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k. The R.S.V.P. information is printed in the MCKEE left-hand comsr of 
the irnritation. (R.S.V.P is an aHxevi&ion for the FW?nch: -2 S'il 
Vaus Plait&i& means sinply "Please Respond.") 

1. -dress isprintedinthelak~erright-haMcorner. 

m. Invitations should be sent 3-4 weeks prior to the function. 

n. BlackInk. 

The 2d Battalion, 13th Armor 
xqueststhehonorofyourpzwence 

atthe~inwhicbthecolorsandoolnnand 
ofthe2dEMAal.ion, 13thAnnor 

will be passed fxun 

to 

Tuesday, the mty-fifth of JUq 
at two olclock 

Brooks Field, Fort Ibox, Kentudlcy 

Reception follows at the Officers' Club 

RSVP: 10 June 1987 Military: luty uniform 
624-2222 
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. -- 
Fuus 

1. At military receptions, dinnersand~,especial.lywhengeneral 
officens are presmt, it is custmary to display appmpriate national colons 
and distinguim flags in the "flag line.lt 

3. Flags nustbedisplayed inorderofpmcedeme. me united states flag 
is always located at the right of the line (the &server's left). When the 
flags am displayed in a radiating stand, the United States flag is in the 
center and at the highest pointofthegmup. Noflagshouldeverstard 
higher than the U.S. flag. 

4. lRe United States flag isalwaysdisplayedwhemverforeignnational 
flass, state flags, the U.S. Amy flag, or m organizational flags a172 
displayed. 

a. The order of precedence is: 

(1) 'The United States flag. 

(2) Foreign national flags. 'Ihey are displayed in alphabetical 
ozderaocoxdirqtotheEnglishalphabe~ 

(3) Flag of the President of the United States of America. 

(4)' state flags. lhesearedisplayed inoxderof admittanceofthe 
State to the union or in alphabetical order accord- to theEnglish 
JQphabet* 

(5) Military organizational flags in oxkr of precedence or 
echelon. 

(6) General office-r %taP flags. 'Iherearetwodifferenttypesof 
flags: qn iMoor%taY~ flag, ardanoul&or%taP flag. T%outdoor flag 
has no friqeamundtheflag, whereasanirxioorflaghasgoldfringearouki 
the flag. The Gemral officer "star" flags are displayedwhm a general 
officer participates in a cemmnyor function. 

b. For each general officer premnt, only om general officer %tar~~ 
flag for eati grade is displayed, regardless of the number of offiders 
pmeentforeachgrade. 

C. It is cx&mwry to display a senior general officer flag where a 
senior is presmt at a ceremony when a junior general officer is the 
participant. 

d. A flag of one nation is never flown above the flag of another nation 
in a time of peace. TheonlyexceptiontothisruleiswhenthePresi~t 
directs the U.S. flag be flown at half staff. 
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CHAPTER3 

A remivbq lins provides anopportmityforthehostto~lcxms~ 
i.nbdme the guest ofhonor. Figure 1 is an exaqle of a 

2. Thereceivirqlineshouldbekeptass1nallasp~6sible. Usuallytheonly 
pexxmsinthelinearethehostand-, theguestofhormr, andthe 
guest of honor's spaxz. 

a. An aide or adjutant amomces thenamBsofthegues~tothehost. 

@lbewcananpmcedesthemanthmughthemceivi.mgline,andthewnman 

C. EachpersoninareceivirqlineusuallyintXUduCW thegLlwtstothe 
personnextintheline. 

d. The receivirqlineshouldbepositionsdsothatguestspass~ 
s11QothlY. when they math the erxioftheline,guestsshuuldbeableto 
pTxxY&I to thegatheringofother~es~whohavepreceded themintheline. 
Guestsshouldnothavetodoublebackintheline. - 

e. A carpet runner is often laid frm the entrance of the mcun to the 
endofthemceivingline. 

f. Infonnationcmmming placemnt of flags for a receivw line can be 
foundinchapter2. 

4 
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WIFE 
GUEST OF GUEST 00 OF OF 

HONOR HONOR 

FLAG LINE 

I. U.S. 

2. FOREIGN 

3. US-ARMY 
4. MILITARY ORGANIZATION 

5. GENERAL OFFICERS 

-- 

FIGURE (1): RECEIVING LINE WITH FLAG LINE. 
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DRESS FORCPFICIAL E'CltCTIm 

Formal (White Tie) - Blue/White Evening Mess: Civilian mlTails'V 

!&&formal (Black Tie) - Blue/White Mess: Arnry Blue w/Bow Tie 
Civilian Dinner Jacket 

Uniform Infomml Army Blue w/fouz+.n~ (Note 1) 

LlutyUniform 

VeryQsual 

.l!KZ!Z: (1) 

(2) 

Civilian Coat and Tie 

=J@?QtGO 

Civilian Open cbllar or Sweater w/Coat 

Shirt 81 Slacks, etc. 

Relisted pemonnel may wearthe~greenunifonnwithblack 
bow tie, am3 white shixt. 

Oruniformdictatedbylocd policy. 

. 

c 
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. 1. S,~atiru~ Arrangements for Tndoor Functions. Proper seating ar ranqements 
contribute to the success 01 an event and place invitees at ease by 
eliminating confusion and apprehension. 

a. Events for Gentlemen: Formal seating arrangements for gentlemen 
should be as follows: 

(1) The seat of honor is always to the inraediate right of the host. 

(2) The second seat of honor is to the left of the host. 

(3) The third seat of honor is to the right of the host. 

(4) The highest ranking officer is generally placed in the seat of 
honor. Officers of the military services, whether Regular or Reserve, take 
precedence among themselves according to their dates of rank. Foreign 
officers are given precedence according to their rank over U.S. officers of 
equal rank. The guest list should be used to make seating arrangements on 

wPer l 
Fach guest listed should be numbered according to rank, heginning with 

I for the h iqhest ranking individual. The odd nunhers (1, 3, 5, 7, etc.) arc 
seated to the left. Guests are always seated according to rank, allternating 
fran the right and from the left of the host. Persons of rank higher than 
that of the honored guest should not be invited; but if a guest of higher rank 
is present, the seating arrangement may be made according to the following 
guidelines : 

(a) The highest ranking officer may be asked to waive the right of 
precedence. 

(b) The highest ranking officer may be seated according to 
precedence, no matter how far down the table the guest of honor is seated. 

(c) The senior guest may be asked to act as co-host. However ,+ if the 
senior guests are a foreign officer of rank equal to the guest of honor, or an 
officer of equal rank fran another branch of the U.S. military service (for 
example, a Quartermaster event with one Infantry Officer, or an Army event 
with one Air Force officer) , they will then be placed in the seat of the guest 
of honor. 

(5) An interpreter may be required at a dinner for a foreign 
dignitary. The interpreters should sit close behind an equal distance fran 
the foreign dignitary and the Person for wbaa they are interpreting. They 
should not he a part of the dinner unless they are a dignitary in their own 
right. Their duties are so demanding that they will find it difficult to eat 
and interpret effectively at the same time. 

7 
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b. MixedImcheonsorDi.nnem: Folk~~ing is the pzmperseating 
arrangementfordinnsrwhenahc&andhostess arepreserrt: 

(1) The host is generally seated at ens end of the table. 

(2) The hostess is seated attheemIofthetableopp0sitethe 
host. 

. 

(3) The seat of honor for a lady is to the right of the host. 

(4) The next seat of honor is to the left of the host. 

(5) Theseatofhonor foragentleman is tothe inmdiate right of 
thehostess. 

(6) !the next seat of honor is to the left of the hostess. 

(7) Theseatingarraqemntforladiespmgmsses franthehostto 
thehostess, forgentleman fmnthehos~~tothehost. 

(8) The best seating arrangement ensuree thatagentlemmisseated 
llact to a lady. A gentleman and his wife ,&mld not be seated next to or 
directly oppc6ite each other at* formal affairbutexceptionsaremadeon 
the basis of the Vule of 4." The ?ule of 4" applies to tables with the 
total nmber of plaoe settiqs divisible by 4 (8, 12, 16, etc.). When an 
equal nunbear ofladiesandgentlemnareprqsentandthenu&erisdivisible 
by4,the~andhostesscannat~seated~itE!~a~atherunlessa 
gentleman isseatednexttoagentlemanoraladymxttoalady. Tobalame 
this seatings, thehc&essshouldbeseatedoneplacetothe left, 
then her guest totherightisseateddire&lyappositethehost. Figure3 
shows the seatiq axramgexnent used tdn3-1 the guestsammarriedamples. 
Figure 4 shqws the seating arrangement used when theguestsincludean 

couple (5ul ranking). Thegentl~~seatednexttothelady. 

(9) !i%e seating arrangd foratableof12mquiresthatthe 
host be seated at of the table with the first gentleman at the 
opposite errd. The should be seated to the leftofthefirst 
gentleman withaladytotherightofthefi3xtgentlemn. Otherguestsmust 
beseatedaamxUngtostandardseatingarrarrgements, 

_- 

00) The wives t&e pmcedeme atxontbqtothd.rhusbands~rankor 
po8ition. 

(11) lhehostandthewifeoftheguestofhonorarefirsttomter 
thediniqmcnn. Heescortshertothedinimjrucxn&ibleandseatsherto 
his right. 

w The guest of honor amI thewife of thehcmt are the last 
perscmstoent~thediningmcm. Heescortshertithediningmantable 
andsea~hertohisleft. 



'- 

. 

s 

(13) when full formal affairs mst esco* 
the wives of thed table. This m provides 
for better conversation at dinner ard offers qpxtunity for making a new 
=kw- Agentl~~~dnatescorthiswifeto~eable;~, 
agmtlemankihisfiameearenarer 

c. SpeakeVs Table. 
theycanbeseenard 
speaker's table !Ihehcstissea~ 
at or near the right andthe sPeakerto 
his left. Ihe 
the host and 

c&side. F 

gentleman. 

or toastmaster 
closed with a 

-. 

2. Seating Arrangements for 0u r Cermnies. Seating foroutdcor 
cemmonies usually consist of blocks irssituatedsoastohavean 
aisle dckJn the center. ASliElIlyKUWSO acccmmdate 
CJLbZ?S~~y~US@d. The following rules are 

The seat ofhonoristbecenter 
am afiittiIq in the chah. 

hand side as you 
mese seat\ reserved for the 

guests ofhonorwhicharetheoutqoingfami caseofachamp 
ofcanmandaereanarry. 

b. me ho& is seated See fim 12 for 
seatiq diagram when there is no resewed for 
all who have been invitations. 

Theh 
&he? guests are 

officer is tc rightofthehoet. All 
seatedbyrankaltermting fmtheleftsidetotheright 

side. 

d. Guestsshouldbeseatedalterhat' ladieswithgentltmen. Alady 
shouldrmerbeseatedonthe sitting lxm ladies 
next toeachother. FigurelOis for an oukloor 
ceremony with a guest ofhonor. 
for a change of . 

e. If a reviewiqstandisusedthe same rules apply. 

f. Ushersshmldbeusedtoseat 
to rewgnize the faces and 
Prapar seats* Theushensare 
to lcok for their owh seats. 

a Iheyshouldbeable 
themtotheir 
inviteeshave 

9. Diagrams of possible seati charts are indicated at figures 1-12. 
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G. GENTLEMEN 
L - LAOIES 

Woman 
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3 .- 
G -GENTLEMEN 

L - LADIES 

FIGURE 2: HEAD TABLE SEATING ARRANGEMENT WITH COUPLES 
SITTING SIDE BY SIDE 

G- GENTLEMEN 

L-LADY 

(3 
D f 

FIGURE 3: SEATING ARRANGEMENT FOR DINNER ACCORDING To THE 
~~Ru~E~~ OF 4" (MARRIED COUPLES) 

11 
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G - GENTLEMEN 
L-LADY 

FIGURE 4: SEATING ARRANGEMENT FOR DINNER ACCORDING To THE 
~JLE OF 4" (UNMARRIED COUPLES PRESENT) 

a $ I 

G - GENTLEMEN 

G 
D 8 8 

FIGURE 5: SEATING A&RANGEMENT FOR GENTLEMEN WITH A Co-HOST 
-_ 

12 
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a 5 D 6 

FIGURE 6: ANOTHER SEATING ARRANGEMENT E'OR STAG DINNER WITH NO 
CO-HQST 

-. -..- --_-_ 

FIGURE 7: SEATING ARRANGEMENT FOR STAG DINNER WITH HOST AND 
CO-HOST 

13 



WAAIM: Pan 600-60 (18 Feb 92) ._ 
‘~ 

D 13 

fouEs1oF 
HONOR 1 

FIGURE 8: SEATING ARRANGEMENT FOR STAG DINNER WITH NO CO-HOST 

6. GENTLEMEN 

F.LGUKE 9: SEATING ARRANGEMENT FOR THE SPEAKERS TABLE 

14 
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G - GENTLEMEN 

L- LADY 
-_- .-. . .___. -.-_ - _ . . -- - . 

FIGURE 10: SEATING AFUXANGENCJT FOR AN OUTDCOR CERFmNY 
WITH A GUEST OF HONOR 

- _,' 

(3 - GENTLEMEN 

L- LAOY 

_~ _._.. -.--. I _.. . I _ ------ -_- ..-_. . 

FSGURE 11: SEATING ARRANGEMENT F'OR A CHANGE OF COMMAND 
CEREMONY 

15 ! 
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u 7th L 

cl SthL 

cl 5thG 

CJllthG CL LV 

q linlL DWG 

clG,hL q l6t L 

q GthG q lst G 

cl 8thG cl HOST L 
0 6thL 0 HOSTESS 

Cl 02dL IOthG 

0 4th G 

0 4thL 

0 6thL 

q 6th G 
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CHAPTER6 

PLACE CARDS 
* 

1. Place cardsamoftenusedatal~ ckrdimer,for@orinforml, 
asacmvmi~inseating~withartcxmfu8im. 

s 
2. 'Iheflagofa~oraunit~maybe~~~thr!tapoenteror 
intheupperleft-handco?mrofthecard~ Flatcardsareusw.llyabmt1 
l/2 by 2 inches, or 2 by 3 inches in size and z&e placed on tap of W Mpkin 
or are laid flat an the table aJmve the plati. l%kI& plade cards are abcR$ 
3 l/4 inches acmss the lobw half of the carci. They areusMllyplac%d 
dimctlyabcwetheplate. 

4. The IIBW shmld be written as if address- an officer. (For ex&&e, 
Yblonsl Smithgb for Y&uWmrk ~lonel S~&th,~~ %.i~ Do@ for ltFiBt 
Lieutenant or second LkutenarhN) 



CHKPTER7 

USAARMC Pam 600-60 (18 Feb 92) 

CONDUCT OF CEREMONIES 

A dmxje of 
iik&ter 9. 

cQI1Rlilnd czemmmy is czahchd in accoxzdarce with FM 22-5, 

OomMnd-t-esare 
ifilapw9. 

caducbd in accordance with FM 22-5, 

3. Incasesofinclemntweatherwherethe~rmstbe~ 
indoors, the conductoftheceremny will follaw that of an CxMoor c===)ny 
(i.e., salutes will be rendered for the playing of the national anthem, 
he2ldgear will be worn, f3tc...). 

. 

4. Ruffles and Flourishes. 

a. Table 1 is a list of persons whoareentitledtohono~,tcg&her 
with thenmberofguns, ruffles andflcurishes, andtheprescribedmsic for 
tXCtl. 

b. !Ihe msic indicated in Table 1 will follm the ruffles and flaurishes 
withcut pause. Unless othemise direcbd civilian officials of the 
Department of Defense mimilitary aepartmierrcs receive the 32-bar medley of 
the trio of the 'Hnhe Stars and Stripes F~rever.~~ 

Foreign military persons 

*. 

holdirypositionsequival.enttothoseof 
of Defense and militarydqarbmt officials, buth military and -, 

-listed in Table 1, will be lFee?md the homrstowhichthe 
equivalek United States official is entitled, rqardless of actual military 
rank. All ether foreignmilitary~willreceive~hanorsduetheir 
actualrankoritsUnitedStates Armyequivalent. 

d. A designated representative of an official entitled to honors will be 
afforded honors based cm the rep reserrtative's rank. 

18 
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Grade. 

Falffles 
NlmkrofGuns and I Arrival/~~our~~ PU3ic 

. hresident . . . . . . . . . . . . . ...*.... 21 21 

Ex-President orl?reeic;bent . . . . . 

Sovereign or chief of State of a 
foreigncomtryor~ofa 
reigniq myal family........+ 

Vice presiaent . . . . . . . . . . . . . . . . . 

21 21 

21 

19 

tive . . . . . . . . . . . . . . . . . . . . 
AmricanorforeignaWasador 

orhi*cxmnissionerwhile 
incnuntrytowhich 
accredited . . . . . . . . . . . . . . . . 

_, 

premierorprimeminister 

secrew of Defense . . . . . . . ..i 
cabinet -, Emsi.dent pm 

teqpxofsenate, guvmxxof 

19 l .  .  

19 19 

a&ate, or Chief Justiceofthe 
united states . . . . . . . . 'be . . . . . 19 

Deputy secretary of Defense.... g 
Emrem of the Army l . . . . . . . . 
Sea-e- of the w '01: Air Poxce.19 
DirectorofDefenseRmea?xhand 

Et-K&Bring . . . . . . . . . . . . . . . . . . 19 
Citdrmm, Joint Chiefs of Staff.. 19 

21 4 

.I). 4 

..* 4 

. . . 4 

. . . 
19, 
19 
19 

la 
19 

Naticmal 
Ant&m or 
"Hail to the 
ChiefI' as 
appropriate 
National 
Z4nthem Elect 
National 
Atlthen of 
foreign 

z 
CXhXWS" 

National 
Antha of 
lJrd.ted staw 
or official% 

National 
Anthem of 
official53 

19 
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Ruffles 
NumberofGlms and 

Title or Office 
. Jzrival/~~lWIdzes J!!usk 

chiaf of Staff, U.S. Amy, Chief 
of Naval Operatims, Chief of 
staff, U.S. Air Force, or 
CosraMndant of the Marine Corp... 19 

GeneraloftheArmy, Fleet Admiral 
or General of the Air Force.... 19 

chairman of a Cmte of Omgress... 17 
AsstSecofDefenseandGeneral 

c!uunsel of the w of 
Defense . . . . . . . . . . . . . . . . . . . . . . . 17 

GovenmrofaTkrritozyor 
foreignpssesicmwithinthe 
limits of his jurisdiction . . . 17 

19 

19 

17 

. . . 

IJndfx m of the Army . . . . 17 17 
u=g 5 of the Navy or 

. . . . . . . . . . . . . . . . . . . . 
17 

17 
Gemmls, Admirals . . . . . . . . . . . . . 17 17 

A!3st secretaries of the zmny.... 17 
As& Secmtaries oftheNavyor 

Air Fame . . . . . . . . . . . . . . . . . . . . 17 
American aTnbasadors having 

reimmedtoUnitedstates 
on official. business . . . . . . . . . 17 

American&mys,American 
ambassadons having returned 
to U.S. but not on official 
businessorministersarxI 
foreignenvoys orministers 
accreditedtotheUnitd 
States . . . . . . . . . . . . . . . . . . . . . . 15 

Lieutenant GeneralorVice 
A&&al. . . . . . . . . . . . . . . . . . . . . . 15 

4 

4 
4 

4 

17 4 

17 4 

. . . 4 

. . . 

. . . 

Major General or Rear 
zxlmiral (UpperHalf) . . . . . . . . 13 . . . 

3 

3 

3 

smasabove 

sameasabove 

sameasabove 

suneasabove 

samasabove 

!%llN?asabwe 
Gems-al's or 
Admiral's 
maxchas 
appropriate 

Sameasakme '-- 

sanwzasabove 

Sameasabove 

General's or 
ZkidEll’S 

as 
appropriate 

Sameasabwe 

20 
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Americanministers~identand 
ministemaccreditedtothe 
Unit&States . . . . . . . . . . . . . . . 13 . . . 2 

American tzhampe d'affaims 
and chargee dlaffaims 
accredited to the U.S. . . . . . . 11 .*. 2 ,+easabwe 

1 Brigadier cbneral or Bar 
Ildmhll (1uw.r half) . . . . . . . . 11 . . . 1 General's or . lldnuml'rn, 

as 
appmpriab. 

oansulsg--tedto 
the U.S. . . . . . . . . . . . . . . . . . . . . 11 . . . . . . 

21 
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CHAPTER8 

1. The follawing chart depicts the differmt types of uniforms available. 
The c&mm on the left has thediffemnttypesofunifom. mother 
columns describe what is worn by the differentbranches of semriceto 
ccnplywiththeuniforms intheleftcolumn. 

NAW 

mtyunifonnas pEscribedbylocal amlaMer. 

Blcnxse- AnnyG= ServiceDress SemiceBlues Sum% 
White ServiceA 

wjnter ArmyG= Service Drem Winter 
Blue Service A 

Civilian business suit. 

~litar~Infonnal,ArqGmen Tmpical Wht ServiceBlue WhiteDressB 
LrLrLrLrLrLrLrLrLrLr 

-After 
I 

Before 
Retreat 

Whter After 
mtmat 

Winter 

White Tie 

AmyWhite TropicalWhIz WhiteInfomal WhiteDmssB 
w/4 in Hand m 
Tie 

Army=-= Service Dress Service Blue Blue-B 
White 

Amy blue Service Dress BlackInformal BlueDress B 
w/4 in Hard Blue 
Tie 

Amy White Di.nnerDressMessDress MesSDt%SS 
Mess** WhiteJacket White 

short skirt*** short skirt*** 

Army blue DinnerDressMessDress Evening Dress 
Mes!s** Blue Jacket Black B 

Short Skirt*** Short Skirt*** 

MnyEveningFormalDress FormalEveni.qMessDress 
Blue 
mng skirt liq skirt 

22 
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* At functicms where coat anal tie amappropria~,SXvicfzDress 
Whiteshallbeworn. 

** ~nny white or Army Blue areaczeptablewhen~rnwithbla~kbaw 
tie. 

*** Lcxqskixtoptional. 

N[Tr%: leny ~istedpersoMelmay~theArmyG~~formwithwfiit=e 
shirt & black bmtieatfarmalfmctions. ~yrMms,mtminiatm+e 
or fullsizemdals, s+houldbevmrnwiththeAmydreenunifom. 

..__ 

23 



USAARMC Pam 600-60 (18 Feb 92) 

2. The follawing is a chartdepictingthe correct fonn of decorations to 
- 

be wxn on the Amymilitaryinfonnalaklblacktieuniforms. Thislist 
hasbeen~idedbytheu*s.TcrtalArmy~~ 

Unifonn 

U.S. ARMY 

MiniatureMedals Full-Size Medals 

Military tlhifomal 
authorized 

Authorized Authorized Not 

Black Tie (inclW 
ArmyBlueandwhi~ 
Uniform when wlorn 
with bm tie.) 

For Air Force rik&mns/n&als, the follmhq information has been extracted 
frcm AFR 35-10. 

Unifom Ribbons MiniatureMedals Full-Sized Medals 

White Informal Authorized Not authorized Not authorized 

Black Informal* Not autlmrized Authorized Not authorized 1 

MWSDFXSS* Not authorized Authorized Not authorized 
(Black or White) 

*Mfmwearregularshoul~-. Wommwearminiatumshoulderboards. 

U.S. NAVY 

Uniform MiniatureMedals Full-Sized Medals 

Military Inform1 Authorized Not authorized Not authorized 

Black Tie Not authorized Authorized Not authorized 

24 
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3. m chart &-gjw~ the aclaparable ranks b&wee.n the different bran&e6 of 
services. 

1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 

10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 

. , 20. 
21. 
22. 
23. 

Genemlofthemny 1. 
Chief of Staff 2. 

3. 
Lie- Genaal 4. 
Major Germal 5. 
BrigadierGenaal 6. 
cblollel 7. 
Li~colonel 8. 
Major 9. 
captain 10. 
First LieuS 11. 
tsecad Lieu- 12. 
Chief Wamant Officer 13. 
Warrant Offioer 14. 
cxammd C?aqemt Major or sergeant Hxjor 15. 
MasteSergeantorFirstSergearrt 16. 
SexyeantFimtClass 17. 
Staffzsqeant 18. 
sergeant 19. 
Corporal or Specialist 20. 
PrivateFirstClass 21. 
Private 22. 
Recruit 23. 

Fleet- 
Chief of N&ml Cpratioas 
Admiral 
Vice Admiral 
RE!arAdlnhal (ugpda3.f) 
Rear Admiral (lcmer half) 
captain 

Lieutenant- 
Lieutenant 
LiatenantJuniorGti 
Ensign 
Chief Warrant Officer 
warrant Officm 
l&ster chief Ebtty Off 
Senior Chief petty Off 
Qlief Iletty Officer 
Petty Off, First Class 
petty Off, SecQM Clasr3 
Fetty Off, mild Class 

seananpJE3prerrtice 
seaman-t 

25 



1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 

10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 
21. 
22. 
23. 

GeneraloftheAirFome 
Chief of Staff 
General 
timGeneral 
Major Genexal 
BrigadierGaeral 
Oolokl 
Li-cblonel 
Major 
captaj-n 
FirstLieutemnt 
-Li- 
Chief Warrant Officer 
W&rant Officer 
Chief Master Sergeant 
Senior Master Sergead 
-sergeant 
-=lsergearrt 
Staff Sergeant 
Senpant/Senior Ainnan 
Airman First Class 

AimanBasic 
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_-. 

1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 

10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 
21. 
22. 
23. 

No amparable rank 
camMndantoftheMarineCorF6 

Li-m 
Major General 
BrigadierGeneral 
CololMl 
timCQ1onel 
Major 
Qptah 
First Ii- 
secoadtim 
chief Warrant Officer 
Warrant Officer 
sergeant Major 
Master Sergeant/First sergearrt 

kttiz%SF 
sergeant 
corponil 
LanceCorporal 
Private First Class 
Private 
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4. Following is a list oftheauthorizedserviceaHxwiationsandrank 
akbreviaticms for the different branches of the mioe. 

sEzwIcE ?iBEmmmoNs 

EraxhesoftheService 

UIlitedSIX&S~-USA 
UnitedStatesAirForae-USAF 
UnitedStatesNavy-USN 
Unit&StatesMarinecorpS-USMC 
UniteaStiteSooastGuard-USOG 
National Guard - NG 

U.S. ?my 

SecondLieutenant-2m 
Fir&Lieutenant-l.IX' 
captain-m 
Major - M7U 
LieutenantColonel -IIlC 
colonel -CDL 
Edgadier General-BG 
Major General -I+% 
LimGeneral-LLIY; 
General-GEN 
GeReraloftheArmy-GA 

U.S. Navy 

U.S. Marim corns 

SecondLieutenant-2U 
First L&&em&-IsLit 
captain-cpt 
Major - Maj 
LiezlteMllt colonel - Lkcol 
colcmel -Cal 
Rrigadier General-BrigGen 
MajorGeneral-NajGen 
Lieutenant Generdl -LtGeII 
Gfmeral-Gen 

Air Force 

Sec?xILi"m-2du 
FirstLieutenant-lsut 
m?-h-qrt 
Major - Maj 
Lhuwmntcol~l-Ltcol 
colonel -co1 
BrigadierGeneral-Rri.@Bn 
MajorGeneml-MajGm 
LieuBGeneral-.Lm 
GfmeraloftheAirFome-Gem? 

Ensign-ENS 
LieutmantJuniorGrade-EIJG 
Lieutenant-L@ 
Lieutenant --m 
--a 
captain-m 
carrmodol?e - oamnodore 
Rear?ltz#ni&-m 
ViceAdmiral -VAD4 
Admiral-Am 
FleetAdmiral-= 

warrant Officnq 

(W-4) chief Warrant Officer-CW4 
(W-3) Chief warrant Officer-CW3 
(W-2) Chief Waxrant Officer+%? 
(W-l) Warrant Officec-TrDl 
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UNImD STATES PRECEDE3XX LIST 

1. meFmside.ntoftheUni.tedStates 
Head~ofState/ReignirgRqalty 

2. !IheVicePmhlentoftheUnitedStateS 
Gmernomintheirmstate 
Speaker of the House of Representatives 
Chief JbsticeoftheSupremaCourt 
FbmmBesidentsoftheUnitedStateS 
U.S. Ambassadors When at Post 
SecwaryofState 
secretaxy General of the United Nations 
Mkmmdomof Foreign Fmers 
Widam0fIikmlmrPresiden~ 
MinietsrsandErIvcysof Fbreign- 
AssociateJusticesoftheSupremCourt 
FM5.redchiefJusticeoftheS~prem3caUrt 
F@timdAsscciateJusticesoftheSupremCourt 
The cabinet: 

izizzkg 2 ZF, 
The Attorney General 
secretary of the Interior 
ZZecmtaryofAgricul~ 
secretary- 
Sem&aryofLabor 
SecmQuyofHealthCHumanServices 
Semtaryof~ing&U~DEnreL~ 
Secretary of Transportation 
secretary==wY 
Secretary of EWcation 
SecmbryofVeteransAffairs 

Chief of StafftothePresident 
U.S. Represerrtative to the United Nations 
Director, Office of Management & Budget 
Chaiman,CcuncilofEcomnicAdvisors 
U.S. Trade Representative 
F3xsidentPmTk3-cpo~oftheSenate 
UnitedStates Senators (By Seniority of SeMteService; Al~tically 
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FormerVicePresidentsoftheUnitedStates 
kIouse of Rep resentatives (By Seniority of Hmse 

HcmseSenrice;AlphabeticallyWhenFgual) 
DelegatestotheHouseof Repesentitives fmntheDi&xi& of 

Colmbia,Guam,U.S.Vin;JinIslads, PuertoRico, AmericanSamao 
. ~~tothepresidentandComseltothePmsident 

Changes D'Affaires of Foreign FWers 
Fonwr!%cre~iesofSbte 
Df+ptySemetariesandUrr%rSecre~ies(Wh~~~ 

l!Quivalent) of the Executive Deparhmts (The No. 2 Position) 
solicitor General . . Admmsbator, Agency for Int'l Develcgmmt 
Director, U.S. Arm (brkrol & Di -t Ag==Y . uector, U.S. Information kpncy 
& Secmtaries of the Executive Dqdmnts 

(No. 3 Rseition i.nDeparhnent) 
U.S. AnWmadors at Laqe 
Under Secretary of Defense for Acquisition (For.Aa@isitim Matters 

Only) (SeeNormal RDsition Below) 
ftheAmy 
of theNavy 
of the Air Force 

Director, Office of Science & Technology policy 
cbairman,BoardofGavanxrrs,FederalReserveSys~ 
Qlaim,oaunCilonEnvi~ tal Quality 

chzninman, Joint Chiefs of Staff 
Uder !4%cmbq of Defense for Acquisition 
unler Secretary of Defense for policy 
Retired chairman, Joint Chiefs of Staff 
Vioe clham, Joint Chiefs of Staff 

fofthRArmytAirFo~;QriefofNaval~~ons; 
corps(BymteofAErpo-) 

&iAirF‘ome; FleeLZ&i.rals 
Defense for Aapisition 

ianofAmricanStat32s 
ization of American States 

of Ibnimssaldc>r Rank 
Orqnizations (NATQ, SEAX), Etc.) 

Director, Ckntral Intelligence Agency 
Admi.nitiWr, GemralServiceAdministration 
l86.%histrator, P?ational Aemnautics and Space AdmbdtmtiOn 
cbaimran,Msrit~ I%mtectionBoard 
Director, Office of Fkxsomdm- 

.  l A&unmbator, Federal Aviation Administration 
chairman,~l~Regulato~ Cm-mission 
DimctorofthePeaceCoxps 
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Directorof Action 
U.S. Ambmsdbm cm Official Visits in the D.C. 
mid! of -1, Departmerrt: 04 Stab 
U.S. Mmssadom on Official Visits in the U.S. Outside the District of 

COlLUNbia 
t 

AfLhuinistrator,~i~l protection Agency 
. 

3. DeputyAssistzmtstothepresident 
Judges, U.S. Court of Z$pals, Federal District 
md;.s. Cowt of Appeals, D.C. District 

DeprtyUnder Secmtariesof ExecutiveDqartmnts 
DeptyAdminis~tor,~encyforInt~l~~ 
~Director,Arm CoatrolL DisarmameSrtAgenCy 
U.S. Charges D'Affaires 
M, U.S. coast Guard 
Director, Defense -&Engineering 
Assistant !%cmtarissofthe~iveDelpartments, GeneralCounsel, 

InspedmrGsneral(Bym~of@pointment); Director,oODOperati~l 
Testiq&Evaluation; DODCXqtroller 

Administrator, Nat'1 Oceancgraphic/Atmspheric Admin. 
Dqdy Director, central Intelligence,~ 
Depty Director, General Services Pion 
~~~,UT.JInfonnationService 

Deputy Director: Office of -IQFl'=='nt 
DeputyDimctor,FeaceCorps 
DqutyDirectorofAction 
Ass-t ikbninistratir, Agency for Int'l tWel.qmumt 
carptroller General of the U.S. 
SpecialAssistantstothe~ident 
z,M-yf Fit"y pspeals 

Economic Advisor 
Active or Designate U.S. ATlbsE&~&MiniStersOfCareer Rankwhenin 

the U.S. 
-im 
Mayor of the District of Colmbia 
UndersecretaryoftheArmy 

Kz z :: z enforce 
l- C!umbkm-In-Chief, Unified/Specified 0xmands (ByDateofAp@ntmlt) 
1 - Retired CamMnders-In-Qlief (4-Star Rank) 

Vice chiefs of Staff of the Army & Air Force; Vice chief of Naval 
0psrations;Asst c!cmad&oftheMarinsCorps(BymteofAppo-) 

AssistarrtSecretariesofthe~i~(ByDateof~intmerrtWithinEach 
Service) andServiceGeneyal Counsels 
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Generals&ms(4-StarRank) 
Retired Generals and l4ddml.s (4-star Rank) 
Director, SelectiveSemicesystesn 
SpscialAssttotRe $5ecmWy/DelxltySec'yofDsfW 
EXecutiveAssistanttotheSeCretaXyOf Defe3lse 
E3Lxmaiv@AssttitheDelxrty~ of Defense 
~~~tlIeSecre&yOfDsf~ 
Directos, Administration&Manag~t,OSD 
Executive secretary, Office of the Sec'y of Defense 

4. Directors, DLA, IMA, MSA, M3A; Other DOD &J==i'=s 
Under Secretaries of Defense (By Date Of AppOiMWIlt); 

DefenseF&EtDi.redor,NEl'~ 
i&ants oftheArmy, Navy, Air Force 

Lhuterbmt~s&Viae~s 
Ret- Lieutenant Generals &ViceAdmirals 
rbnbers,DefenseSci~Board 

ZmericanRedCmss 

toForei.gnFuwers 

Civilian Aides to the 
Heaasof Inclependentmiesr Director, FEQt Mayors 
!lmammm of the U.S. 
DirectoroftheMint 

c2mmmbti.m (zzCmbSiOn 
of standarcls 

F-==system 
D.C. Cauncll 

iesoftheServicss; 
DateofAppointmsnt) 

Gen. cmnsels, DOD (By Dateof 
fens2 for N2UD Affairs.; Sec'y of 

esoftheServices(ByIhteofAppointnsntwithin~~ 

of DsferlseBoaKds 
, Dept. of State 

ignFowers(UgatioM 
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5. Major Gancsrals, Rear Admirals (ulppar Half) 
R3tiredIbjorGentxals &FWrAdinhlS (UpperHalf) 
slllqon GeIeral of the U.S. 
c z= wh secretaries&m Gellsal-s (by 

mtmntwithineach service) 
DODHistorian 
AssistantMSecretariesof Defense 
SEsrmbers (Pc5);Gs17 

6. BrigadlierGenerals&wAdmirals(mHdlf) 
F&?tiri3d~i~erGeneralS~~S(~Half) 
U.S. (24msu.s -1 
A5sistzant Chiefs of FTmtocol, Departmerr of State 
SecretaryoftheSeMte 
DoorkwperoftheHouse 
ChaplainoftheSenate 
AsstDeptyTJxderSecretariesofDefenseandPrincipal Directors 
SFS Members (FC6); (S-16 

. 

7. colonels; claptains (USN); Gs15; U.S. consuls 

SmPVIPaxES 
tx-14 
me's, D, Gs-13 
Gs-12 - 
Majors, Lli- w 
Gs-11 
Captains, Lieutenant (Navy), GS-10; U.S. Vice Consuls 
Fi&LieIItemb,Li~ (Navy); GS-9 
S-8 
SeoondLieutenants; Ensigns;GS-7 

-WamantOfficers (By Pay Grade) 
2 - sergeant Major of the army, Master Chief Petty Officer of the Navy: 

chief Master Seqeant 0ftheAirFoxce; SeryeantMajor 
oftheMarineOorps(Bym~ofPgpointment)(SeeN~2) 

Master Udef Fetty Officer of the Coast Guad 
a Seqeanb Major; Wrgeanb Major; Master Chief Fetty Officer; 

ChiefMasterSexqantt MasterGunnerySergeants 
OtherNormmissionedOfficersbyRank 
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NUlES: 
l- CamaMem-in-Udef/retired ammmdem-in-chief: At milti or joint 
semice events only. At Amy-exclusiveevents, Amy ama&ers-in-&iefare 
ranked by date of rank with other m I-star officers. 

2 - The sergeant Major of them: WiulintheAnny, thesM19risrxmnaUy 
accorded general officer pIxx@hCe. TheSMAshouldbepositionsdmidQa~ 
bed the senior and junior general offic@.m pms4?nt. 

!XS pm is established by positionheld. Forthossnmbersnut in 
positions identified abme, contaCttheArmy Pmtocd Off&e, AV 227-0692.0r 
the SES Office, AV 227-2204. For ?x%WWmy SES n~&ers, llzowac!t the llmmber's 
agency/office for m. 

This prec&eme list is derived fmthelJ+rbmtofDef~hreaedexwJe 
List. (&estionscmcemiqp~shauzd~directedtothe~ 
Protocol Officer, AV 227-0692. 

cadets, U.S. Military Academy 
Midshipnan, U.S. Naval Academy 
CBad&S, U.S. Air Force Academy 
Cadets, U.S. Coast Guard Academy 
tidshipmn, U.S. Merchant Marine Acad- 
united states Amy 
united stzazes Marine corps 
United StateS Navy 
united states Air Force 
united states Qast Guard 
Army National Guard of the United !%xtes 

Marhco~~ 
Naval Reserve 
Air National Guard of the United States 
AirForc@Rmerve 
coastGuardI&serve 
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Ck.tmmial toasts areatraditionalArmyazstmataunitdinnerpartyora 
stag Dining In. UnittraditionsandthedesiresofthecoPrnrarrderusually 
dictate the pmmdums to be follmed and specific toasts to be reMzmd. 
Junior officers are frequently calledqiontopzsentatleastoneofthe 
toasts. Rheo~andsubj~ofdlltoasts~dbe~i~inadvanoe 
so that the hast andguestswillImowwhatisexpe&2dofthem. Although 
tmasts at the carpletion of the meal am still apprcpriate traditionally, 
ccuimm practice mst fmquently results in toasts beiJqofferedatthe 
beginning of the meal. Generally, toasts will be given to the president of 
the United States, the United States Amy, thedivision, thebrigadeor 
battalion, the unit colors and finally, theladiesiftheyarepmserk 
Officers ShEIuld also be familiar withtheinternationalcustmtsabsewed 
whentoasts~ exhmged in foreign messes or at official dinners or 
luncbons given inhonorofvisitingdignitaries. At a functionhonoringa 
visiting dignitary, the first toast is tothePresident (Premier, King, 
etc.) of tl-m hmoree's cxmtxy, usually presented by the host, with a 
cowing toast to the PmidentoftheUniWStateebythe honorm, 
foll& by otkr appqxiate toasts. c1ear1y,toast?3amanilnportantpart 
of formal social funckionsandgreatcareshouldbetakentoseethatthey 
-ProperlY-. 
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- ,_ CHAPTER 11 

PERSONAL COURTESIES 

1. Courtesies Rendered by Juniors to Seniors. Ccurteqisessentialinhuman 
relatiomhips. Itincl&3sasanessentialelmmt, apmperappreciatitiof 
the rights and feelings of&he% Militarycmrtesy in&&s special acts 

, and-al~ that am directed in official regulations. The 
newly ccmissiomd officer should W pride in b"iqmii~m&-~~ 
knowledgeableofmilitarycmrtesy.Theyshouldur&mtaM 
courtesies areapartofthecerfmmialprocedures whi&contributecolorand 
dignity to our lives: that they form an inteqal part of the discipline needed 
for the attack to succeed and forthe defe.nsetoholdt andthattheyarea 
part of the weship whichbindstogetherallofuswhosharethecaronan 
responsibility of the nationls security. 

2. Saluting. 

Sinceantiquity, menofamshave rendered sane form of salute as an 
& of greet-. Ihemethcdofsalutikghasvariedthrmghtheages, as 
it still varies in forin today beti different armies. Yet, titmmr the 
fmm, the salutepertainstosoldiersaiditsuae~i~tathogeingood 
SV. 

b. Thebirthofsdlut~hasbeenlostinantiquity;hawwer, asearlyas 
the Ageof Chivalry itwas inccmonpractic& Ixlrimjthatperiodtheknights 
were mounted and wore steel armor andmailwhi,&cc@etelycuveredtheir 

--_ bodies. When two friendly,~~~metitwasthecustanfor~~toiraise 
their visorandexpmetheir faceto,the other. Thiswasalwaysdcnewiththe 

Itwas a significantgesturk as itexposedthe features and also 
'right hand-the swordhand- fmnthevicinityofthE?weapon. 

c. a*, duringthek.iddleAgks,mnofnmnsoftenwemclothedin 
swoxdswerecarried. Uponmetinga frieml, thecloak 

ingthe right-, ulusdisclosirrgthatthe right hand 
was not on the sword hilt. 

d. Thesegesturescametobereoognizedasprapergreetirrgamong'soldiens 
andwerecont~~~as~~andmailbecameathingofthe~. 
military salute is today, as it has been forties auniquees&aqeTf 
g-zethgs b&seen military men. But to have it man wkat it shaiLd, itmst 
be rendemd properly and with pride. 

3. The Senior's Place of Honor. Anotherancientmilitarycustandictates 
that you shoulddlways~c#s~to~leftofyaurwrperiors. Wing- 
life of the United Statestherehavebeenfirearms, bUtthiSWaSI%Ytal~~ 

the case. For centuries men fouc$twithswords,andbecausemstmam 
right-hz!mded, the heaviest fightjng omwmd on the right. The shield was on 
the leftam, andtheleftsidebecamdefensive, Me.nanbunitswhoprefem+ 
to carry the battle on the enemy, and k&o werepraudoftkaeirfightirrg 
ability, consi- the rim of a battle line to be apostofhonor. 
Therefore, when officers walk or sit on your right, they am sy&olically 
fill- the post of honor. 
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4. Use of "Sir " . 
-_ 

a. Asoldier, in address* a military superior, uses the word WP1 in 
gmemlly the same nmmer as do wlell-bred civilians speakiq to a person to 
whan they wish to ieow respect. Inthemilitaryservice,hmsver, the 
matter of who says "Sir" to whxn is clearly defined; in civilian life it is 
largelyamatterofdiscretion. 

b. Thepq~,natuxal, alY3gracefuluseof'sir"is scanmhgthat 
ames withtrainingtiexpsrienceintheAmy. Scmeofficers fallintothe 
habit easily; others mst work at it. 

On the other hand, clSir'1 shmld not bs said with every breath to the 
,inPof chequiousness. In official dealings between officers who how 
~~ather~1,itisprcpertousethe~~withlessf~. 

d. A military man should be careful about the use of "Sir" in 
amversations with civilians. A tco frequent "Sir" with civilians may be 
embarrassingto~arrdsmackof~bootlicking.l 

Inqeakingwithageneral officeryoushouldusethewozd%merall 
in &e place of "Sir" whermxthis canbs gracefully done. For exaq3le: 
"Good evaing, General," rather than "Good evening, sir." 

5. Spoken Introductions. 

a. All officers are a&3mss& arrd htmduc& by rank. 

b. 'It is not correct in a spoken aMresstousel%etitlebyitself, 
such as Wo1om.l.~ It is correct tc say, T32lonel Doe." 

_-- 

At a social occasion, thevarious ranksarenotmcessaq 
(forc*mcan@e 

to mention 
all generals m "General," and first and second lie&emnts 

are "Lhxte&t"), ht at a fomal pmsentation the full title is stated: 
Wrigadier General, II "First Lieu~," etc. 

d. Wamarrt officers are addressed and m as "Mister," "Ms.," or 
%issl~ (except for formal occasions, or reasms ofdesignationwhenthe fUl1 
rank is statea). 

e. ~ssionedofficersareaddressedand~bytheirrank, 
such as 'Whate he," not 'We" or "John." 

f. Servicewmm, both officers and enlisted, are addressed and 
introducea by rank. 
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CHAPTER12 

PERSONAL ETIQUETI'E 

1. The ~ofanihmdmtionisto~~into 
acquairrtam=es ThefactthatpeoplewhoarebeingMmducedarestmqers 
at the outs& gives anairofformlitytothesituation. Dmrefore, the 
sooner the ihmduction can be amlished the better,simethenthe 
barrierofstmqers is eliminated. 

2. Them is nothiqfonnidableormysteriousaboutmaMnghtmductions. 
There are a few guidelines that s*lify the proceclures andpreclude 
e&armssirq situations. First,~mtmducingmen,preSerrtthejuniorto 
the senior and mention first the name of the senior follawrd by the name of 
the people of equal rank or seniority; it doe8 not matter whose name is 
given first, for instame Wieutmant Clark, this is Lieutemnt Jone~.~~ A 
thiti rule istopmsentr6entoladies,except~thePresident,headsof 
for=@ v=nmt=b =wW7, or nmbers oftheclexgyarehvolved. In 
such casesitispropertopresenttheladytothedignitary. Hmever,when 
youareindcxlbt,alwayspresentthegentl~tothelady.~~tkLe 
in~ion always mtion thenamofthelady first, 9&s. Smith,mayI 
present Colonel Jones?" Intmdu&ions to large gmupsamusuallythe 
easiest. Memlystatethenamofthenewarrivalandthenthenmesofthe 
&hers intheordertheyare~orsittiT.wkkMbeing~~, 
lo& directly into the faceof#epersonyauaremetirrganX~Y, @WoWdo 
you do?" followed by their name. Jddingthenameoftllepersontothe 
greet- will aid you in zemmberingWindividual.. Donotusepbrases 
such as, llPleased to met yau," *lPleased to mah ymr acquaintance I* or Wow I 
are you?" only the phrase, Wow do yaa do?" is appmpriate. 

3. when being intmdm&toalady,youshakehandswithheronlyif~ 
offers her ha&. w&!n being~to~man,tbehandahakeiS 
IlWtMO~. 

4. are a few *~donlts" that will aid ycm in making htmductions: 

a. ~~~~a~~i~;~tospeakslawlyand~st~y. 

Never take a lady to a gentleman to bepreserrtsd; bring the 

C. Donotpreserrtseniorstojuniors;j~o~aredlwaysirrtroduoedto- 
seniors. 

5. Anoteofcautionforall: Itcanbemry onbarrrassingandfrustrating 
to Yo% andespeciallytothepersontobeintmduced, if you foxget om of 
the nams Nocmeenjoystheirnambeingfoqottenormhpmmm&. If 
Y=J cannot rzzader a name, mA it is yourrespcmsibilityt~makethe 
in~ion, simplyapolog&zetothepersonandask forthem again. 
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6. Apologies. Tbremaybe occasions forwhich apologiesIRlstbe r&bred. 
;fhmfg e for any sociaJ.~occasion, especially one that,has a =ceivi.ng 

hostess bm&latelyaMexpressyourapologles. shouldyau 
&y miss amsetbqorutherappointnWXt,itisapp~iatetOcall 
or sex83 ashortnoteapologizingandexplaining~ reason for yaur absexx2. 
The accidental destruction of an article in sanecne'shanemayberedeemxlby 
replaciq the broken article. Ifitcannotbematched,seMan&eof 
apology and flWers. shouldyoudo%a&hingthatinjuxesthe feelingsof 
another,yau~daskfortheirforgivenessaswellasapologizing. 

7. Telephone Etiguette. Thetele@oneisavitalWbumentinourlives 
and requirea special handling. Always identify yourselfwhenplacinga 
call. 
yourself and say hello 
speakiqisverydiwxxlrtecrus; therefore, whenplac~~lalwaysidentify 
yaurself, e.g., This is Captain smith: May I speak with Major E?xuwn?81 It is 
CustQMly to call a residenceonly between 9 o'clock in the mWning and 10 
o'clock in the evening. Avoid making calls during medl hours, ard if in 
doubt irquire ofthepersonastowltetherornotitis~~~totalkat 
this or a later time. If a callhasbeenplac&andawroargnumberreceived, 
an apologetic phrase such as IbIVrn sorry to have disturbed you," is expected. 
Duuble check the nu&er desiredbeforeplacingthecallagain. Shouldyou 
receive a phone call, and thepersoncalledisnotpresent,asktotaba 
message or, ifpossible,referthepartycallingtoa~~theather 
party may he reached. When placiq a calliq party on %old,** it is 
cxurba~ lx inform the caller that ycx~ are putting them on "hold." 

- 
8. Smking. Be especially capful and considerat6~whensmaking. For 
instance, an officer shcniid never smoke on thestreetwhileinuniform; 
hcrwwer, sWJciqwhenattendingathletic~entsorsimilar out&or activities 
is permissible. FWthemnre, neithexsmokenorofferaladyacigarette~ 
walkbq with her in public. AgentlemanmakesitapointtoobserveWo 
smnking" signs in public build- and other public places such as theaters. 
At the Ux&er, adjaurntothel&byduringintermissiontosWux If yaur 
lady does not ~iretosmoke,itispr~perforherto~inseatedif~ 
so desires. WhileatteMiqancuMoor ceremxysuchasamilitaryreview, 
funeral, dnm2h service, etc., it ishighlyiqxupertosnokeatanytime 
durirqthev. Smokingwhilebiearinggluvesalsodisplays extremely 
poor taste* Abuve all, observe the wishes of your ccmmander, or the senior 
officer pFky z on duty. Asa~est,useonlyt.hea+trays 
pKCWidd; plates or cups 1s extremely rude. splllirq 
ashes cm thecarpet, layingli~tedcigarettes ontheendsoftables, or the 
useofwast&asbts asashtrapare Shouldtherebe- 
P-8 ask their permission be Itisnotpxqertobkea 
light& cigarette to the dining rocmor dance floor. Donotsmh 
duringdiJxlerunlessashtraysarepresentandthen~ywhenthehos~smake 
or invitetheirgueststo glDke. 
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- w areoftenplacedonthedinirqtable; hcJwl?ve, ifrlonempresrwt 
and thare are no ashtrays pmvided, this ‘isaclearindicaticnthattk 
hcetess does nut desire smkirg at the table. Aboamlaixcraft,~ 
there are designaM times andplacesforsmking. Nevermmkeacigaror . pipe aboardan aimraftunlessyouarepennit~todosobytheairlineina 
designated smoking section. A gentleman shmldrmersmnkehispipeora 
cigar at a s&al function when ladiesarepresentunlesshehastheir 
penuission. 

9. Social Obligations. 

a. Young aingleoffioens~rnarried,ccolplesarenrrtexpectedto~y 
irnritations inthesammanner as @or officers, but an im&&ionaampted 
nustberepaidiqsummanner within their bu3ge-t. official hcspitality is 
not repaid. 

b. A smallgiftorflcmersare~tothehcete~eofadinnsrparty. 
A thank you n&e~dkewrittenwithin48hour~. Dcm'tbe late! Arrive 
on time. 

39 



CHAPTER13 

usAAIuvlC Pam 600-60 (18 Feb 92) -, 

OF'E'ICIAL FUNCTIONS -CONDUCl?ATRECEPTION ANDRECEIVING LINES 

1. Entering the Reception Ban. 

AmStinportantruletO observeuponenteringareceptionromisto 
i.lmsately pay yaArlzespemtothehostand-. ShaiLdtherebeother 
guestawhcmyc~donotknuw,thehos~willeMeavorto irkmdm%youtothem, * 
pmvided mw arrivals do not demaM~irattemticn. YouaKxlldchatwith 
theseguestsforawhiletithendetacbyourselftogmetasmanyofthe 
Ot3EZguestsaSyaUCan. Onleavingagrmpofguests,youneedmerelysay 
%xalse me." Hmever,you&muld~leaveawmanstan%qalone.Should 
you became ezqaged in a loagcommrsationwitha wcmananddesiretogreet 
otherguests,mmzlyimitehertoacccqmy youtotheothergrmpofgllestS 

b. Atanyrecepti~youshouldatteqtto~toalltbeguests.~ 
associate exclusively with one's ownfriendsisdmmmkms Ontheother 
hand,to~crneealfard~~dLoDfisalsocarrsideredgoor'taste. 

2. Leaving the Reception &can. 

Depa&me fm a receptim shouldbetimly &brief. Ifycm are 
I3tal%q, mfxrely gotothehostand hostess,P~tyaur-,~P- 
to the entrams hall Ifseated,mrelyrise. The hostess will realize the 
intent of ycnlr geskm?. It is not necessary to wait for a convermtional 
paufle to signify ymr intent to depart. saygoodbyetotheo#er~ '- 
present,thankthehostandhostess,ti~tothe entraxzhall. me 
host will normally accmqany guests to the door. Keep ymr adieus brief and 
aepart- To lirqer or etxjage in conversaticm at the entrame hallis 
inmnsiderateto#ehcstandtotbeotherguestspmsenL 

b. F&nm&erthatatareceptionordinnerparty,guestsshouldnotleave 
prior to the deparkm of#eguestsofhonororsmiormnberpresent. 

3. Military Receptions and Receiving Lines. 

Military receptions are ammq the mst important social and official 
func%ns enccxurtered during an offic&s career. Allrulesofetiquette 
pertaining to military receptions apply equally to civilian receptions. 
Distinguished visitors, military and civilian, are generally honored by 
appqriate receptions either bythe cmnaMer or by the senior officer of a 
unit. In many units, receptions are given for the purpose ofintmducirqa 
newly arrived cxmmands or a group of newly assigned officers and wives. The 
newcmmm are normally imlMed in the receiving line. Appmpriate dress for 
both mm and ladieswillbestatedor -lied inthe invitation. Theguests 
should arrive prior to thetimeammnced sothatheadgearandwrapsmaybe 
placed in the cloaktmcm. Atlargereceptions,guestsareoftenassembledby 
unit or secticm andpmceedthmughatstaggemdtimeintemals. At smaller 
mceptions,guestspass~thereceivinglineuponarrival. 
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-* b. Ftulesofetiquette forart4aeivingl~areclerarlydefinadandhold 
for bath civilian aswellasmilitary social functim. Rzemmbm3 of the 
receiving line should arrive atleast10minutesbeforethetimeannmmed 

iontobeginandaKxlldbeinpla~atthetimearmrxmoed. The 
will rmmally bepositionedbytheerktmme, accanpanieaw 

ofhaaEorand~ofthefamily,togreetguestsupaaancival. 
important to present yourself immdiatelyqmnam&altothe 

I to those in the ltlxzeiving line. Gllests pass-- 
ineinorderofarrivalr hoever, atlaqemceptions,verysenior 

bs escorted to the head ofthelinebyanaide, 
tilne. -1Yf all personnel imitedtothe 

receivkq lim. However,inthecaseofsome 
W--f-F=Wpersaavlel~ 

smetimesa&md~foxqothemc&.4ngline forthesakeofbrevity. 

limesmaybe fonnedeither franrightto~leftor fxanleft 
right to left is preferred. !lhelJsualardevofthe 

in order of rankwith theguest of honor, orguests of 
ofthehostandha&ess. For example, theammand~ 
holdingthe reception is onthe rightofthe receivirq 
wife is at his left: next is the guest of honor with 

andtheirwivesexterndthelimin 
dyattheeMoftbelineistobe 

who introauces the gllests, is 

receivitqlinemquirethat 
escortIIsveroffershisarm 

nor does he ever hold'herhandwhilep~~the 
e guest merely gives the name of his partner, clearly 
adjutant or aide-de-camp. It is not propsr for any 

ith the adjutant or aide. The aide in turn int&kes 
tothehost. Themleguestthengiveshisnanmtotheaide. 

if they are friends, that the aide will 
Theyourgladyandthehc6texchaqe 

host then intmduces hertotheladyonhis 
Jones,mayIpresentMissSmith,"andthe 

the receivingline. Similarly, the aide will 
thehoetandhewillbe-,inturn,to 

Shouldyournamebsamelostinalerythy 
shculd repeat it for the benefit of the pemonbeing 

iomalwaysfaoetheperxtnyouaregmetgrseting. Donot 
line facingthedirectionofpmgress, sbakinghaxxls 

A briefgxmetingaccunpmiedby afirm,cordial 
Yuushaildthenmvepmq$ly 

eventthatyau:~ 
amversation with menbers of the mceiving 

initiated. Whenbsiryintmd~@toastrarrger,thecustamary,~HCIW 
, Mr. Jor~?@~ is qmpriate. After CX@etiIq -imi.nthe 
line,guestspmeedtogmetotherguestsandfomgroupsfor 

f.t%xnrersatiatls. 
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oontrarytosarli~practiaeswhenglavegandhats~~iata -- 
atkrtainhauo tnday mst recsptioasarewithoutha~,andglovesare 
OptioMl It~tuprarosativeofthahoetesstowssrornotta~rahat 
orglavee. Acxmver, guestsmy followsuitormtastheywish. 

f. ~cmsatareception~dbelightandofshortduratim. 
wnversewi~asmanyoftheutherg~ests 

F&me&a, the reception is a place ?f li*#earted 
mtmtahnent, andnotforsolviqworld~. When it 

is desirea toleave~graupino~togreetotherfriends,sinplysay, 
wxa.lse Ins." -CUXld'ZgJid. 

The durationofyaxstayata~~ceptiondepen%uponits shear33 
At largerempticmsyoushaAdremainnolorqerthananhau;at 

smaller mceptims it is co~to~inforalongerpariod. Priorto 
depart* small recqitians, and mnallreceptiunsfollowsdbyadame,yau 
shouldexpressyaurtbankstothehosthast -~paYY-resgects- 
thegusstS0fhcmr,if~. 
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CHAPTER 14 -," 

PROPER DRESS FOR VXXlEN 

1. There is no setofrulesnrlistofdescriptivekmds thatcarpletely 
lcut a wman's attire forthevarimsfunctionsshemayattedonan 

post. Thewunan,inthefinalanalysis,mustuse~omgoodtasteand 
. judgemmt in~lyingthenileofpraperdresstotheoocasian,wfbetharitbe . a reception at the ccma&mg general's quartem, a casual organizational 

l3arbme, oratriptotheamnissary. DressingingoodtastemE?ansdreesing 
appropriately for anygivenoccasion. Ifymr clothesmakeyouconspi~, 
Yau- definitely not 'well dressed. " blhenindoubt,~ing 
cmservatively is farbetterthanwerdmss ~,~uroushgoing~-~ 
extremanddress~tcomsuallyisha.rdlyacm@imnttoak&ess.When 
-in, it iswisetoseekadvicefrm scmwneexperi~Custumsvary 
am3 when rre?wtoan~yarwillhaveto~031~guidanaeofthose~ 
baV@ been cmthescenelong~. Yourclothescancmateaneat,well-gmcmmd 
appeararoewithuutbeingexpensive.wBaringthecxxrectaccesso ri-, beins 
color amsciuus, and wearingsto&hgswithallbutthemstcasualcluthes 
will earn you a mgutation for be* well dressed. 

of lXess--Lkscribirq a type of dress indetailis ixqossible 
many variations in material andstyleandbecause 
tzhanging. 93~ following descriptions md give you 

an idea of the basic typesofdresses mdwhentheyshouldbeworn.Asa 
de, the later the hourofanaffair,thedressieryuxclcthes. EVenirq 
clcthes should not be wcrn before 1800. Cocktail parties start- at 1700 or 

-* 1730 are inclined to be less formal than those beginning at 1830. 

a. mytilne Dress or suit: Sinplearadtailored,madeofsuchrnaterials 
I or the many new miracle fabrics. This dress or suit, 

isappropriate forbeforenoongatherirgs, lundxuns, 

b. S 1eAftemmnDmss: Daytimztypedmsswithorwithmtslewes. 

aA 
AfternoonDress: Ofm~elabomtematerialthanthesi.n@e 

dress and is dressier in design. 1talsomayorlnayncthave 
and is worn to fo3mal teas, receptions, and late aftermon 

. HatandgkWesareaptiona1. 

d. Dressy suit: Atwo-piececostumofdmssymaterial-silk, satin, 
etc. It is mrqxiate for late aftermon w@dde!K cooktail 

,andmcepticms. Hatan2lglwesamoptional. 

e. ckcktail Dress: Should havescmztypeofshxldercoverirqora 
j which is mnmvable. ItisrmcWateindecclktage,oftemextmamly 

Z&-tail 
in line, and can be ommented with accessories. 1tiskmnto 
parties and buffet or informal dinners. 
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/-. 

f. Dinner Dress: Worn to @'black tie*@ affair% It is of dressy n&erial 
with short OT loq sleeves, orwithcutsleeves, andiswornwithjacJu3tor 
stole. It is fairly amsemative. 

F&ml DmssorEveningGmm 
ler& (ahah an inch fran the floor) 

Shculdbeofrichmaterial, floor 
ankle lencJth, 

gaverened by P-A -@=r 
or short (street 

lerrgth)* Iancjth is of coume, it is 
pmscribed By the invitation. Ihe fomal dress is usually worn with your 
best jemlry and is as decollete asyoudesize. Itiswomto Bfblacktie11 
ard *white tie@' affaim, but never before 1800. For %hite tie" affairs, 
long,whitegloveslnaybeworn. 

3. 'Ihe WFYLT of -iate pant suits byladiesinlieuofadressis 
considerea amephble today at all but the most formal affaim. 
%pprupriate~l is the key here. Qbviously, a casual slacks outfit shmldnot 
be worn to an evenimJ reception. Admssypantsuit,ontheoWmhand, 
wcmldbaquiteacceptable. 

4. Hats4Mzsarenolongexmquizdatany~ion. Hmever,thereare 
occasions wheretheymaybeworn. Ahatmaykeworntoaluncheon at a club, 
restaW, or hotel. A bat may be worn to c2lmd-1 andtomligious 
wremnies heldelsewhere. Hats are never worn after 1800, except that for a 
fonnal evening weddiIq, a mallever~i.nghatorveilmaybeworn. Ahatis 
nsverwornbya hostessinhermhanre. 

Gluves--In #epastthewWlrofglwesbyladieswasrequiredbycustcml 
ilLi good taste. !Rday, glwes are worn only at the pemonal preference of _,- 
the individual, unless local ax&anspecificallydictatesckherwise. Short 
glwes may appropriatelybe~rnduringthedaytoallbutthemst informl 
affairs. Laarg gloves are of culrse, not worn with dresses having 

r 
leryth or long slewes. Inthiscase,glcves,ifwmn,shculd 

It is usually Imt mcemaxy toremveyourglovestoshakharx3st 
hwever, 'in Germafiy itisapprupriatetoremerveyaurglwes. Gluvesshmld 
also be reanwedwheneatingordrinking. Glwesare~erwcmbyladi~in 
amceivirg line. 

L 
The bqmrhntpointtoJceep inmind istcwearthepmperclothes 

you appear in public, regardless of thehour. Shorts,denims, 
faddish slacks, halters, andtight smatem, maybeconsidered inapprapriate 
for street mar. 

Curlers or head bandams 
iiimelw, 

should never be wmm outside thehcm. 
never cha gum in plblic and never smke tile walkirg in plblic. 

8. -you- entertainingandtherecuuldbeanyquestionastoycxlr 
goiests' dress for the occasion, indicatewithycur invitationexactlywhat 
youexpect--thenbesurethatyoudressinthesamemanner. 

9. Mconbcotsbqnwithfurcoatsare pemissibledurirqchanges ofcarmand 
held in the mnths of January and February. tmnskija&&.s,hcwever, 
shmldneverbeworntomilitaryfunctions. 
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The Formal Dinner. 
L 

It is inportanttobeawamofthepxwt3xoland 
immlvedinaformaldinnmrparty. Itismwgnizsdthattheseare 

ram occasions for yamj w officers. NeverWeless, with the pussibilities 
for selectian as an aide&z-mq or service inoneofthemanrycountriesof 
the world whsre our Amy is---anewlycumnissiomdoffioermay 
soon be invit&toafonnaldinner. Also, itiswisetobeginwiththenmst 
cxq3lex of dinner parties-the fozm3ldinnerparty--for, ifyaxcanmasbr 
the formdl~party,yaucanbeatsaseatanyofthelessformaldinners 
or lunchmn parties. mjne, therefore,thatycmhavebeninvitedtoa 
formal dirmr attheRd3assyoratthehmE2ofthecaamandingGemra.l. The 
aggriatiaw a+re wilf be a loq dmss for the la&es and White tieV1- or 

if pmscr&ed--for the mm. E3esure:arriveattheprecise 
time irdicated and greet the hostand hc6tessupon~~thewception 

lhere will bea shortperiodpriortothe servingofdinner forthe 
ofallawingthegueststokeaxmaaquaintedandtobeserved 

ref-. Luringthistimeycushould eixanhtheseatingchartto . d&ennme yam dinner partn2randthelocati~ofyourplacesatthetable. 
oecaSionally you will find in the entmncehallanenvelapewithycurnamcm 

~i~;thereinyauwillfindtheMmeofycwrdinnerpaxtner,~wPman 
be seated at your right. Thehost or hostess will intzaweyaltithe 

guests of hctmrandtoywrdinnerpartner,ifyouhavenutnmther. Ifyar 
are already a-inked withyourdinnerpartner,besuret0gxeetherpriOr 

l Whentheserv~ofdinmris annaunaedtothehostess,thehof3t 
_A' ~~~rraaanguestp-tothedinFngrarnfirst,fo~~bythe 

other guests in pa~withnoorderofpmxdeme,withthehostessandthe 
rankiqmale~b+iqthelasttoenter. Should a hi*-- officm or 
tiYther digniw be~,howev~,thehoetessandthedigni~enterthe 
dining rouu fil%t~@mwedbythehastandtheranking~guest. Before 
joinirq the lin~~r$$#:~(juests, offer ycmr right am to yam dimsr partner and 

.$&ofguestsprooeeding~&e&irrgKlaa. y~pl~ 
~i~@&k3ualplacecards infmntofeachsetting. Whenyrxl 

have fmnd. ym&&#$& assistyourpartmrwithherchairbyslidirq it away 
fran the table ar&thenadjustitq ittohersatisfaction. DonuttaJCeywr 
seat until all the ladies ard seniormaleguestshavebeenseated. Once 

you ishaJ$.w inconversation, firstwithyourdimm~, 
ST&r with @&#&nantoy~leftardwiththeoMerguestsnsarby. At 
the cxxy2lusicm 6f' 'iii& dinner party, the hate33 will rise, tic93 is the 
signal for~~-~~~~~p~yandassisttheirdiwlerparties in rising 
frantheirchaijrri;. 
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2. The Formal Table Setting. 

it. Bef- yau, on the dinner table, ym will find a place settirq 
similar to thsumdepictedatfigure13. Folded cm tcp of the plate is the 
dinner napkin. Oatheleftofymrplate~may find, fmnlefttoright, a 
fish fork, merat fczk, ard salad fork. On the right sids of the plats yuu may 
fiM, fmn right to left, an oyster fork, soup qxxm, fish knife, meat knife, 
and salad knife. Incated to the wright of the settingwillbethE 
glasses. They areidmtifiedas follows, frunlefttoright,watergcblet, 
wine glasses (if served), andpossiblyaaxpetingglass. Dh'ectly in fmr& 
of the plate ym may find either a menucardornamcard. Yaushmld 
zx4mWer thatthisisbutonetypeofformaltablesettirrg,andyaumayoften . find fewer pieces before ym, depmhng onthemmberofcmrses andthe 
wines to be sewed. A servioe plate will be part of W table setting, but 
it is not inbnded for use. Ycm will n&e that the table settirq for a 
formal dinner shm5 nohtterplate. Shcm.ldyoubesemedbread,layiton 
the table near theup$lerleftedgeofyourplate. Afingerbm~mT.~& 
served priortothelastcmrse cm the plate intended for that 
a lace doily is fmnd uWer thefingerbcrwl. Rmmve~fingerbciwland 
doily and place the bawl upon the doily to the upper left of yam plats. If 
this plate is served with silver, rermve the fork and spoon fKlm the plate 
and plaae them to the left and right of ymr plate respectively. Fiqer 
bawls will nomally be served afWr any cuume, sUChaSlobster,whiCh 
Xxqlli~thsuseOfthehands. 

coldkmb 
Gsnsrally thWx¶ is Ix, necessitytopassitenrs atthetable, as the 

andotheramesso ries will be placed within easy reach. When -. 
birrs -, always serve thedishesfmntheleftandthe~from 
the right. 

dlE!ssL 
Dessertissemedafterthe tableis ampletelycleared. Shaildthe 

plate arrive with silver or with a fiqer bml, XBYKJVetfaeSilVerand 

finJerbWlasdeEcribedabovem Atthecomlusionofthedi.nner, coffeeard 
liqueurs may beservedtothewrmeninthelivingmanandtothenrenatthe 
di.nin~ table, orinanoapnapartfmthewcmn. Anothercustcanisto- 
all guests togethr in the livirq mm. 
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FIGURE 13: FdMAL PLACE SETTING 
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3. The Semifomal Table Setting. 

me basic diffemnce 
is blat fewer 

betweenaformalsettirqandsemifonnalsettirq 
calrse5 are served and less silverware an3 glas6ware am 

reqUil32d. 0therwise the custcuns are the samasforthefomaldinner. 
'Ihere are sane differmces, however,andyoushouldbeawareofthem. The 
napkin is not normally set on m plate, but is placed to the left of the 
forks. There will onlybetwdsetsofknivesand forksandperhaps ascup 
spoan* A butter dish will also besettotheupperleftoftheservice 
plate. 

b. A relishtraymaybesetonthetableorserved. Inthkinstance, 
olives, celery, andcarrots, if~~,nraybeplacedeitheranthelcoltter 
plate or dinner plate. During thec!ourse ofthermal,youmaybeserved 
cranberry =--I mint jelly, or gravies and liquid sauces. It is pmper, in 
eac3 instance, to place thecmnbcty sauce next to the turkey, mint jelly 
~tothRl~,andto~thegravyorsa~werthefoodwith~~it 
is sexvd. 

4. The Informal Dinner. You will of courseattemdnmymminformaldinners 
than semiformal or form&dinners. You shouldmcoatardtie (a suit if 
so specified) unless amore informal dress is specifioallypres&bsd, such 
as for a barbecue. If the host doestheservihg, youshouldassistin 
passing plates when necessary. The wmansittirq farthestfmmthehcst 
takes the firstplate;thersmaininggusstsareservsd successively, andthe 
host serveshimselflast. IfseMngdishesarepassed,ensu=thatthelady 
to your righthelpsherselfbaforeycmserveymxself. Holdlaxyedishesto _ 
assist her &en ycmcan. Ifasemantserves,youwillbeservedfmnyour 
left. when the main course is finished and the table is beirq cleared for 
dessert, give only as mchassi.sQnceasthehostessdesires. It is nsver 
m that themaleguestwillrise frmthetabletoassistthehostess. 
Ths plates are nsver to bs stack& tile assisting in clearing the table. 
After dessert, coffee may be served eitheratthetableorintheliving 
roCm. At saminformald' mners,coffeeisservedduringthemeal. smoking 
is penllittd if ashtrays have been pmvided ome the hostess signals 
permiSSiOn. 

5. Buffets. 

a. The informal buffet supper or luncheon is a popular manner of 
entertaining, with or without semants,alargenumberofguests. When 
dining buffet fashion, theguestsareirivitedtosemethemelvesfnxnfood 
which is placed on a buffet table or dining table. Aftex se-m@ their 
Plates, the gussts normally seat themselves imlividually in the living mcun 
and other rocuns whexe card tables ormall, individualfoldingtablesor 
trays maybeprwidedt~ise,theguestsmustbalancetheplatesontheir 
knees. At a %it-dawn" buffet, the guestsnuxelyservethemselvesata 
buffet table and then take their places at the dinner table, as de&hated by 
thehostess orbyplacecaxds. 
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b. whenthehostess amamcesthesezvirqofthesupperorluncb,you 
should join the other guestsandfomase~~ir~~line. Nomallytheladies 
precede the men and serve tbemelves first. At a %it-dc%M buffet, the 
gentlemen in the line sbouldbealerttoassisttheladies,aft.ertheyare 
==-J@% inseat~thmselvesatthedi.nnertable. On~machiqthebuffet 
table, you will fin3 ymr dinner plate and, forthemrmalbuffet, ymr 
silver and napkin. Youareexp&xdtoserveyouromplatefrantheseming 
dishesbyusirrg~~ingforkandspc~onprwi~foreachdish. 

C. Table etiquette for the %it-dfmrV~ buffet is, of amme, thesallmas 
infoBzlml dlimere For the norinalbuffet,youmchconfomae 

as possible to Gners prescribedforthedinirqman. Apointto 
istorehrainfrcmeatinguntil~ladiesinyaucgroplpbegin. The 

or sermntsateithertypeofbuffetmaypasstheservingdi&es and 
for second helpings arb3mayservedessert andmffee. Whenthey 

am servirq at the normal buffet youshouldassisttbem, asappxpriatet 
-=, do not enWxmss thehostessbybeirqoverlyhelpfulwhilesheis 
serving your gmmp orbyconspi~lybeinghelpflllinotherways,~as 
carry- used tableware to thekitchen. 'Ihebo&es.swmldappreciatesu& 
assistance only fmnclosefr'ier&ammgtheladiesprese&. Ateithertype 
of kruffet,thegerrtlemenare~toens~ethattheladies,~seated, 
are not required to rise in order to semethemselvesagainunless,of 
-, w fer to: thegentle3nena3zalwayssolicitarstoinsumthat 
the ladies have secoM serviqs, if desired, of wine, coffee, orwhatever 
beverage is selrvd. Also,~shauldgetdessertforthelaaiesunless~ 
dessertissenmdbythehostessoraservant. 

When guests seat themselves individuallyinthelivingxWm,the 
gex&mm amuld seat themselves beside aladyotherthantheirwivesand 

the lady in conversation as if she were his dinmr partr~ at a 
sit* dinner. 

6. Seating Arrangements and Precedence. 

a. TheAmywifemustknmtherul.esofseating 
fprecradence. Custmarily at 
senior rankirq mm sits at the right of the hostess, with his 
the rightofthehost. Butfiormxefonnaloccasionswhi~ 

the senior ranking man is seated at the ri*t of 
Thesecm3rank&qmanisthenseatedattheleftofthehostess 

and the 'second ranking wanan is at the host's left. lbe Mird ranking wcxnan 
sits at therightoftbemofthehighestrank, andthe faxthwunan isat 
the left of the &m ofsecondrank. Uderthis~ahostessmay 
find that a man would be seated aloqside his wife, andbecausethis 
situation is nut ordinarily all& to exist, thewifeshmldbeseatsd 

It is also CzlstQMIy for ti host and hostess to sit opposite 
ei.Wer at the ends of the table, at the center of a loag table, 

or onthediameterofamundtable. Anequalmmberofnmandwumnat~ 
table may rewiltintbeseatingof~atthecutsi~pla~aoloneofVle 
sides. This situation maybeavoidedbysettirgplaces ateachendofthe . 
table, even thcqh this positi- may cause sane 0vD . 
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- 
Smalll dlnmrs for six or ten, fmrbeen or eight, etc., are easily 
wiul ~bt3ttihostess sittingoppositeeachovlsr, andmarried 

eachsittingwithothsrgussts. bkmsnwillnotbe seated 
at the atteide~ plaoes when the aformnsnticmd nubers of guests are at the 
table. Hrrwlsrvrsr, at tables of 8, 12, or any mltiple of 4, the hcst anrd 
h06ixw t24mut sit apporrite each other withaut puttingtwomles ortww 
females txqemerifthereisanequalranaberofea~p~. Tobdlmthe 
table, the hcstess mvesomseattotheleft,@ting~ri~t~~ 
appositethehcst. 

At mnofficial occasions,pmcedemei.sdeteminedbythep~ 
of FL gumts, their ages, and degree of friendship. In civilian life, age 
lmceives deference, asdoesprofessionalatx3scholasticachieyeanent. 

d. In official life, strict prctocoldictates~m 
ecclesiastical, and diplanatic pmmdeme, whic$Lhasbeenesbblishedby 
i.ntermtional agmment. A younger official will preced@ an older official 
if the office of the formr is in a higher echelon. A yaxqer military 
officer prece&s an older military officer if the fonne.Ps rank is hi*. 
The seniority of the gmemmenta 1 office is detennimdaccoxdirgtothe 
famding date of the office. The seniority of the military officers of the . sam or equivalmt grade is detemud bydateofrank. Whenapexscmis 
asbd to beaguestofhonoratadinnerorlmcheon, hemi.ghtriotbeseated 
in the ranking position at the table unless his rank justifies it, or unless 
~JW hic#-t ranking guast amcedes his position. Wh&UlambassadorsandVery 
highrankingguestsampresent,g~estsareseatedacco~tc~, 
eventhaghtheguestofhonoris mbequmUyseateddownthetable. When -- 
guests with no official rank are presenf: at an official dinner or lmcbem, 
their places at the table are w by age, prmimnce, l~c 
ability k&21 forei- are present,andcmge+lity. ~theseabof 
guests ofhcmorandtopofficialshavebeendel2nnmed ncmmkugguestsare 
placed betwesn these of official rank in U=be mu& axqenial way for all 
-. 

e. Officsm' wives are accoxded pmcedeme accordirqtotheirhrusband's 
date of rank, unless they hold official positions mE?mselves.Allretired 
m officers rank after active officers of the same grade. 

f. should yau bestationedinWashingtanorabm3dandhaveq~estians 
relative ti diplunatic pmc&xce, cm&k theF~dgnLiais~n!S&iOaat 
&gmtmnt of the Arm;y or the pratncol SectionoftheAmeriean~, 
-i-Y* Most Army installations have visitor bureaus or pratoool 
sections capable of reso1vi.q the gmatmajorityofquestionsrel~to 
protocclmatters. 
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-., CHAPTER 16 

DINING EECIQUEXTE 

s 1. Table Manners. Of all thesocialpractices -etiquette,- 
subject of corect table lnEmersisperbapsthemostcarplex. Recognizing 
that yourtablematmers havebeendevelopedthm.qhhabit,andthatthosewho 

I dine with you will be hesitant to correct you for fear of emJwrrassmarrt, 
mu3tfxyofco~manners at the table is clearly up to you. The basic 
rules of table etiquette are set forth belaw. CMckthesefuWum&& 
against ytmr habits -amimaketheappropriatecormctions,ffneomsmy. 

SelectioPlofSilver--Ifyauarenatsureofthecorrect~in 
whici'the silver is to beused,thebest a3urseofactionistowatchthe 
hostess and follow her exa@e. This silver is armrqed so that the utmsils 
farthest fran the plate are usedfirst,takingt23emxteetinorderwitb . each- axar§e. 

b. Sele&5ngFood~selectirqfoods,bearinmindthatagreatdeal 
of planning and pridehasgone intoitspreparation. YcushaiLdnotbetoo 
selective in ymr choice of cuts, or give too muchpreference -yaur 
favorite vegetables. It isaxrtemstotakasmallportionofea&dish 
offered. 

TheNapkin-OnceycRlhavetakenymrseatunfoldthena#incnceatld 
plaZ it acrom yauz knees. Thenapkinisnf3vertuckedinthecoatorthe 

. It should neverbeuMulywrinkledorsoiled. Thenapkinshmldbe 
-_ only forthepuposeintenkdandthatisto k3?lmvefoodparticles frCan 

"s fimjem aml lipsortopreventstainingofone~scl&hes. Thenapkin 
should also be usedbeforedrinkirqfrrxaaglasstoinsurethatfoodtraces 
are not leftmthe liporrimoftheglass. Attheocmclusionof#emeal, 
never refold the napkin, merely place it neatly on the table to ths left of 
yowc plate. 

d. When to startEating--Atsmalldinnerpartiesyouskuldnotstax't 
eating until the hostess hasstarted. Atlazyebmquetsorlmffets,itis 

iate to ccmence eating t&en those persons axcxmd youhavebeen 
!!ierved. 

UseoftheKnife-Youshouldholdycurknife inyourrighthand, its 
bar& Inyaurpalm,withyaurindexf~~al~thebackof~blade. Cut 
only enoqh food ,&jr one bite at a time. Whenyouarefinikedwiththe 
knife, place it % the w right rim of the plate with the blade m 
tmmed inwardtcMxdthecenteroftheplate. -Onceyauhaveusedyourknife, 
yau should never place itbackonthetable,norshaiLdyar.everplacethe 
handle of theknifeanthetablewiththeblade mstirqontheplate. Also, 

that your knife is us& only for cutting food, it is never used to 
ooanreyfoodtoyaarnwxlth. 
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_i f. Use of the Fork-When you use the fork in conjunction with the knife 
far cuttins food, yax shouldholditinyourlefthand,itshaMleinyux 
palm,withyul??indexfingWl3mningal~~ba~tithetinss~ 
Normally, ycxl will transfer W fork to ymr right- before conveyw food 
to yul?z lmlth. When held in theriathana, the forkshaildbegraspsd 
between your thud3 and firsttmfixqsrs-asinholdingapemil--withthe 
tims p&tirq up. When not usirq the fork, place it on the plate below arid 

. 

paralleltotheknife, withthetinesup. 

.!LQlLE: The useoftheforkand]atifeasdescribedabave~ituteAmerican 
. 

czmtan. AnotheraccepW3lenmmsr of us- the fork and knife is the 
CiJKlt- fashion. Theprincipaldifference -thetWoiJTVo1vssthe 
use of the fork. IntheCmtinental mammfoodisbmqhttothemakhby 
the fork held titheleft-. Notransferfmlefttorighttakesplace. 
J4-b the OontM form allcms the fomanns tobepl&onthetable 
thrq#mt ths meal, while the Amrican custan allmsthiscmlybetmen 
-. 

9. Use oftkK:SpOOn-Jlhespoonshauldbeheldin~ri~thandinthe 
same manneraspmsuib&forthe fork. Whenusedtoamsme saup,-w 
shmld bedippedawayfromyauand~~ttothe~,~sideofthe 
zyis placed to, thelips~ti~s?&htlytoalluw,the fluidto flow 

Avoid makmg anynomeswhenusmgaspoontosipsaq. Whenyuu 
have iinishea the soup cmme,leavethesoupspoononthesoupplatewith 
the bawl up and the handle restingontherightrirnoftheplate. Mver 
place the saqspoonmdertheplate. Whenservedcoffeeortea, thespoon, 
whenussd, shouldbsplaaedbowlupcmtherightsideofthesaucer. - 

h. Use of theFiqmBawl--lheonlyfun&ionofthefingerbc~listo 
help clsansethe fingertips. Onlyonehandisdippedintothefingerbmlat 
a time, and then onlythefingertipsareimersed. Itisnotusedforany 
-lplrpose* 

2. General Table Hints. The follawiq hints am. provided to m@msize 
inportarrtpointsoft.ableetiquette: 

a. Neverplaceaglasson apolkhedwmdsurface. 

b. Bef~eating,neverwipeuncleansilverwithyaurMpkin--evenina 
restaurant. If inaprivatehome, suffersilentlyanddonote&amassthe 
hostess. Ifinamstaurmt, askthewaitertoreplacetheitemofsilver. 

c. l3egineatingonlyafterthehostess -begun- 

d. Do not slump at the table. Sit erectly, keepirg your forearms in 
ymr lap exceptwhileeating,orbetmencourses, WhG!Ilth@y~~restagaiIlSt 
the e@e of the table. 
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shcrulditbe mcemary to anqh or sneemat the table, tkbe head 
BerKlforwardax%l 

f. Use m napkin before drinking frrmnaglasstopxwentleaving 
tracesof foodonthrimoftheglass. 

Hold long-stem& waterglassesorwineglasseswiththWnn&ard 
f&*two f~of~ri~tharrdatthebaseof~krwlor~the~t 
donotplaceyaxfi.qersaraundthebowlortheglass. 

h. Use a fork tocutallsaladsexcepticebeqlettucs,Qhichiscut 
with a knife. 

. Clearsarpssewedina~withhandlesmaybesi~fraantkaecup. 
WhenLenrploy~ IS? spooqitmstbep1acedonthesa~Mxenitisnoti.n 
use. micktsoupsnu,lstbe consmd with a spoon. 

. Do notmakenoisestileeating, swallowingorsippingsmp. Avoid 
urdractive eating habits, suchas smackingthelipsortakingportionsof 
foQdwhichamtoolarye. 

k. Bread, rolls, ortoastmustbebmkenwiththehands, notcutwitha 
knife. Wltteraalys;mallporti~atat~~~errUresli~ofb~ 
or toast-and hold the portions cm thesideofthisplace. Neverbutter 
breads "in the air." 

1. Nevertalkwithfcodinyourmauthor addressaguestwhohasfoodin 
his xflm‘th. 

Thn knife, bile not in use, is always placed on tW upper right 
port?& of theplatewiththe right hand. 

n. Foodisalways served fmmtheleft, bsverages frcantheright. Take 
irqspoon inyourright, selecttheitemof food, andbalanoe itwith 

the serving fork held in your leti hand. 

howe%r 
Do not hesitate to take seconds if offeredardyousodesiret 
trytogaugeycmcapacityandeatwhatyoutake.Itisconsidered 

very ihpmps to g2zof;$da merely because of a dislike for this 
particular food. hostess,buttakeasmllservirqandeat 
it. 

Whenatan~o~dinnerandpassingaplatefora~halping, 
1eavZ' your knife and fork on the plate--h& be sure they are securely 
positioned on the right side of the plate. 

Whencoffeeorteais served, hepMe spoonontherightsidsofthe 
sa&exceptwhmstirr~, neverplacethespoonbackonthetablecloth. 
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-- 
p3YiiSL 

NevW lick yklr fingem;useyourMpMnandfingerbawlifitis 

prekt. 
Never dip mxe than the firgertipsinthefbqerbmrlifitis 

E 
While in mlic, 

teG'"iul 
nsver useatccthpickor endeavortocleanyour 

yanr taque. 

Never s3Rokeatatableunlessashtrayshenrebeenprwicbed,and~ ' 
mlyV'alEm tb imstess has sigmleA hm permission: never putashesor 
cigamtte Mtts in a cup or plate. 

W. When leaving the table, place ywr mfolded napkin to the left of 
your plate; assist~ladytoyaurrightbyplllingherchairart,dllawirrg 
her to rise, and then replacing the chair at the table. Yau then replace 
ywr chair at the table. 

x. I$cnthedeparbmoftherankbqguests,youarefreetoleave. Be 
suretotellyau~partner,thelabdy~yaurleft,andaslMny~ 
~-YaJ ccnvenientlywn,thatyouenjoyedtheircaqtany.Thenthank 
W-a-, saygoodbye, andleave. 

Ye Yaa shaald trytowriteanuteortelephoneyour hostess within 24 
ham follckting the party to express your ~mciation. This-d 
definitelybedanewithin2or3d8iys. 

e-- 
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DININGOUT 

‘ 1. Dining Out. Upanenteringarestaurantwitha~,y~aha;lldfirst 
assist her in mmvirq herwrapandcheckitwitht3mcloalwmmattendant. 
The headwaiterorhostess willleadyoutoyourtable. Inthis instame 

. shoLlld allaw the hmnan tofollcwtheheadwaiterandymshazldbring$~ 
If awaiterorhcstess 

E*way to atable, 
isnotpresent, assume the initiative and lead 

Yaushauldassisttheladywithherchairr thisnmely 
entails pull- th chair away frm the table andadjustingitforher 
comfort. If thrz headwaiterispresenthewillperfonuthis service. When 
a+ztma the attention ofthewaiterorwaitress,orwhemver speaking- 
thm, you should address them as 'Waiter" or 'Waitmss.@* Tantrs such as @%oy8‘ 
or 'Miss' are rut pmper. Onreceivhqthenmu,yaushcmlddetemimthe 
wcanan~st3edres andMenoxderforboth.Therearegenamllytmmthodsof 
ordering; Tabled%&e,whi& iMicatesasinglepriceforthecmq&kemal; 
or alacarte,whichislistedseparatelybycoUrse with a specific pries for 
each item ordered and which offers more selectively. Ozdering a la ti is, 
of tours@, more expensive. Ifthewmanstmldhaveoocasiontoleavethe 

you should rise and assistherbymnovirqherchair. You&mild 
manainstamSquntilshedepa33= Onhermturn,~Mdriseagain 

assistherwithherchair. Attheccqhtionofthemal it is 
leave a tipof ?zQz agqmkately15percentforthewaiter,acxmpam 

expression ofthanks. Iftherearecaqlain&abouttheserviceofthefood, 
43keyareaMmssedcmlytotheheadwaiterorhostess. 

-- 2. Tipping. ~arecertainim3ividualskhoperfomservicesforyarwho 
should be tipg& if ym exgecttoreceivegoaisemice. Yousl'mldtipa 
taxi. driver appmximtely15pEzcentofthe~,z-,e$ry~&try~5ceata 

hadollaris 

receive15to20percentofthebill. Youare 
mall bills, particularlyifycupa~i 

lcemder intippjng istotip 
dxerfullyardwithawordofthanlm 
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1. Evesy man or wman having themspomibilitytoleadandinflueme 
utbm mat create an image that will bepmjectedasanexmapletobe 
emilat&. mis is partialhrly tme of an Alq officer. one of the 

I 

iqmrtmtfactorsvhichcmatesyouri.magewillbeya.~rappeararrce,which 
shouldbe imnaculateandabovempmachatalltimes, &ether in uniform or 
civilian dzm3s. Inorde.rtoattainthishighstandmdofaljpearancre,yau 
will have topayetxictattmtiontoymrpammal cleanlin0ss,yazmanner 
ofdres6,andyourgroaming. 

2. Wardrobe Selectionand Wear. 

As an officer,ycnxdressshmldbe appropriate for the situation 
Maaheatatalltims. 9hisdoesnotrequirealaqe wardmbe or expensive 
cloths. Itdoes,hmever,requiregoodjWgemmtintheselectionofyour 
wardrobe. The clothhq yau select, bath civilian and military, &xld be of 
the highest quality yourbudgetwillallaw. Buyi.rqlomrqualitybaxyains 
in an effort to savenmeywillpmvenme expensive over the years. You 
will indeed be fortunate if baqainlmys ever give yau the confidence and 
satisfaction of well-tailored, good-fitting clothes of lastiq quality. 

b. YaushxxlldalwaysdreEis~~riatelyforea~occasion, cm&&?nt 
with your status as an officer. YoushouldhaveaccPltenporarconsemative 
suit for eveniq wear at infonnal social ocfxsionsinthewinteranda _'-- 
light-mi#& suitofdarkcolor forthmeoccasions inthe mmmr. Asports 
contandslacksareaomptableandam ammnlysubstitutedforasuitat 
informal events. ~a~ordarkbrawnshoesandplaindarksocksshaildbe 
mm with a dark suit. calf-lengthso&sarepmferableas~irrgbam 
legs while seated is always considered bad form. Whiteorotherlight 
colored lsocks ShaiLd mverbewxnwithdarksuits. Thetraditionalwhite 
shirt worn for eve&q socialmcasionsisalwaysappmpriate,buteither 
pattern& or solid colored shirts are also aczeptxhle. Ifymwaara 
patterned shirt ycm tie should be a solid color or a subdued pattern. 

c. Althaqh you may wear your dress blueswithbowtie for evening 
occasions which prescribe "'black tie," a dinner jadtmay be worn at off 
post civilian functions or at parties on post-particularly in private 
quartem where thedinnerja&etwouldketheattirepreferredbynmstmale 
9-b. 

d. A major point of concern and extmne importance istodress 
appmpriately for eachoccasion. 3[his~suppleinentirgyourwardro;be 
with titimal clothing for recreation andsports. Remmberthatitis 
newer permissible to participate inoutsidesportswithoutashirt. The3x 
are definite standards of dress for all social occasions am3 for all 
sports--always adhere to them. I 
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c. 

CHAPm 19 

1, Folmal Invitations. 

Fbnnal invitations may be fullyergramd,partiallyeqraved,or 
httur3Lten cm ths first pageoffoldedwhi.bHJr cz3mmclcredstati~. 
Invitaticm tnfonnaloccarnionsmaybetel~,butin~casesthecall 
is normally follmmd by a written bvitation to pruvide the details. 
Irivitaticms to formal omasions am always~ intaethirdperson. 
For example: 

c!ol~andMrs.~smith 
request the plm of the ccqany of 

MajorandMrs.McBain 
atareceptionanddinner 

onmesday,thefcurthofSeptemE 
at half past seven 0Wock 
Main Officers' Open Mess 

R.S.V.P. Black Tie 

l%JFJ3: R.S.V.P. - EEespondez s'il vous plait - Please reply. 'Ihis notation 
nmansthatareplyisman%tcry. 

As in the case of infomalinvi~tions,youmstmplypmqkly 
(w&n 24 - 48 houm at the latest). Ycurreplynustbehandwritten,inthe 
third perscn,cnthefixstpageofwhiteor czmm-coloredstatiorYeryanlrmst 
follow the wozdirq and format of theinvi~tion. Shculd~mplybea 
regret, it shculd be similar to the followirg example. 

Major&Mm. JohnBillMcBain 
regretthatbecauseofaprwious~ 

they will be unable to amept 
thekind invitatimof 
colonelalKlMl%Slnith 

for Tuesday, the fcurth of SepbMer 

2. Thank You Notes. Pecpleinmderatecir#rmstancesarenot~to 
return all entertainment ex-baed them by their seni.ox?s; hcxwer, the 
achcwl#Lnrrprrtofthose ccurtesies is mandatory. A Wmnk ycW note will 
suffice in mxt cases. !Ihe~~maybetimsWie.ndinner invitaticnswillbe 
offered for a special mason, e.g., yau are a bachelor station& uverseas anl 
am invited for Thanksgiv~ orUuhtmas~. Attheaetbsthemst 
cm&ecus and apgmpriategestum istosendflmezswitha W3ankyauM n&e 
to the hcstess, particularly when youareinnopositiontoentertainthe 
hostandhostess in return. It is obligatiryto 

58 



USAAFWC Pam 600-60 (18 Feb 92) 

.  .  2 send a giftard@%hankyd~nutetoahostess afterspendhqanightormre 
asaguestinherhcmh The follawi3q n&e illustrates the pmper fonn to be 
usedafterbeing entertaimdatdinnerz 

1 

12th cavalry &ginlent 
F-=-t-, - 
11 July 1987 

DearMrs.Jcms, 

lbank~foradelightfdlevenirq spent at w 

z$""y. easuretoseeycJubothandtoenjcyycur 
wannhospitality. Iwasfortunateindeedtolneetthe 
chamniqyanrgladiespresentandtoahareyau:deliciaas 
dinnerinthreirw. 

Withmythanb again for includingmealorqwithmy 
wamrwtwishes foryouandColonelJones. 

3. AcJuwdedging CouYtesies. Wlxmsver samrxrnehasbeenkind~to- 
his hospitalityandhas~l~yauinhissocialpl~,yauarr!~to 
acknmledge this umrtesy and n2cipxumtebyexteMuqasbnilar4xmrbsy. 

1 Seniors, particularly senior officers, realize that the m coq$e 7 E 
bachelor cannot entertain in their fashion,anditismtmcessaq 
so. 93eesse&alpointistorecipmcateinasinome, ifmodest,waythat 
reflect23 your trueappreciation forthe ccurtesiesreceived. --many 
mf2ambytichthiscanbeaccmplished, suchasacxdtailparty~an 
informal lunch or dinner. It is nmnal for several mm=@-oragroup 
of bzdxlors to join ingivixqacockbdlparty. Ancrthermemsistosend 
flcwers or an apprupriate gift,imludirqanoteofthanksonycurcalling 
card. Then&hoddm3entoacknuwle@ethecu&esyisnotasiInpo~~ 
theachcwl itself. 

4. Ekpressions and Actiltig-t of SFQatiy- Thereareseveralwa~to 
~~~~Ytoan~urtanoeonthelossOf~Ofhisli;maediate 
family. Thekeypointto remrber here is tbatahardwrittenmteof 
sympathy carries a more pemonal mssage than a synpaay card with a 
stereatyped -=3- 
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> 
Dear Mrs. Black, 

IhrwejUStheardtheWhfH3conCerningthe 
deathofyalrhusba&, andIwantyoutoknmvt%at 
yauhaveqdeqestsyqa~y. Hewasagoodfriend, 
andIshalheverforgethiski.mess. 

IsballbeinAtlantainthenearfutumandIhope 
thatImyvisityouwhileIamthere. 

JosephA.- 

5. Calling Cards. Inthepast,callingcank~usedextensivelyasan 
integral part of recepticms and azmtzsycalls. Today, thatpracticehas 
fallen into disuse exceptatthetmditicnalNewYear~s~onwherethe 
calling cards are till utilized. Agmhqpracticeamqofficersisto 
use calling cazds as a business card, andfrquentlytheyareusedfor 
repliesto informal invitationsandasthankymnotes. 

/- 
Sizes of Calling Can%: 

Male Officer (or civilian) 3 l/8'* x 1 5/8" 
Stile Wanan Officer 2 7/8" x 2" 
Married Woman Officer (or civilian) 3 l/8*' x 2 l/4'* 
Joint (man and wife) 3 l/2'@ x 2 l/2" 

Order envelopes so theycanbeusedforotherthings-mstbe3l/2"x 
5". 

The rE%J prirrted ones that look like engraved omsarefine. clear 
letterirq, excellent quality paper - whiteor~lightcmm. Letter- 
mstbeblack. Use full name spelledout,Mrs.JohnDavidDoe, nothernme. 
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-R 20 

4 STEP-BY-STEP GUIDB TBRDUGB A SCXXIhL SI!l!UA!lTON 

Receive invitation or flyer (take hane pranptly). 

1. R.S.V.P. prcolptly - preferably within 24-48 hours. 

- Even if it's to the Adjutant. 
- What the various phrases mean - R.S.V.P., regrets only, respond by. 
- Don”t presume you may bring a date. 
- ~11 the hostess if you have a food allergy. 

2. Dress appropriately. 

- FQrmal, informal “coat and tie,” casual, very casual. 
- Dnderstand what kind of party you are going to: 

Cocktail party - drinks and simple hors d’oeuvres. 
Cocktail Buffet - stand up and eat, enough food so you don’t eat 

before or after. 
Cocktails and buffet/Cocktails and Dinner/Buffet Dinner or just 

Dinner. 

3. Arrive on time. 
-, 

- Not even 5 minutes early and no more than 15 minutes late. 
- Hostess gift is appropriate when you kww the hwtess has gone to a lot 

of trouble and expense - don’t expect her to use it then. 

4. seek out host, hostess, and any guest of honor before you start 
socializing. 

5. Circulate and talk to guest of honor. 

- Stand up for ladies (men only) , seniors, and for all introductions. 

6. When food is reay, let the senior people and the guest of honor go first. 

- Don't act ravenous. 
- ming back for seconds is fine. 

7. At the dinner table, follow the hostess’ lead. 

- Seat lady on your right (men only) . 
- Take napkins after hostess does. Leave in lap until you get up. Don’t. 

refold napkin - replace to left. 
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- Don't salt food until you’ve tasted it. 
- Talk to people on both sides of you. 
- Don’t drink a toast to yourself. Stand up after toast lm you, say a 

few wprds and offer a toast to the person who gave a toast to you. 
Remember - say whan the toast is for at the beginning. 

8. Don't leave before the senior person or guest of honor leaves and don’t 
overstay your welcme. 

9. Say thank you to the host and hostess - even at a unit function. 

10. Write a note of thanks pranptly. 

Put these 10 points into practice and people will think of you as a true 
professional. 

Director, Information 

DISTRIEDTION: 
A plus 
106 -ATZK-OCS-P 

5- ATSB-TDL 

cFF1cIAL: 
cLAulJEw.ABAm 
cblonel, Gs 
Chief of Staff 

CF: 
Asst ccmdt, - 
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b .  .  .  APPENDIX A 

I. SerViCe Etiquette, by Oretba D. Seartz, ti Edition, Naval Institute Press, 
Annapolis, Maryland, c. 1977. 

2. Protocol; The Cunplete Handbook of Diplcmatic, Official and Social Usage, 
by Mary Jane MaCaffree, Prentice Ball, c. 1977. 

3. tie Army Vanderbilt Ccmplete Book of Etiquette: A Guide to Contemporary 
L..A&ng~ rzeved and edited by Letita Daldridge, Double Day, Garden City, New 

I . . 

4. Customs and Courtesies of the Service and Guide to Army Social Life, 
United States Army Infantry !5chool, Port Denning, Georgia, February 1974. 

5. Protocol Guide, printed by lJSFK/EUSA Protocol, APO San Francisco 96301. 

6. DA Pam 600-60, 15 October 1989, A Guide to Protocol and Etiquette for 
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