulations, 82
when wedding is postponed, 82

equivalent of a call or leaving cards, Telephone

338-339
expressing appreciation, 233
f(Jwel’ arrangements, 242
or a large group, 241-242
receptions, 251
refreshments served at, 241
service for, 240-241
for a small group, 241
cen-agers, 170-177

answering, 154-157

before paying an informal call, 234
calls made by guests, 235-236
length of call, 156

office, 193, 198-199

party lines, 156-157

smail children should not answer.

169
to thank hostess, 118

acauic,
c‘i‘;gmg sclf-assurance and poise, Telephone operator, office manners,

l’c‘"g a good sport and a good loser,
177

%ﬂ:lng asuceessful hostess, 173
DOYS, 174-176
clothes, 173174

tlacks and shorts, 174
Ginees, 177-178

!chnpemnm. 172
‘_1 ating, 170-175

3h3

198-199

Television, courtesy in using, 163
Thank-you notes, 124

after weekend visit, 236

examples of, 62, 125

for luncheon or dinner, 118

printed, 124

stationery for, 124-125

for wedding gifts, 25:29, 62

when person has been thanked



verbally, 124
Thanks, social calls to express, 118
Theaters
escorting lady to, 1g0

INDEX

wife, 270-271
protocol, 3z0-321
visiting cards, 329

Visiting cards, sce Cards, visiting

lady precedes man up and down Visitor's book, 101

aisle, 182

receptions held after, 251
women remave their hats, 184
Ties, evening wear, 191-193
Tipping, 136-140

beauty shops, barber shops, 138

at clubs, 204

hotels, restaurants, night club, 136-

138

servants, in a private home, 236

taxi drivers, 138

when traveling, 139-140
Titles, on calling cards, 112, gz1
Toasts

at bachelor dinners, 65

at christenings, 96

wedding breakfasts, 79
Traveling, 132-136

by air, 135-136

bon voyage gifts, 133

luggage, 132-133

restaurant meals, 133

by ship, 136

by train, 133-135

travel bureau, services of, 132

traveler’s checks, 132

Tuxedo {dinner coat), 192, 265

United Nations, addressing members
of, 286-287
United States, addressing high offi-
cials, 270-285
Unmarried women; see ‘Women, un-
married
Ushers
church services, 161
clothes of, 65
weddings; see ‘Weddings, ushers

Veils, wedding, 55-56

Vegetables, serving, 261

Vice-President of the United States
addressing, 270-271

signing, 204

Visits; see also Calls

calling cards left when paying, 118~
119

formal, 112 ;

to friend who has been seriously ill,
117

to mother of new baby, 117

overnight (or longer), 228, 235
236 .

by parents of man on family of

cée, 15, 117
weekend, 235-236

‘Walking, man walks on the outside,

181-182

Washington, D.C.

calling cards, 121
social calling procedures, 335-339

Weddings, 22-91

anniversaries, 84-88; see also
Anniversaries
announcements, 50-52
“at home” card enclosed, §2-53
engraved, 18, 50-51
after elopements, 51, 81
issued by bride and bridegroom.
51-52
issued by widow or divorcée, 52
mailing, 29, 34
in newspapers, 53-54
rules for sending, 33-34
second marriages, 18, 31, 51
wording, 50-51
attendants, 58
bride’s responsibilities towards, 58

59
at church before ceremony, 71, 72
clothes of men should be alke, 65
flowers for, 59
gifts for, 61
gloves, 59
fuests of bride, 58-59



INDEX

number of, 58
pay for their gowns and hats, 59
best man, 23
and bridegroom at the church be-
fore wedding, 72
ceremony, 66, 72-73
clothes, 64-65, 77
obligations of, 65-66, 76
offers first toast at wedding break-
fast, 79
responsible for wedding ring, 65-66
selecting, 64
breakfast, 78-80
best man offers first toast, 79
cake-cutting ritual, 79-80
dancing at, 79
seating arrangements, 78-79
served buffet style, 78
bridal consultants, 56-57
bridal party
arrival at church, 68, 71
time schedule for, 70-72
ride
announcements issued by, 51-52
dress of second-time, 57
enters on right arm of father, 73
flowers for, 23, 57
gift for bridegroom, 60-61
gifts for attendants, 60-61
gloves, 56
gown, 54-56
formal evening, 186
informal, 56-57
second marriages, 57
informal wear, 56
initials used on linen or silver, go
make-up and accessories, 56
never congratulate, 91
prayer book carried by, 57
seating relatives of, 67-69
surname, when used on invitations,

38, 40

takes part in rehearsal, 69-70

thank-you notes written by, 62

time of arrival at church with her
father, 71

tosses her bouquet, 80

trousseau, 22, 61

365

veils, 55-56
wedding gown, 54-55
brides family
expenses of, 22-23
issue invitations, 30
bridegroom
attire of, 64-65
bachelor dinner, 23, 65
ceremony, 72-73
congratulating, 91
expenses of, 22-23
expenses borne by, 22-23
gift for the bride, 23
origin of term, 63-64
responsibilities of, 22-23, 64
selecting best man, 64
time of arrival at church, 71
bridesmaids, 58
duties of, 60
flowers for, 59
junior, 58, 60
pay for their gowns and hats, 59
broken engagements, 20-21
cancelling invitations, 21
returning gifts, 21
cake, 25-26, 79:80
military weddings, 77
cancellation of, 81-82, 84
cards sent, 82, 84
gifts returned, 82
1o notice sent to newspapers, 82
canvas rolled down the aisle, 68,
7273
caterer, 23-24, 26, 28
church, 23-25
checking details with sexton, 24
making arrangements, 23
seating arrangements, 67-68
Time schedule for arriving at, 71-

72
clergyman, 66, 69, 73

fee, 66

clothing; see Clothes and clothing,

weddings

divorcees, 30

ouble-ring ceremony, Go-61

double wedding, 31-32

{nvitations, $1-42



elopements, 81
engraved announcements, 81
emergencies, handling, 25
expenses, 22-23
father of the bride, 22
attire of, 58
giving bride away, 68, 73
joining wife in front pew, 73
seating divorced, 69
taking part in the rehearsal, 70
first step in planning, 22
flower girls, 58, 6o
flowers, 22-36
altar, 235
attendants, 59
boutonniéres for best man and
bridegroom, 23
bride’s bouquet, 23, 57
centerpieces, 25
corsages for the mothers, 23
making arrangements with florist,
24
formal, 21-22, 23-25
attire of bridegroom and attend-
ants, 64, 186
wedding gowns, 55-56, 186
gifts
acknowledgment card, 62-63
for the attendants, 60-61
display of, 61
enclosed card sent with, 61, §3-go
initials on silver or linen, go
marking receipt of on card, 28-29,

1
procedure to follow when purchas-
ing, go
returned when wedding is can-
celled, 82
rules for sending, 89
sent by a large group, 63
thank-you notes, 28-29, 62
guest list, 24, 27-29
card file for, 27-28
determining number of guests, 27
keeping track of acknowled

INDEX

uests
church services, go-g1
going through receiving line, 91
never congratulate bride, 91
proper time to leave reception, 91
suggestions for, 89-91
home, 23, 46-47
invitations to, 45-46
time of arrival of attendants, 72
ushers at, 66
honeymoon, departing for, 80
informal, z1-22
attire of bride, 56-57
attire of bridegroom and attend-
ants, 64
invitations, 22, 29-50
acknowledgements, 43, 48, 89
addressing envelopes, 32, 33-34
by hand, 34
inner envelopes, 33
married couple, 33
to both wedding and reception, 44
cen;zemony held at club or hotel, 47+
4
ceremony held at home of relative
or friend, 46-47
to church only, g5
double weddings, 31-32, 41-42
formal, 34-35
to home wedding, 43-46
ceremony card, 46
husband or wife of business asso*
ciate included, 34
issued by bride and bridegroom,
40-41
issued by bride’s family, 3o
issued by father whe hus ‘temarried
30-31, 38
issued by married brother, 39
issued by married sister, 39
issued by mother who has 7e~
married, 3o-31, 38
issued by other relatives, 3o, 40
issued by widowed parent who has

ments, 28
receipt of gift marked on card, 28-
29, 61

not r ied, n7

to a Jewish wedding, 37
mailing, 34

to a Nuptial Mass, 36

366
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ordering formal engraved, 32
paper and style of lettering, 32
parents divorced, but neither re-
married, 30
parents divorced and remarried,
30-31, 38
Pparents separated but not divorced,
30
reception cards enclosed with, 33,
4243
sample invitations, 35-42
second weddings, 31, 49-50
small tissue not removed, 34
two envelopes used with, 33
use of bride’s surname, 38, 40
when both parents are deceased, 30
when man has been married be-
fore, g1
when no close relatives survive, 30
to whom sent, 29, 34
_wording, 34-42
junior bridesmaids, 58, 60
Maid of honor, 58-60
duties of, 6o
gown and hat,
Marriage licencefgza
Matron of honor, 58, 73
duties of, 6o
gown and hat
military, 76‘7;’ 59
ﬂc-;ih of sabers, 76-77
e-cutting ritua
Mother of tl%e bﬂd1;77
Iast one down the aisle, 71, 72
G“V;ldolf; 57
Seated by usher, 68-69, 72
Mother of the bridegrocg)m‘,,72
gown of, 57
Music, 24, 68, 70
pages, 58, 6o
Parents of bride
scated by usher, 68-69
Parents of bridegroom
g::‘" Party after rehearsal, 70-71
h Dg arrangement, 68-69
Drotographs, 24, 26-27, 54
Postponement of, 82-84

367duc to bride’s illness, 82

engraved or printed notices, 82
where a death has occured, 83
processions, 68-69, 73-74
diagram of, 74
forming, 72-73
giving signal to organist, 68, 73
receptions, 22, 77-78; see also
weddings, breakfasts
departure of guests, g1
order of the receiving line, 78
procedures, 77-78
recessional, 69, 76
diagram of, 75
rehearsals, 60, 69-71
bride takes part in, 6g-70
clergyman advises bridal party, 69
father of the bride, 70
party before or after, 70-71
ring bearers, 58, 60
rings, 23, 65-66
seating arrangements, 67-69
when bride’s parents are divorced,
68

when divorced parents have re-
married, 68-6g

second marriages

announcements, 51

dress of bride, 57

invitations, 31, 46-50
selecting date, hour and place, 23
semi-formal, 21-22
small children not present at, 25, 34
summer, 64
telegrams sent on wedding day, g0
trainbearers, 60
transportation for bridal pasty, 22,

24
arrival at church, 68, 71
types of, 21-22
ushers, 23, 58
duties and obligations of, 67-68, 71
at the church, 67-68
at the reception, 68
escorting mothers of bride and
groom, 67-69
number of, 66
seating late arrivals, 72-74
selecting, 66



veils, 53-56
white canvas runner, 68, 72-73
widows, g1
‘Weekend visits, 179-180, 235-236
social behavior of guests, 228
West Point, week-ends at, 17g-180
girl pays travel and hotel expenses,
179
man makes reservations, 179
‘White House
invitation to, 343-345
ncknc\vledging, 343-344
entrance to use, 345
gloves, 345
what to wear, 344
women'’s attire, 344-345
sight-seeing at, 346
clothes for, 346
procedure, 346
“White tie,” 191, 259
formal invitations, 207
Widows
addressing, 312-313
announcing engagement of, 18
calling cards, 112
name, form of, 40, 49, 112
rank of, of former officials, 316
second wedding, g1
invitations, 32
Sigr_l‘::tuxe, 131

INDEX

of officials, rank of, 316
Women
addressing, 312-313
allowing man to perform small
caurtesies, 183-184
bowing to friends, 181
business, who uses maiden name,
113, 131
clothes, 184-186; see also Clothes
divorcees; see Divorcees
gentlemen escorting, 181-182, 188
gentlemen escorting
into an automobile, 182, 189
on and off buses, 182
on and off elevators, 182, 189
through receiving line, 231
to restaurant, 183, 18g-1go
on a stairways, 181, 18y
on the street, 181-182, 188-189
going to powder room, 183
holding man’s arm, 181-282
introducing, 105-106
leave-taldngs, move made by
woman, 193
married
signatures, 131
uses maiden name in business, 113,
131
signatures, 130, 131
visiting card, 113

Z 5 18, 52
wedding Invitations, 37, 49 s
Wines, 248-250

chnmpagne, 239, 249

cocktail, 244

formal or informal dinners, 249-250

host served first, 250

selecting, 249

served at buffets, 244

served at brunches, 236

served at “coffees,” 237

served at luncheons, 239

sherry, 249

wineglasses, 248.249
Wives

introducing husband, 106

leave husband's card, 118

of officers in Armed Services, g41

when she
: on
night club, 183
gives order to escort, 183
signatures of, 131-132
sitting in a chair, 193-184
soeial behavior, 180-186
at the theater, 182
unmarried
addressing, 312-313
entertaining at home, 229
g in o hotel or
226-230
should be escorted to a party, 229
signatures of, 131
visiting cards, 112-123

must rise, 181
or

Tub

Young people; sce Teen-agers

268



