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Ask questions at the appointed time rather than interrupting the speaker.•	
Ask questions appropriate to the topic at hand.•	
Personal conversations with the presenter should be held afterward or scheduled •	
for another time.
Use breaks for returning phone calls and emails.•	

At lunches or dinners:
Shake hands and introduce yourself to everyone at your table before sitting down. •	
Know your dining Dos and Don’ts; poor manners can create a negative image of •	
you and your company. 
Remember that your bread plate is on your left; your water glass is on your right.•	
Engage in conversation with diners on both sides of you.•	

At parties and receptions:
Keep food or beverage in your left hand; your right hand should always be free for •	
shaking.
Know your alcohol limits: remember that “loose lips sink ships.” You represent •	
your company at every event.

And last, but not least…Dress for Success:
Pack professional clothing—business or business casual—whichever is •	
appropriate for your particular conference and corporate culture. It is better to be 
overdressed than underdressed.
Have your clothes pressed and shoes polished by the hotel’s services if •	
necessary.
Carry a quality leather portfolio.•	
Keep business cards in a classy leather or monogrammed metal card case.•	
Choose conservative accessories.•	

These tips you will help you to be a “first class” savvy professional when your 
business takes you “on the road again” to your next conference. 
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