How to Introduce People:
Introductions are always awkward and embarrassing when you don’t know what you are supposed to be doing; if you are the host, you must know how to bring people together properly, or your guests will begin your function feeling uncomfortable.

1. Use both first and last names and titles such as Doctor, Professor, Aunt, Uncle, etc., where appropriate.

2. Introduce the person of lower status to the person of higher status, and the younger person to the older.  Say the name of the most important person first.  Example: “Ms. CEO, I’d like you to meet Mr. Sales Rep.”

3. If there is a considerable age difference, it is customary to defer to age, regardless of the social status of the individuals.

4. When introducing business colleagues to a client, the client should always be granted the higher status.

5. Always introduce a man to a woman (although in business this rule doesn’t apply).

6. Don’t say “introduce”.  Say “I’d like to present” or “I’d like you to meet”.  Avoid phrases such as “shake hands with” or “make you acquainted with”.

7. If the person you are introducing has a particular relationship to you (spouse, boss, aunt, interior designer, therapist) make it known, as it helps the other person to link them mentally to you, and may even give them something to talk about.

8. Introduce an individual to a group and then the group to the individual.
9. If you have forgotten someone’s name, it is far better to apologize and admit that your memory has let you down, rather than avoid making an introduction, leaving your guests to sort it out amongst themselves.
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