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UNIT-I      DESIGNING CONCEPT 

 

INTRODUCTION: A design concept is different from an idea in that an idea covers 

only some of the requirements of a design situation, while a concept covers all the 

requirements. An idea (as it's used here) and an embodiment are basically the same thing. 

The difference is that while an idea refers to a principle or technology that covers one or 

more requirements generically, an embodiment is a principle or technology that addresses 

the requirements bound together as a system in a larger design project. We will use “idea” 

and “embodiment” interchangeably here, but “embodiment” is strictly speaking the most 

accurate term. 

∗ By definition, concepts are quite vague. You will not know the precise shape, mass, 

behaviour, colour, etc. of a design when it is still in the conceptual stage. But you will 

know the principles and technologies that are needed to eventually implement a 

suitable design intervention. 

∗ Even though they are vaguely defined, it is still possible to assess concepts 

qualitatively and thus rank them with respect to their suitability. Some concepts are 

better than others; your job as a designer is to explore the “space” of all reasonable 

concepts for those that are most likely to be the most suitable. 

֎ DESIGNING INVITATION CARDS : Man is social by nature. Hence interaction and 

communication between human beings is quite natural. In fact, it has become 

unavoidable. We may share views either orally or in writing. We hold many social 

functions such as celebrations of birthday, engagement, wedding, marriage anniversary; 

appointment, promotion. Invitations form an important part of social dealings. An 

invitation is a request to an individual to come or go somewhere, or to do something. 

Invitations can be both formal as well as informal. 

 

A. FORMAL INVITATIONS: Formal invitations are formal and polite, pleasant and 

courteous.  Formal invitations are formal letters. They can be printed on cards or can be 

drafted in the form of social letters. 

Formal invitations can be of two types: 

https://deseng.ryerson.ca/dokuwiki/design:requirement
https://deseng.ryerson.ca/dokuwiki/design:situation
https://deseng.ryerson.ca/dokuwiki/design:embodiment
https://deseng.ryerson.ca/dokuwiki/design:system
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1. Printed invitation cards inviting guests to be present on a particular occasion. 

Such invitations do not include the name of the addressee. 

2. Formal typed (handwritten) letter addressed to a VIP invited to preside over a 

social, cultural and educational function. In these invitations to VIPs the name of the 

addressee appears prominently. 

Main Characteristics: 

1. A formal invitation is normally a single sentence presentation in third person. 

2. Formal invitations are generally printed invitation cards. We use them to invite 

guests on some auspicious occasion like birthdays, weddings, inauguration of shops, 

houses, etc. 

3. The invitation answers the questions who, whom, when, where, what time and for 

what, i.e., 

o the occasion 

o name(s) of the invitee 

o name(s) of the host 

o date, time and venue 

4. The other details include name, designation and address of the organiser, sponsor 

or host or the name(s) of the chief guest or special invitees, in case of an official 

invitation. 

5. Printed formal invitations don’t include the name of the addressee. 

6. Invitations to VIP to preside over a function do carry the name of VIP prominently. 

7. Length as per CBSE guidelines is limited to 50 words. 

B. INFORMAL INVITATIONS: Informal invitations generally take the shape and form of 

personal letters. We use these to invite our friends, relatives and dear ones with whom we 

have intimate, personal and friendly relations. In informal invitations the tone and 

treatment is relaxed, informal and friendly. 

Main Characteristics: 

Informal invitations follow the pattern of ordinary personal letters. These letters are 

written to relatives, friends and acquaintances. 

1. These letters are first/second person presentations. 
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2. Personal feelings and emotions find an expression. 

3. The writer’s address is given in the usual place. 

4. The salutation is usually “Dear’ plus “Name’. 

5. The date of writing is given, but the year is generally omitted. 

6. The style and tone are relaxed and informal. 

7. Different tenses are used as the sense demands. 

8. The complimentary close is: Yours sincerely’. 

TYPES OF INVITATION CARDS: WHICH TO USE AND WHEN 

What type of invitation will catch their eye, and most importantly, be appropriate for the 

different kind of occasion. 

∗ Flat Invitations: These sleek, open-face invitations display information about your event 

at a glance, making them perfect to hang on a bulletin board or notice board. Designs in 

the invitation margins let the guests know if the party is whimsical or elegant. Choose to 

coordinate the text font, color or graphics with the event colors for a personalized touch. 

These invitations are best for casual weddings, save-the-date notices and special events 

such as business grand openings, a child’s birthday, baby shower or a potluck dinner 

party. 

∗ Send and Seal Fold-Up Invitations: this kind of invitation are unwrapping your invitation 

like a little present, a fold-up style works well. The all-in-one invitation (no envelope 

needed!) has space for event details and a tear-off response card, keeping the reply 

process simple. Our patterned papers make it effortless to coordinate the invitation with 

a holiday or theme. This invitation best for events such as a graduation party, employee 

appreciation dinner, wedding with reception, catered dinner party or fundraising event. 

∗ Pocket Invitations: These invitation are in the form of pocket invitation which complete 

with monogrammed seals, gatefolds and color coordinating ribbons will help you make a 

statement. These colourful, layered paper invites alert your guests to an upscale event 

and may or may not include a separate response card, depending on the RSVP method 

requested (paper, phone or online). Choose these invitations for a formal wedding, 

rehearsal dinner party, bachelorette party, baby shower, awards ceremony or milestone 

wedding anniversary celebration. 

https://www.paperdirect.com/flat-invitations
https://www.paperdirect.com/fold-up-invitations
https://www.paperdirect.com/pocket-invitations
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∗ Folded Invitations: These classic invitations mirror a greeting card style, with a design, 

photograph and/or custom wording on the front and details about the event printed 

inside. If you need to provide extensive information, such as directions to the venue, a 

menu, a poem, gift registry location list or biography of the guest of honor, folded 

invitations allow ample room. You can easily tuck inserts inside the fold too! 

֎ GREETING CARD : A greeting card is an illustrated piece of card stock or high quality 

paper featuring an expression of friendship or other sentiment and they are also sent 

to convey thanks or express other feelings (such as to get well from illness).. Although 

greeting cards are usually given on special occasions such as birthdays, Christmas or 

other holidays, such as Halloween. Greeting cards, usually packaged with an envelope, 

come in a variety of styles. There are both mass-produced as well as handmade versions 

that are distributed by hundreds of companies large and small. While typically 

inexpensive, more elaborate cards with die-cuts or glued-on decorations may be more 

expensive. 

TYPES OF GREETING CARDS 

 Standard: A standard greeting card is printed on high-quality paper (such as card 

stock), and is rectangular and folded, with a picture or decorative motif on the front. 

Inside is a pre-printed message appropriate for the occasion, along with a blank space 

for the sender to add a signature or handwritten message. A matching envelope is sold 

with the card. Some cards and envelopes feature fancy materials, such as gold 

leaf, ribbons, or glitter. 

 Photo: In recent years, photo greeting cards have gained widespread popularity and 

come in two main types. The first types are photo insert cards in which a hole has been 

cut in the centre. A photo slides in just like a frame. The second type are printed photo 

cards in which the photo is combined with artwork and printed, usually on a high-end 

digital press, directly onto the face of the card. Both types are most popular for 

sending holiday greetings such as Christmas, Hanukkah, and for baby showers. 

 Personalised: Websites using special personalisation technology, such as Moonpig, 

allow consumers to personalise a card which is then printed and sent directly to the 

recipient. 

https://www.paperdirect.com/folded-invitations
https://www.paperdirect.com/folded-invitations
https://en.wikipedia.org/wiki/Card_stock
https://en.wikipedia.org/wiki/Letter_of_thanks
https://en.wikipedia.org/wiki/Get-well_card
https://en.wikipedia.org/wiki/Birthday_card
https://en.wikipedia.org/wiki/Christmas_card
https://en.wikipedia.org/wiki/Holiday
https://en.wikipedia.org/wiki/Envelope
https://en.wikipedia.org/wiki/Card_stock
https://en.wikipedia.org/wiki/Card_stock
https://en.wikipedia.org/wiki/Gold_leaf
https://en.wikipedia.org/wiki/Gold_leaf
https://en.wikipedia.org/wiki/Ribbon
https://en.wikipedia.org/wiki/Glitter
https://en.wikipedia.org/wiki/Holiday_greetings
https://en.wikipedia.org/wiki/Christmas
https://en.wikipedia.org/wiki/Hanukkah
https://en.wikipedia.org/wiki/Baby_shower
https://en.wikipedia.org/wiki/Moonpig
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 Reusable: These are greeting cards for the budget conscious. There are two common 

formats for reusable cards. Firstly, there are cards with slits in them positioned to hold 

pages. Secondly, there are notepad style cards where pages stick to the back of the 

cards. The pages that have been used for reusable cards can be removed after being 

received and fresh pages can be used to reuse the cards. 

 Musical: Some greeting cards play music or sound when they are opened. They are 

commonly 3D handmade birthday cards which play traditional celebration songs such 

as "Happy Birthday To You". 

 Electronic: (also called e-cards) Greeting cards can also be sent electronically. Flash-

based cards can be sent by email, and many sites such as Facebook enable users to 

send greetings. More recently, services have launched which enable users to send 

greetings to a mobile phone by text message or use mobile app for this purpose such 

cards are called Mobile E-cards or MCards. Many of these electronic services offer open 

or anonymous chat, to enable further discussion. 

 Pop-up: Pop-up cards are normally cards that, once opened, have a picture coming 

outward, giving the reader a surprise. Pictures and printed messages in greeting cards 

come in various styles, from fine art to humorous to profane. Non-specific cards, 

unrelated to any occasion, might feature a picture (or a pocket to paste in a personal 

photograph) but no pre-printed message. Paper Pop Cards has a patent for detachable 

pop-up cards which lets the pop-up be saved as Keepsake.  

 Printable: Also known as digital greeting cards, they can be found online through 

shopping platforms such as Etsy and some blogs. Usually available in the form of 

a pdf document, the design for a card can be printed out at home or a local print shop. 

Printable cards have allowed designers to make cards readily available to customers all 

over the world. 

 

֎ FLOOR MAT: A mat is a piece of fabric material that generally is placed on a floor or 

other flat surface.  Floor mats are unsung heroes. While they often go unnoticed, they’re 

always around to protect workers, customers, children, adults, and athletes. Floor mats 

https://en.wikipedia.org/wiki/Happy_Birthday_To_You
https://en.wikipedia.org/wiki/E-card
https://en.wikipedia.org/wiki/Adobe_Flash
https://en.wikipedia.org/wiki/Facebook
https://www.paperpopcards.com/
https://en.wikipedia.org/wiki/Etsy
https://en.wikipedia.org/wiki/Pdf
https://en.wikipedia.org/wiki/Textile
https://en.wikipedia.org/wiki/Floor
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are commonly found in dance studios (as portable dance floors), animal stables, 

automobile garages and playgrounds. They serve a wide variety of purposes and come in 

a large range of materials, colors, and designs. Floor mats have been around for decades 

to prevent injuries and keep people safe. 

Mats serve a range of purposes including: 

 serving to clean items passed over it, such as a doormat, which removes dirt from 

the soles of shoes 

 protecting that which is above the mat, such as a wrestling or gymnastics mat, or an 

anti-vibration mat 

 protecting that which is beneath the mat, such as a place mat or the matting used in 

archival framing and preservation of documents and paintings 

 providing a regular or flat surface, such as a cushioned computer mousepad. 

Benefits of Floor Mats: Floor mats can keep floors clean and safe while providing 

insulation for people and animals. Floor mats are great at absorbing high-impact collisions, 

such as a horse’s hoof or a tumbling cheerleader. 

Purposes of Floor Mats: The versatility of floor mats means that there are many uses for 

them across a large range of businesses and environments. 

TYPES OF FLOOR MATS BY PURPOSE 

 Tumbling Mats: Gymnastics and cheerleading can be dangerous sports when the athletes 

aren’t properly protected. Tumbling mats are designed to be portable and heavily padded. 

These mats are designed to take a beating: the thick padding protects athletes from pole 

vault dismounts and intricate somersaults and backflips. 

They come in a wide range of sizes depending on the purpose. Some of the larger mats can 

fold up for easier portability. Be sure to do plenty of homework with these mats to get the 

best fit for any specific use. 

Purposes for tumbling mats include: 

 These mats were originally designed to protect athletes during dancing, 

cheerleading, and gymnastics exercises. 

https://findmats.com/portable-dance-floor/
https://en.wikipedia.org/wiki/Mat_(gymnastics)
https://en.wikipedia.org/wiki/Place_mat
https://en.wikipedia.org/wiki/Mat_(picture_framing)
https://en.wikipedia.org/wiki/Mousepad
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 Tumbling mats are commonly used to protect children and adults with disabilities. 

These mats provide a comfortable space for individuals who would prefer to sit on 

the ground or are prone to sudden falls. 

 Physical therapy professionals use tumbling mats to protect clients while they work 

to strengthen their muscles. Tumbling mats offer comfort for exercises done on the 

ground and can protect clients who may fall due to overworking their muscles. 

 Some roughhousing kids need mats thicker than normal playground mats to protect 

them. Parents who struggle to keep their kids injury-free often try using a tumbling 

mat in their play rooms to keep kids safe. 

 Many people use tumbling mats for yoga and stretching. These mats are thicker than 

traditional yoga mats and can provide extra insulation for intricate and strenuous 

positions. 

 WRESTLING MATS are a specific type of floor mat used for wrestling and martial arts. 

These mats are often a bit less padded than the traditional tumbling mat, but share the 

same purpose. Many wrestling mats offer patterns with rings that are used in the 

wrestling match to designate being in-bounds and out-of-bounds.  

 PLAYGROUND MATS: Whether at a large outdoor playground or in the playroom at 

home, roughhousing kids are bound to take a nasty fall at some point. Playground mats 

are important to keep kids safe while they play. These thick mats are padded to prevent 

injuries when small kids topple over. 

Popular playground mats include the rubber mulch of public parks to the famous 

brightly-colored interlocking tiles seen at elementary schools and homes worldwide. 

Outdoor Mats: Outdoor mats offer both style and function. With a wide variety of patterns 

and colors, outdoor mats can complete the look of a porch or back deck area. Many outdoor 

mats are also designed with sturdy bristles to keep people from tracking dirt and debris 

inside. These durable mats serve many purposes and are a great addition to any home. 

 A DOOR-MAT: is a flat, usually rectangular, object placed immediately outside or inside 

the entrance to a house or other building, to allow people to easily scrub or wipe the 

soles of their shoes before entering. Doormats are usually made from tough, long-lasting 

https://findmats.com/playground-mats/
https://findmats.com/interlocking-carpet-tiles/
https://findmats.com/interlocking-carpet-tiles/
https://en.wikipedia.org/wiki/Building
https://en.wikipedia.org/wiki/Shoes


9 | S H W E T A  N A I K ,  A S S T  P R O F . G H S C W . H N P  

 

 

material such as coir, palmyra (palm) fibres and stalks, nylon, rubber, cloth, or 

aluminium and other metals.  

A doormat may also be known as a welcome mat, as its location at an entrance 

constitutes a "welcome" to visitors, and may therefore also bear some word, message or 

sign of greeting. This in turn has given rise to a subculture of cartoons featuring 

characters returning home to find (to the reader) a humorous message on the doormat. 

The lowly purpose for which doormats exist has also led to informal use of the term as a 

reference to people who behave timidly or passively when exploited by others. 

 A CABINET MAT: is a mat made of rubber that protects kitchen cabinets, more 

particularly kitchen sink base cabinets, from leaks, water damage, mold and household 

item spills that commonly occur in the kitchen sink cabinet. 

 A BATH MAT is a device used on the floor of a bathroom to provide a warm non-slip 

surface, and to absorb small amounts of water, much like a towel. 

 CAR MATS: A car mat is designed to help protect a vehicle's carpeted floors. One major 

use of a car mat is to keep mud, sand and snow from contacting the carpeted floors. 

Some require fixation points to ensure they remain fixed in position. 

Carpet mats and rubber mats differ in a number of ways. Carpet mats are generally 

tufted and have a rubberised anti-slip backing. On the other hand, rubber car mats are 

heavy duty and higher durability. While some car mats are the plain colour of rubber, 

many contain branded company logos, cartoon characters or advertisements. Some are 

in textile form of carpet material. They can also come in a wide range of colours. The 

terms universal and custom fit mats differentiate between floor mats that will fit a 

multitude of different cars and those that are specifically designed to fit only one chassis. 

 ANTI-FATIGUE MATS: "Anti-fatigue mats" are designed to help a person who is 

working in a standing position for prolonged periods of time. Most anti-fatigue matting 

is a combination of an ergonomic pattern and a cushioning underlay. The cushioning 

causes constant subconscious balance checks and micro movements that stimulate 

blood flow through the legs and lower extremities. This result in better circulation and 

less fatigue. The range of common materials for manufacturing anti-fatigue mats 

includes vinyl, wood, PVC tubing, rubber, PVC closed cell foam, polypropylene, nitrile 

https://en.wikipedia.org/wiki/Coir
https://en.wikipedia.org/wiki/Borassus
https://en.wikipedia.org/wiki/Greeting
https://en.wikipedia.org/wiki/Rubber_mat
https://en.wikipedia.org/wiki/Bathroom
https://en.wikipedia.org/wiki/Water
https://en.wikipedia.org/wiki/Towel
https://en.wikipedia.org/wiki/Car_mat
https://en.wikipedia.org/wiki/Vehicle
https://en.wikipedia.org/wiki/Carpet
https://en.wikipedia.org/wiki/Rubber
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rubber. Anti-fatigue mats were initially used in factories and production lines where 

staff has to stand for the majority of their working shifts. 

Anti-fatigue mats come in various types and materials for industrial or commercial 

applications for a variety of workplace conditions that exist as well as the variety of 

workplace designs from individual work benches, to large assembly lines or complex 

manufacturing work stations. Work place environments can vary from dry areas to wet or 

extremely oily areas. Plus specialized industries may need additional properties such as 

fire retardant matting for welding, static dissipative matting for electrostatic discharge 

(ESD) protection, anti-microbial for food industry applications. 

 CLEAN ROOM MATS: The purpose of a clean room mat is to keep sterile the areas that 

require ultimate protection from dirt, bacteria and any contamination brought from 

outside. Clean room mats are tacky, sticky, non slip mats that possess multiple layers of 

clean film that effectively capture dirt and dust from foot traffic and wheels. 

 PEEL-OFF MATS: are made up of multiple sheets of polyethylene film coated with 

acrylic adhesive that traps particles. Each layer peels off to reveal a new clean surface. 

The adhesive backing prevents microbial growth and contamination. Mats used outside 

clean rooms and laboratories are designed to withhold foreign pollution elements. This 

goal is achieved by a sticky surface that serves as a barrier for debris, dirt and dust 

adhered to shoe soles.  

 ONE-PIECE MATS: are usually used on the permanent basis. One-piece mats can be 

handcrafted or factory-made. The standard shapes of one-piece mat are 

rectangular, square, round and elliptic. One-piece mats are produced in the huge variety 

of sizes and colors. Real and synthetic materials are used for one-piece mats production. 

 LINEAR LENGTH MATS: are manufactured as rolls that can extend 20 meters up to 40 

meters for long production lines, assembly lines and packing lines. Mats are 

manufactured in standard lengths or factory-made to custom sizes. 

 MODULAR MATS: also well known as interlocking tiles or interlocking floor mats, are 

manufactured using the “jigsaw puzzle” structure. Unlike one-piece mats, modular mats 

consist of numerous elements that are easily and seamlessly assembled. Compared to 

other types of mats, interlocking mats come in several sizes, depending on the number 

https://en.wikipedia.org/wiki/Clean_room_mat
https://en.wikipedia.org/wiki/Bacteria
https://en.wikipedia.org/wiki/Pollution
https://en.wikipedia.org/wiki/Square_(geometry)
https://en.wikipedia.org/wiki/Structure
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of pieces in one kit. Modular mats are a good solution for non-rectangular areas where 

standard shape mats are useless. Interlocking mats are commonly used on a one-time or 

temporary basis: fitness centres and sport competitions, trade shows and conferences. 

Modular mats require less place for storage and can be easily transported. 

 AN ANTI-VIBRATION MAT: which performs the function of isolating vibration 

between that which is above the mat and that which is below. Such a mat might typically 

be used when mounting a heavy machine which vibrates, onto a concrete floor; in the 

absence of the anti-vibration mat, the machine tend to erode the floor through abrasion. 

Contrawise, some machines, such as the lithography machines used in chip fabs, need to 

be isolated from vibrations in their locale, and so are mounted on anti-vibration mats. 

 A SLIPMAT,: a circular piece of slippery cloth or synthetic material designed to 

allow disc jockeys to turn or stop vinyl records on record players, or to scratch. 

 A BAR MAT : (not beermat), a rectangular piece of rubber or towelling material that is 

used to protect the counter top and/or soak up spilt drinks in a bar or pub. 

 AN ENTRANCE MAT: which performs the function of trapping and retaining dust and 

soil at the entrances. It will also trap moisture to prevent slip and fall accidents. The 

purpose is having better indoor environment and better air quality. It should be easier 

to clean the entrance mat than all the interiors. 

֎ TABLE MAT OR  PLACEMAT   is a covering or pad designating an individual place setting, 

unlike the larger table cloth that covers the entire surface. Placemats are made from many 

different materials depending on their purpose: to protect, decorate, entertain or advertise. 

Materials and production methods range from mass-produced and commercial, to local and 

traditional. 

 A place mat or serving mat is a flat piece of fabric or other type of material used on a 

table at the points at which dishes and plates will be located during a meal. One of the 

common purposes of such mats is to provide a thermal and physical barrier between that 

which is placed on the table, and the table itself—for instance, to stop hot objects from 

marring the table's finish. 

Uses:  

https://en.wikipedia.org/wiki/Sport
https://en.wikipedia.org/wiki/Vibration
https://en.wikipedia.org/wiki/Lithography
https://en.wikipedia.org/wiki/Integrated_circuit
https://en.wikipedia.org/wiki/Fab_(semiconductors)
https://en.wikipedia.org/wiki/Slipmat
https://en.wikipedia.org/wiki/Disc_jockey
https://en.wikipedia.org/wiki/Vinyl_records
https://en.wikipedia.org/wiki/Phonograph
https://en.wikipedia.org/wiki/Scratching
https://en.wikipedia.org/w/index.php?title=Bar_mat&action=edit&redlink=1
https://en.wikipedia.org/wiki/Beermat
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 Their primary function is to protect the dinner table from water marks, food stains 

or heat damage. They also serve as decoration, especially placemats made 

from lace or silk. 

 In restaurants they can be used to advertise menu items, specials, local businesses 

or games for children. If the mat is cotton, it is useful because it absorbs water and 

other liquids. 

 Higher end placemats, made from vinyl or leather, are used by hotels and 

organizations for meetings as they provide a writing surface, and give an area on 

which to lean comfortably and to place objects on the table with minimal noise 

during meetings. 

 Contemporary opinion on the usefulness of placemats is mixed. Cloth placemats are 

commonly considered to be unnecessary and require excessive upkeep - compared 

to the surface of a table which can be easily cleaned, a stained placemat must be run 

through the washer and drier before it can be used again. 

Moreover, plastic placemats have drawn criticism on environmental grounds. 

֎ FLOWER CARPET: is a carpet made of flowers arranged in patterns. Flower carpet events 

happen in many places around the world. One of the most popular flower carpet events is 

the Flower Carpet biennial in Brussels. 

Flower carpets are made on the occasion of Onam festival in Kerala, The Guinness World 

Record for the largest flower carpet of the world is for Jardines of Mexico, where an 

18,000 m2 flower carpet was made on 8 December 2018. 

 ETIQUETTE (/ˈɛtɪkɛt/ and /ˈɛtɪkɪt/; French: [e.ti.kɛt]) is the set of conventional rules of 

personal behaviour in polite society, usually in the form of an ethical code that 

delineates the expected and accepted social behaviors that accord with 

the conventions and norms observed by a society, a social class, or a social group. 

https://en.wikipedia.org/wiki/Interior_decoration
https://en.wikipedia.org/wiki/Lace
https://en.wikipedia.org/wiki/Silk
https://en.wikipedia.org/wiki/Polyvinyl_chloride
https://en.wikipedia.org/wiki/Leather
https://en.wikipedia.org/wiki/Hotel
https://en.wikipedia.org/wiki/Plastic
https://en.wikipedia.org/wiki/Flower_Carpet_(Brussels)
https://en.wikipedia.org/wiki/Onam
https://en.wikipedia.org/wiki/Help:IPA/English
https://en.wikipedia.org/wiki/Help:IPA/English
https://en.wikipedia.org/wiki/Help:IPA/French
https://en.wikipedia.org/wiki/Ethical_code
https://en.wikipedia.org/wiki/Social_behavior
https://en.wikipedia.org/wiki/Convention_(norm)
https://en.wikipedia.org/wiki/Norm_(sociology)
https://en.wikipedia.org/wiki/Society
https://en.wikipedia.org/wiki/Social_class
https://en.wikipedia.org/wiki/Group_(sociology)
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What is Etiquette ?:   

 Etiquette in simpler words is defined as good behaviour which distinguishes human 

beings from animals. 

 Human Being is a social animal and it is really important for him to behave in an 

appropriate way. Etiquette refers to behaving in a socially responsible way. 

 Etiquette refers to guidelines which control the way a responsible individual should 

behave in the society. 

Need for Etiquette 

 Etiquette makes you a cultured individual who leaves his mark wherever he goes. 

 Etiquette teaches you the way to talk, walk and most importantly behave in the 

society. 

 Etiquette is essential for an everlasting first impression. The way you interact with 

your superiors, parents, fellow workers, friends speak a lot about your personality 

and up- bringing. 

 Etiquette enables the individuals to earn respect and appreciation in the society. No 

one would feel like talking to a person who does not know how to speak or behave 

in the society. Etiquette inculcates a feeling of trust and loyalty in the individuals. 

One becomes more responsible and mature. Etiquette helps individuals to value 

relationships. 

Types of Etiquette 

1. Social Etiquette- Social etiquette is important for an individual as it teaches him 

how to behave in the society. 

2. Bathroom Etiquette- Bathroom etiquette refers to the set of rules which an 

individual needs to follow while using public restrooms or office toilets. Make sure 

you leave the restroom clean and tidy for the other person. 

3. Corporate Etiquette- Corporate Etiquette refers to how an individual should 

behave while he is at work. Each one needs to maintain the decorum of the 

organization. Don’t loiter around unnecessary or peep into other’s cubicles. 
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4. Wedding Etiquette- Wedding is a special event in every one’s life. Individuals 

should ensure they behave sensibly at weddings. Never be late to weddings or drink 

uncontrollably. 

5. Meeting Etiquette- Meeting Etiquette refers to styles one need to adopt when he is 

attending any meeting, seminar, presentation and so on. Listen to what the other 

person has to say. Never enter meeting room without a notepad and pen. It is 

important to jot down important points for future reference. 

6. Telephone Etiquette- It is essential to learn how one should interact with the other 

person over the phone. Telephone etiquette refers to the way an individual should 

speak on the phone. Never put the other person on long holds. Make sure you greet 

the other person. Take care of your pitch and tone. 

7. Eating Etiquette- Individuals must follow certain decorum while eating in public. 

Don’t make noise while eating. One should not leave the table unless and until 

everyone has finished eating. 

8. Business Etiquette- Business Etiquette includes ways to conduct a certain business. 

Don’t ever cheat customers. It is simply unethical. 

TELEPHONE ETIQUETTE : 

• Since much of today’s business is done over the phone, using correct telephonic 

etiquette is important! Before receiving or making a call, two important things to 

consider is: 

1. Have a decent ring tone for official calls  

 2. Keep a book and a writing pen ready, with a glass of water 

Seven steps for a good flow …  

1. General etiquette  

2. Inter office phone etiquette 

 3. Voice Mail  

4. Call waiting 
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5. Speaker Phone  

6. Cell Phones  

7. Placing someone on holds 

1.GENERAL ETIQUETTE : 

• As soon as you receive a call first identify yourself with your name while answering  

• Return phone calls within 24hours and apologize for missing it and if it is late  

• Identify your self when you place a call say your name, the Company’s or the department 

you      represent along with your designation. 

2. INTER OFFICE PHONE ETIQUETTE: 

 • Don’t hover outside a co worker’s cubicle  

 • Don’t listen to others call, if you share cubicle and never comment on the conversation if 

you have ever heard it . 

3. VOICE MAIL: 

• Outgoing message, greet, include your name and company’s name .  

• Let the caller know how to reach you in an emergency  

• Update your outgoing message . If you are going out of the office your message says so 

when you go away, state the date you‘ll be available and whether or not you’ll be calling/or 

for messages or whom to contact. 

4.CALL WAITING: 

• Unless you are expecting an urgent call and say so, its impolite to continually put someone 

on hold while you talk to another. Say politely. Take the other call explain you are on 

another line and will be back. 

5. SPEAKER PHONES:  

• Good when you are on concall with several people, else it annoys the other person whose 

voice is broadcast.  

• Use it sparingly and always tell the person on the other side that speaker phone is on. 
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6.CELL PHONE: 

• Be away from public area.  

• If you must take or make a call keep it short and sweet. Never switch on the music via Fm or 

recorded during office hours  

• Never use colleagues phone to call your assigned client, as your number may not be stored.  

• Switch off your phone before you enter the meeting hall or while you talk to your seniors 

7. PLACING SOMEONE ON HOLD:  

• Make sure as for good reason like pulling a document. Ask permission to hold the call  

• Never keep the call on hold for more than a minute. When you are back thank the person for 

holding the call 

EMAIL ETIQUETTE  

• Most organizations address email etiquette in their email policies to help protect the 

company’s image. A poorly written email can be embarrassing to a company. It looks 

unprofessional and it can cost a company money in lost accounts and lost respect.  

• But emails written with etiquette in mind can also help keep them in good graces with the 

spam filters as well.  

• When emails are written the right way, they wind up looking less like spam.  

The following rules of email etiquette will show you just how taking the time to write your 

messages properly will help get them delivered 

1. Clean up the spelling and grammar and give a proper subject line  

• Poorly written English is one of the first things a spam filter looks for. Excessive 

spelling, grammar and wrongly used words are clues that the content is not legitimate.  

• Use a proper subject line  
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• Take the time to run your messages through a checker before you send them. If your 

email client does not offer this, write important emails in a word processor so they can 

be checked prior to your sending them. 

2. Don’t over use the cc: and bcc: fields  

• At times it is important to include other recipients on an email message, but the more 

people that you include the more your message looks like spam. Remember, spammers 

would lose money if they had to send email messages one at a time so they send them 

in large batches 

3. Write For Action 

  In the first 1-3 lines of your email, specify what this email is about 

  Does it include action required?  

  Does it require a reply back by a certain date?  

  What information is contained that the reader will find necessary for their job?  

  Use the To: and Cc: addresses appropriately 

4.  Include an email signature  

• Most spammers don’t use an email signature. You should because the spam filters have 

the ability to read whether or not a signature file is used  

. • Email signature gives a professional look 

5. Quality Communications  

 If an email discussion doesn’t end in 1-2 replies and get the results that are necessary – 

STOP  

 Ask yourself, are you sharing expertise, or just venting  

 Constructive confrontation or disagreements do NOT get resolved in email 

6. Avoid abbreviations that are unnecessary  
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• If you are sending an important email message then you shouldn’t use abbreviations 

like TC or LOL. First of all if you are conducting business you don’t want to look like a 

gossiping teenager. Second of all, these abbreviations look like gibberish used to fool 

the spam filters so what do they do? Count this against the total spam score. 

7.  Avoid all caps in the email and the subject  

• Some emails are more important than others. Parts of your email may be more 

important than others as well. But there are better ways to show this than by using all 

caps. 

 • We all know that writing in all caps is rude, but it also makes your message look like 

spam. 

8. Avoid colored text  

• Professional emails don’t need fancy dressings like fonts that look like handwriting, 

animated gifs and certainly they don’t need colorful text. While colors, especially red, 

are often used to call attention to certain parts of email message, or even to responses, 

they also call attention to the message itself in the eyes of the spam filter 

9. Use punctuation properly  

• It is hard to show emotion when writing an email message. To compensate, we often 

overuse certain punctuation marks and symbols. Most commonly, the exclamation 

mark !!!, the question mark ??? and the dollar sign $$$. Overuse of these are as bad as 

using all caps in the eyes of the spam filters. 

10. General Tips Font:  

 Use standard font throughout the message content 

 Avoid colored fonts in a professional email  

 Be very specific with the use of bold, italic or underline font style  

 Keep the size of the font visible and constant  

 Paragraph and line spacing should be legitimate and visually appealing  
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 Avoid short forms or slang (e.g. ‘u’ instead of ‘you’, ‘y’ instead of ‘why’, ‘r’ instead of ‘are’, 

etc) 

RECOMMENDED STANDARDS RECOMMENDED SUBJECT LINE TAGS:  

 URG - Stop everything, read me first  

 HOT - Need immediate attention  

 RSP - Need you to respond, either way  

 MTG - New/modified meetings  

 FWD - Forward to your respective group(s)  

 HLP - Need information, assistance with a problem  

 FYI - Just for your information  

 ACT - Needs action 

Recommended Standards Rules:  

 No discussions in email. When people start "talking" in email, please stop  

 Carbon Copy your manager if you really need to  

 Do not use UPPER case alphabets unless using it as a title. This gives a negative 

connotation (looks like you are yelling those words) 

 No outlook templates or “pretty stationary" when sending/replying messages  

 Reply to sender only. Only "Reply to All" when absolutely necessary  

 PowerPoint Files: Zip all attachments. Large files; use shared server or websites  

 When possible, short messages should be written in the subject line, with the EOM tag 

֎ RANGOLI- AN ART IN INDIAN CULTURE 

1. Rangoli is a symbol of religious and cultural beliefs. It is considered as important 

part of the spiritual process. Rangoli, one of the most beautiful and most pleasing art 

forms of India, is comprised of two words, ‘rang’ meaning ‘color’ and ‘aavalli’ 

meaning colored creepers’ or ‘row of colors’. Rangoli basically comprises of the art 

of making designs or patterns on the walls or the floor of the house, using finely 

ground white powder along with different colors. Numerous households in the 

Indian subcontinent make use of Rangoli designs for decorating the courtyard of 

their house. 

http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26922
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2. Rangoli is a folk art from India:-Rangoli are decorative designs made on the 

floors of entrance, living rooms, pooja room, kitchen room and courtyards during 

Hindu festivals. They are meant to be sacred welcoming areas for the Hindu deities. 

The ancient symbols have been passed on through the ages, from each generation to 

the next, thus keeping both the art from and the tradition alive. The patterns are 

typically created with materials, including colored rice, dry flour (colored) sand or 

even flower petals. 

3. One of the purposes of Rangoli is decoration, and it is thought to bring good luck. 

Design-depictions may also vary as they reflect traditions, folklore and practices 

that are unique to each area. Generally, this practice is showcased during occasions 

such as festivals, auspicious observances, celebrations of marriages and other 

similar milestones and gatherings. It is also believed that, Rangoli were not just a 

medium of decoration but it reduces negative energy and add positivity to places 

where it made. 

4. Rangoli designs can be simple geometric shapes, deity impressions, flower and 

petal shapes (appropriate for the given celebrations), but they can also become very 

collaborate designs crafted by numerous people. The base material is usually dry or 

wet granulated rice or dry flour, to which sindoor (vermilion), Haldi (turmeric) and 

other natural colors can be added. Use of chemical / synthetic colors and stencils are 

a modern variation. 

5. Rangoli Designs & Patterns: The traditional form of Rangoli made use of designs 

and motifs based on nature, such as mango, creepers, flowers, swans, peacocks, etc. 

Even the colors in the traditional art form were extracted from natural dyes, like 

barks of trees, leaves, indigo, etc. However, the practice is not much in use now. 

These days, synthetic dyes have more or less replaced the natural dyes of the earlier 

times. The materials used in the Rangoli patterns of today give either a very flat 

appearance or a 3-D effect. Rangoli designs used presently include, geometrical 

patterns, the swastika, lotus, trident, fish, conch shell, creepers, leaves, trees, 

flowers, animals, etc. 
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6. Making of The Rangoli: Usually, the colors used for making Rangoli comprises of 

a coarse grained-powder base into which other colors are mixed. However, one can 

also make use of colored powder for impressive decorations. It is best to make 

Rangoli on a coarse base, such as sand, marble dust, saw dust, etc, as it provides a 

good grip and at the same time, one is able to sprinkle colors with greater control. 

The colors used are, by and large, very fine pigment powders like gulal or aabir. 

7. Rangoli in Different States 

Rangoli art is known by different names in different parts of the country, such as: 

ALPANA (BENGAL): Alpana or alpona (Bengali: আলপনা) refers to colourful motifs, 

sacred art or painting done with hands and paint which is mainly a paste of rice and 

flour on auspicious occasions in Bengal. The word Alpana is derived from the 

Sanskrit alimpana, which means 'to plaster' or 'to coat with'. Traditionally, it was 

drawn by the women of the house before sunset. It is also a folk art in Bengal. They are 

conscious of the changing moods of the seasons and their creativity thus marks the 

changing cycle of the year. Circular alpana is used as a holy pedestal during festivals 

such as the Bengal, Saraswati puja (also referred to as vasant panchami) in Bengal and 

the Festival of Lights (Diwali). Items drawn with the technique include the sun, 

swastika, a rice stem, an owl, a ladder, a plough, the footprints of the 

goddess Lakshmi, a fish, betel, a lotus, shankhalata (a snake)and some times just 

some abstract art to look beautiful . 

ARIPANA (BIHAR): Aripan is a folk painting of Bihar. There is a very old practice of 

painting in the courtyard and walls of all the festivals or festivals that take place in 

Mithila. Painting which is done in the courtyard. He is called 'Aripan' (Alpana). Before 

making it, the rice is grinded well on the cob after soaking it in water for a long time. A 

thick solution is prepared by adding some water to it, which is called 'Pithar'. From 

this pithar, on the land covered with cow dung or clay, women make a picture ie 

Aripan with their fingers. Different types of aripan are made for each festival or 

festival. Initially, Aripana designs were drawn in order to make the cultivated land 

fertile and fruitful by magical performances. However, today it has become a part of 

numerous ceremonies and rituals. While drawing Aripana, brushes are not used. 

https://en.wikipedia.org/wiki/Bengali_language
https://en.wikipedia.org/wiki/Bengal
https://en.wikipedia.org/wiki/Vasant_panchami
https://en.wikipedia.org/wiki/Diwali
https://en.wikipedia.org/wiki/Lakshmi
https://en.wikipedia.org/wiki/Betel
https://en.wikipedia.org/wiki/Padma_(attribute)
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Instead, nimble fingers are used to make the delicate designs. Aripana patterns are 

drawn with Pittha, powdered rice paste, made with the help of water. One may also 

make use of vermilion (sindur), along with white, red, green, yellow and black colors. 

Aripana Designs 

The designs or the motifs used in Aripana fall into the following five categories: 

 Images of human beings, birds and animals 

 Images of flower (lotus), leaves, trees and fruits 

 Tantrik symbols, like yantras, bindu (dots), etc. 

 Images of Gods and Goddesses 

 Other objects like lamp, swastika, mountain, rivers, etc. 

KOLAM (KERALA &TAMILNADU): Kolam is a form of drawing that is drawn by 

using rice flour, chalk, chalk powder or rock powder, often using naturally or 

synthetically colored powders. The purpose of rangoli is to feel strength, generosity, 

and it is thought to bring good luck. Design depictions may also vary as they reflect 

traditions, folklore, and practices that are unique to each area. It is traditionally done 

by girls or women. Generally, this practice is showcased during occasions such as 

festivals, auspicious observances, marriage celebrations and other similar milestones 

and gatherings. 

Rangoli designs can be simple geometric shapes, deity impressions, or flower and petal 

shapes (appropriate for the given celebrations), but they can also be very elaborate 

designs crafted by numerous people. The base material is usually dry or wet powdered rice 

or dry flour, to which sindooram (vermilion), pasupu (turmeric) and other natural colours 

can be added. Chemical colors are a modern variation. Other materials include red brick 

powder and even flowers and petals, as in the case of flower rangolis. 

 Kolam is drawn upon the ground or floor daily. The designs are geometric and 

symmetrical       shapes but the materials used are similar rangoli: rice flour or 

slurry is used.  

CHOWKPURANA (UTTAR PRADESH): Chowk purn is the oldest form of Rangoli in 

India, which is still made by old woman on the occasion of welcoming guest, Poojas 

like Gangour, Chhath pooja, Styanarayan katha  etc. It is made by flour of wheat, 

https://en.wikipedia.org/wiki/Rice
https://en.wikipedia.org/wiki/Sindooram
https://en.wikipedia.org/wiki/Turmeric
https://en.wikipedia.org/wiki/Kolam
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vermilion and turmeric, making chawk is considered very auspicious and it is also said 

that it pleases god and goddess. 

MADANA (RAJASTHAN): Rajasthan has a tradition of making Mandana on the walls and 

near the main gate. Mandana is made from red ocher and local soil. For this, the first wall or 

courtyard is painted. Then with the help of these two solutions, rangoli is made with brush 

or cotton. 

Mandana paintings are wall and floor paintings of Rajasthan and Madhya 

Pradesh, India. Mandana are drawn to protect home and hearth, welcome gods into 

the house and as a mark of celebrations on festive occasions. Village women in the 

Sawai Madhopur area of Rajasthan possess skill for developing designs of perfect 

symmetry and accuracy. The ground is prepared with cow dung mixed with rati, a 

local clay, and red ochre. Lime or chalk powder is used for making the motif. Tools 

employed are a piece of cotton, a tuft of hair, or a rudimentary brush made out of a 

date stick. The design may show Ganesha, peacocks, women at work, tigers, floral 

motifs, etc. Such paintings are also called Mandala in most of the parts of Nepal 

MUGGU (ANDHRA PRADESH): Making rangoli on the various occasions is the best 

part of any celebration. Different states have the different pattern of rangoli and in 

Andhra Pradesh rangoli is known as Muggu. On different occasions, people love to 

make rangoli at the main door. Before making rangoli design ladies clean the floor and 

then draw the different patterns. They make rangoli in different festivals that include 

Diwali, Onam Rangoli, and Sankranthi. Anyone can draw rangoli and they draw rangoli 

with white and colored geometric pattern. Most of the people use white rice flour to 

draw the design and then they use color or flowers to decorate it.  If we talk about the 

typical rangoli of Andhra Pradesh then they draw eight-petal lotus design by the 

variety of patterns. This lotus design is also known as ‘ashtadal kamal’. 

RANGOLI (GUJARAT, KARNATAKA AND MAHARASHTRA): Rangoli is an art form, 

originating in the Indian subcontinent, in which patterns are created on the floor or the 

ground using materials such as colored rice, dry flour, colored sand or flower petals. It is 

usually made during Diwali or Tihar, Onam, Pongal and other Hindu festivals in the Indian 

https://en.wikipedia.org/wiki/Rajasthan
https://en.wikipedia.org/wiki/Madhya_Pradesh
https://en.wikipedia.org/wiki/Madhya_Pradesh
https://en.wikipedia.org/wiki/India
https://en.wikipedia.org/wiki/Cow_dung
https://en.wikipedia.org/wiki/Chalk
https://www.arenaflowers.co.in/blog/rangoli-and-rangoli-designs-in-india/
https://www.arenaflowers.co.in/blog/onam-rangoli-design-patterns-pookolam-designs/
https://en.wikipedia.org/wiki/Indian_subcontinent
https://en.wikipedia.org/wiki/Diwali
https://en.wikipedia.org/wiki/Tihar_(festival)
https://en.wikipedia.org/wiki/Onam
https://en.wikipedia.org/wiki/Pongal_(festival)
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subcontinent. Designs are passed from one generation to the next, keeping both the art 

form and the tradition alive. 

The purpose of rangoli is to feel strength, generosity, and it is thought to bring good luck. 

Design depictions may also vary as they reflect traditions, folklore, and practices that are 

unique to each area. It is traditionally done by girls or women. Generally, this practice is 

showcased during occasions such as festivals, auspicious observances, marriage 

celebrations and other similar milestones and gatherings. 

AIPAN (UTTARAKHAND): Aipan is one of the traditional forms of Rangoli, practiced in 

the state of Uttarakhand, now Uttaranchal. The art is associated with a great degree of 

social, cultural as well as religious significance. In Uttarakhand, Aipan designs are mainly 

drawn at places of worship, along with the main entry door and the front courtyard of the 

house. 

https://www.culturalindia.net/indian-art/rangoli/aipan.html
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Kolam, Tamil Nadu 
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Alpana, West Bengal                              Mandana, Rajasthan 

  

   

Mandana, Madhya Pradesh                               Chalk, Rajasthan                                    

  

  

Rangavali, Karnataka 

Rajasthan- Rajasthan has a tradition of making Mandana on the walls and near the main 

gate. Mandana is made from red ocher and local soil. For this, the first wall or courtyard is 

painted. Then with the help of these two solutions, rangoli is made with brush or cotton. 

Madhya Pradesh - Rangoli is called Chowk Purna in Madhya Pradesh . Flowers, leaves 

and square shapes are made in such a traditional Rangoli. 

Traditional Rangoli Chowk of Madhya Pradesh 

Rangoli is made in different style in every state, you can also adopt these 20 designs 
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Rangoli is an important part of Indian culture. It is a kind of traditional creative art, which 

is made near the main gate of the house. Especially in the days of Diwali, the tradition of 

making it a Rangoli to welcome Maa Lakshmi is in almost every state of India. Although 

Rangoli is made with colors, but nowadays dry rice, flowers, turmeric and vermilion 

powder are also being used to enhance its beauty. Traditionally, Rangoli of flowers, leaves, 

peacock, round and square is made. Apart from this, each state also has its own style of 

making Rangoli. 

Let's know in which state of India is the tradition of making Rangoli? 

Rajasthan- Rajasthan has a tradition of making Mandana on the walls and near the main 

gate. Mandana is made from red ocher and local soil. For this, the first wall or courtyard is 

painted. Then with the help of these two solutions, rangoli is made with brush or cotton. 

Madhya Pradesh - Rangoli is called Chowk Purna in Madhya Pradesh . Flowers, leaves 

and square shapes are made in such a traditional Rangoli. 

Click on the further slides to see the states' unique Rangoli Designs ... 

Traditional rangoli osa of odisha 

Odisha- The traditional Rangoli in Odisha is called Osa. Here it is believed that by making 

osa outside the house, there is prosperity and happiness in the house. 

West Bengal - Rangoli is called Alpana in Bengal. Alpana is made in very artistic 

ways. People here believe that the tradition of making Alpana in Bengal dates back to the 

time of the Aryans. It is said that happiness and prosperity are maintained by making 

alpana outside the house and negative energy does not enter the house. 

 

Tamil Nadu - Rangoli in Tamil Nadu is called Kolam. During the ten days of Onam, a flower 

rangoli is made outside the house called Kolam. It is believed that making Kolam gives 

blessings of Mahabali and increases the happiness and prosperity of the house. 

Uttar Pradesh-   In Uttar Pradesh also, Rangoli is called Chowk Purna and Sona 

Rana. When women make traditional Rangoli by singing traditional folk songs every day, 

wishing well for their home, it is called Chowk Purna. 

Andhra Pradesh- Rangoli is called Muggu in Andhra Pradesh. The place is washed and 

dipped with cow dung before making Muggu. White muggu is usually made from chalk 
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powder or rice powder outside the houses. It is considered a symbol of happiness and 

peace here. 

 

Maharashtra- In Maharashtra it is called Rangwali or Rangoli. It is believed that Goddess 

Lakshmi is pleased by making this. 

Andhra Pradesh- Rangoli is called Muggu in Andhra Pradesh. The place is washed and 

dipped with cow dung before making Muggu. White muggu is usually made from chalk 

powder or rice powder outside the houses. It is considered a symbol of happiness and 

peace here. 

 

Maharashtra- In Maharashtra it is called Rangwali or Rangoli. It is believed that Goddess 

Lakshmi is pleased by making this. 

Bihar-   Rangoli in Bihar is called Aripan. Aripan is made near the walls and main gate of 

the house. Traditionally, most of it is influenced by Tulsidas's Ramcharitmanas. 

Gujarat- Rangoli in Gujarat is called Sathiya . To make saathiya, first the dots are applied 

with white powder and then those dots are mixed and lined. From which a figure is 

formed. Rangoli is considered a symbol of prosperity in Gujarat. 
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UNIT: II TABLE SETTING 

Table setting (laying a table) or place setting refers to the way to set a table 

with tableware—such as eating utensils and for serving and eating. The arrangement for a 

single diner is called a place setting. It is also the layout in which the utensils and 

ornaments are positioned. The practice of dictating the precise arrangement of tableware 

has varied across cultures and historical periods. 

 

Informal setting: Informal settings generally have fewer utensils and dishes but use a 

layout based on more formal settings. Utensils are arranged in the order and according to 

the manner in which the diner will use them. In the West, forks, plate, butter knife, 

and napkin generally are placed to the left of the dinner plate, 

and knives, spoons, stemware and tumblers, cups, and saucers to the right. Sauceboats and 

serving dishes, when used, either are placed on the table or, more formally, may be kept on 

a side table. 

At an informal setting, fewer utensils are used and serving dishes are placed on the table. 

Sometimes the cup and saucer are placed on the right side of the spoon, about 30 cm or 12 

inches from the edge of the table. Often, in less formal settings, the napkin should be in the 

wine glass. However, such objects as napkin rings are very rare in the United Kingdom, 

Spain, Mexico, or Italy. 

 

Formal: Utensils are placed inward about 20 cm or 8 inches from the edge of the table, 

with all placed either upon the same invisible baseline or upon the same invisible median 

line. Utensils in the outermost position are to be used first (for example, a soup spoon or a 

salad fork, later the dinner fork and the dinner knife). The blades of the knives are turned 

toward the plate. Glasses are placed an inch (2.5 cm) or so above the knives, also in the 

order of use: white wine, red wine, dessert wine, and water 

tumbler. 

Formal dinner: The most formal dinner is served from the 

kitchen. When the meal is served, in addition to the central 

https://en.wikipedia.org/wiki/Tableware
https://en.wikipedia.org/wiki/Eating_utensil
https://en.wikipedia.org/wiki/Food_utensil
https://en.wikipedia.org/wiki/West
https://en.wikipedia.org/wiki/Fork
https://en.wikipedia.org/wiki/Napkin
https://en.wikipedia.org/wiki/Knife
https://en.wikipedia.org/wiki/Spoon
https://en.wikipedia.org/wiki/Drinkware
https://en.wikipedia.org/wiki/Teacup
https://en.wikipedia.org/wiki/Saucer
https://en.wikipedia.org/wiki/Sauce_boat
https://en.wikipedia.org/wiki/Soup_spoon
https://en.wikipedia.org/wiki/Formal_dinner
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plate (a service plate or dinner plate at supper; at luncheon, a service plate or luncheon 

plate) at each place there are a bread roll (generally on a bread plate, sometimes in the 

napkin), napkin, and flatware (knives and spoons to the right of the central plate, and forks 

to the left). Coffee is served in Butler Service style in demitasses, and a spoon placed on the 

saucer to the right of each handle. Serving dishes and utensils are not placed on the table 

for a formal dinner. The only exception in the West to these general rules is the protocol 

followed at the Spanish royal court, which was also adopted by the Austrian court, in which 

all cutlery was placed to the right of the central plate for each diner. 

At a less formal dinner, not served from the kitchen, the dessert fork and spoon can be set 

above the plate, fork pointing right, spoon pointing left.  

 

Meals served at different occasions may be formal and informal. The styles of table setting 

are therefore also called as formal or informal. Also culture differences require various 

styles. Western style meals make use of various size and types of cutlery and dishes and 

there are conventions about how to arrange these. Our Indian style differs from the 

western style as our menu and eating style differs. 

Before laying the table or Indian style sitting on the floor, room should be cleaned. One 

should find out how many people are going to be served, menu of the meal and whether the 

occasion is formal or informal, one should select the exact numbers, and type of serving 

dishes, dinner ware set, table mats, table cloth, flower decorations. Usually table mats and 

table runners are used for informal meals and table cloth for the formal setting. 

Different styles of table setting: 

1. Western style 

 The china. Cutlery, glasses arranged for each individual is known as 

‘cover’ or ‘place setting’. Table mats should be placed parallel and 3-5 cms 

inside the edge of the table. 

 Use only required numbers of cutlery and crockery and avoid placing 

extra items on the table. Arrange the plates in the center of the place mat, 

usually forks with prongs turned upward are arranged on the left side of the 

https://en.wikipedia.org/wiki/Charger_(table_setting)
https://en.wikipedia.org/wiki/Demitasse
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plate, knives on the right side sharp edge facing the plate. A quarter plate 

followed by spoons if required is placed on the left side just above the top of 

the forks, and a butter knife on it. The water glass is placed on the right 

corner of the place mat, just above the spoons and knives. Desert spoons or 

forks are placed near the top edge of the plate. The napkin is placed on the 

plate or in the glass in attractive way. The knives need not be placed if not 

required. The cutlery is placed in a definite order in the sequence of the items 

served (informal setting). 

 The lower edges of the plate, forks and spoon should be in alignment 

with each other and parallel to the edge of the place mat. 

 When the table cloth is used on formal occasion, the table should be 

protected from excess heat of the pots by using a thin pad made up of quilted 

cloth, or even a folded sheet. The table cloth should be moderately starched, 

well pressed and smooth without showing too many creases of the fold. The 

table cloth should be of good size so that if falls well about 25 cm on all sides 

of the table. 

 Salt and pepper containers can be placed individually or shared among 

diners. 

 In formal serving of meals, no food bowls should be left on the table but 

each course is served by waiters. The food dishes are placed and removed 

carefully from the left side of the guest. 

 In case of family meals or informal occasions food can be layed on the 

table and passed around from left to right by the diners. The food is served to 

the guests first and then to the host/or hostess. 

 Cleaning away of the table should be done noiselessly. In formal meals 

the used crockery and cutlery is removed after every course. The table 

should be cleared of all the cutlery and dishes before the dessert is served. 

Only water glasses should be kept on the table till end of the meal. 

2. Indian Style: The food is usually eaten with the fingers and hence not much cutlery 

is laid on the table. The food is usually eaten with the fingers and hence not much 

http://ecoursesonline.iasri.res.in/mod/page/view.php?id=27007
http://ecoursesonline.iasri.res.in/mod/page/view.php?id=27007
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cutlery is laid on the table. The food is served on the table or seating arrangement is 

made on the floor. Attractive colored low (about 7 to 10 cm from floor) seating 

boards are arranged in row and boards in front of each seat for placement of plates. 

Either colored powder (rangoli) or flowers are used to decorate around each plate or 

common decoration is also used and incense- agarbattis are burnt on special 

occasions. Food is served to the guests in a specific order. Similar type of 

arrangement is followed when the food is served at the table at formal occasions. 

When food is consumed seated on the floor, the guests remove their footwear before 

entering the dining area.  

 South Indian banana leaf style: The menu and style of meal serving differs from 

state to state. Thali service is the traditional Indian way of serving meal. Use of 

banana leaves, patal etc for serving meals are also quite popular. Earlier ( still 

prevalent) in rural homes the person is seated on a chattai (mat) or assans, and food 

Thali or patal placed on another wooden plank or patra. Banana leaf is first 

washed and placed on clean surface, such that the tip of the leaf is is on the left 

hand side of the seated guest . a typical Indian menu includes chapathi 

/puri/parathas/rice/ pulao/ biriyani/ dal , vegetable with gravy, a dry vegetable 

,one curd preparation , papad ,pickle and chutney and a sweet /fruit. The final 

course is curd and rice. After eating saunf (aniseed) misri(candied  sugar)and supari 

(areca nut) and betel (paan) are served.  

 North Indian Thali:  when a Thali is used, the katories in the Thali are placed on 

right side of Thali when placed before the guest. The hostess pride in serving each 

person herself. Rice and chapaties are served on the Thali after placing before the 

guest. The course served in the meal differs from place to place. In Gujarat and 

Rajasthan the first course is sweet, while in Bengal something bitter is served first. 

Most meals end with the sweet or fruit.  

Guidelines for All Table Settings 

 To avoid overcrowding, allow 24" to 30" for each setting. Place settings should be 1" 

from the edge of the table, and avoid centrepiece arrangements that obstruct the 

view of guests. 
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 Do not place items such as coffee cups, tea cups, and/or dessert plates on the table if 

it crowds your guests. It is appropriate to bring those items to the table after the 

main course has been cleared and dessert is served. 

 If a shortage of place settings is a problem, mix in pieces that do not match. Mix and 

match place setting has become a popular trend. 

 When deciding on a table centrepiece, keep it low. Large, tall centrepieces obstruct 

the view of your guests. 

 Choose an atmosphere that is appropriate for your gathering, an atmosphere that 

compliments your meal and encourages conversation. 

 

Formal Table Setting 

 

 Lay cutlery in order used, from outside to inside. 

 Save space by placing the dessert spoon and fork at top of table setting. If table 

seems too crowded, bring when serving dessert. 

 Glasses are at the top right corner, wine glass placed above tip of knife. 

 Three goblets are set at a formal dining arrangement: a water goblet (left), white 

wine goblet (top right) and red wine goblet (above tip of knife). 

 Napkins can be placed on dinner plate or to the left of forks. 

https://www.recipetips.com/recipes-collections/dessert-recipes.asp
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Casual Table Setting 

 

 This less formal option provides more space for guests around the dinner table. 

 Dessert spoon and fork are optional and can be placed above the dinner plate. 

 Bread and butter plate is optional and can be placed above the forks on the left. 

 Two goblets are set at a casual dining arrangement: a water goblet (left) and one 

wine goblet (above tip of knife). 

 Napkins can be placed on dinner plate or to the left of forks. 

 Paper napkins are appropriate for a casual setting, folded and set to the left of forks. 

 

Buffet Table Setting: Serving a meal buffet style not only offers the hostess convenience 

but provides the guests with an informal setting with time to mingle and enjoy. Having the 

buffet table set up in a logical progression, however, takes a little bit of time but is the key 

to keeping the line moving. 

∞ Have a plan of how the buffet will be set up prior to the gathering. Know which platters 

and serving bowls will go in what locations so that when it comes to serving the meal 

you will feel confident in the arrangement. Group like foods together. For example, if you 

are serving a breakfast buffet and the menu includes waffles with maple syrup, make 

sure that these two items are located side by side. 
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∞ Another tip is to make sure that you keep all hot foods together and all cold foods 

together. This keeps the buffet balanced and keeps it pleasing to the eye. 

∞ Remember, guests have one hand to work while going through the buffet. When you are 

offering salads to your guests, place the salad dressing in a nice squeezable bottle. This 

eliminates the guests having to set their plate down in order to remove the cap and then 

fumbling with getting their plate back in hand. 

∞ Pedestal plates are a great way to give the buffet table height and dimension. They are 

also nice way to present muffins, pastries and desserts. 

 Start with plates, followed by side dishes, main dish, vegetables, salads, breads, and 

relishes. The utensils are placed at the end of the buffet. 

 Table decorations are placed above and in centre of buffet arrangement. 

 Set drinks, glasses, cups and dessert on a separate table to avoid congestion. 

 If choosing to use paper napkins, the napkins may be placed between each plate in the 

stack to conserve space (not more than 12 plates per stack). 

 

Appropriate Stemware 

    

Water Goblet Red Wine White Wine 
Sparkling 

Wine/Champagne 

https://www.recipetips.com/kitchen-tips/t-145-/bread.asp
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Napkin Folds: Napkins are used for functionality and to add to the decor of the table. Both 

paper and cloth napkins can be folded to add decoration to your table. Each has its 

advantages and disadvantages. Paper napkins will hold their shape better because the 

paper holds a crease better than the cloth. They work well for napkin folds that need crisp 

folds for the design, but the biggest advantage is that they can just be disposed of after they 

have been used. When working with paper napkins it is best to use a 3 ply napkin and be 

sure your hands are clean and dry before working with the napkins. 

Cloth napkins work well with napkin folds that have a flowing design and if a crisp edge is 

desired, be sure the napkin has been starched so they hold their crease better when finger 

pressed. They are softer and more elegant to use. They do not have the prefolded creases 

so they are easy to work with. They are reusable so they must be laundered, pressed and 

store. They should be stored flat but if they must be folded to be stored, you may want to 

wait to press them until just before folding for use. 

Basic Napkin Folding Tips: 

 Always work on a clean, dry surface when making napkin folds. 

 Most designs call for a square napkin. If using a large paper napkin that is not square, 

trim one edge to make it square. 

 Using a napkin with a right and wrong side makes it easier to follow the folding 

instructions. 

 When folding a design that must stand on its own, avoid using cloth napkins that are 

all cotton or linen because they have a harder time holding a crease and will begin to 

unfold. A more flowing or spreading design would be best for these types of material. 

MENU PLANING :  

Definition of Menu and Menu Pattern 

Menu: A Menu is virtually a list of dishes planned for production in catering operation and 

may include full meal or snacks. 

Menu pattern: The outline of the food items to be included in each meal is known as 

Menu pattern. 

Objectives in Meal planning 
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 The aim of menu planning is to:  

1.  Meet nutritional needs -- ““Recognition that food is treatment”-- part of medical therapy  

2. Plan meals within the food cost  

3. Simplify purchase, preparation, and storage of meals  

4. Provide attractive, appetizing meals with no monotony  

5.  Save time and money  

6. Minimize overhead expenditure, i.e., fuel, electricity, water, labor.  

7. Meet//exceed customer expectations  

8. Determine production methods and distribution systems  

9. Dictate staffing levels  

10. Provide quality,, standardization & predictability  

Menu planning is the most important aspect of planning and organization in the food 

industry. It is an advance plan of a dietary pattern over a given period of time. 

The objective would be based on different factors which are 

1. Age groups 

2. Sex 

3. Type of work / activity 

4. Place of work or accessibility to the market or eating place 

5. People to be served 

6. Economic conditions 

7. Surrounding area 

There are basic objective for any type of canteen. Which are common to any food eating 

outlets. 

1. To provide food which is clean and wholesome for the clintelle 

2. To provide a balanced food not only nutritious but balanced in variety. These two 

facts can be used in any type of canteens. 

To maintain the cost of food which is very reasonable and satisfying to the clintelle. 

In addition to general objective for each type of canteen there may be specific 

objective for each type of canteen. 
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TYPES OF FOOD MENUS 

The type and style of service used in an institution will influence the food items to be 

included on the menu. Menu should be planned in advance for a week’s period. 

Menu Pattern: It is the outline of foods to be included in each meal. The set menu with a 

single item in each course is a pattern that may be used in a lunchroom. The no choice 

menu pattern may be followed in university, residence hall, hospital and in homes for 

adults and children 

1. Selective menu: or one with choice within each course is used in order to please 

the food likes and habits of the clientele served. Hospital dietary department uses it 

extensively as do most commercial food service units. In which the entrees and 

accompaniments (usually the vegetables and sometimes salad) are priced as one. 

The customers select other course he may wish at additional cost. 

2. A ‘la’ carte menu: This menu is Choice menu, Where every item is priced 

individually. The customer can you pick and choice and compose a meal plan by 

suitable selection based on likes and dislikes. 

A la carte menus: are identified by 

Being usually a larger menu – offers greater choice 

 Items are Listed under ten food categories or course headings all the 

dishes that may be prepared by the establishment 

 Preparation of dishes is done as per order 

 Pricing is done on each item separately 

 Usually it is more expensive than table d’ hote menu 

 This menu contains exotic and high cost seasonal foods 

The a la carte menu may also contain a section known as ‘plat du jour’ or ‘specialty 

of the house’ – these may be changed daily. A la carte menus are more difficult to 

control as the demand is unknown and because of their size. 

3. Table d’ hote Menus: are identified by 

 Being a restricted menu 

 Offering a small number of courses (3-4) 

 A limited choice within each course 
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 A fixed selling price 

 All the dishes being ready at a set time 

This type of menu usually contains popular type dishes and is easier to control. 

Adaptations of table d’ hote menu used for 

6. Banquets: A banquet menu is a fixed menu at a set price – no choice is offered to 

the customers (except veg./kosher) and is available to all guests at a 

predetermined time. 

7. Buffets: This type of meals varies depending on the occasion and the price paid, 

where all items are prepared and proportioned to a small size. Varies from simple 

finger buffet to exotic buffets where hot and cold food is available. Buffet is a form 

of table d’ hote menu as restricted menu is offered. 

8. Coffee houses: more recent type of table d’ hote menu which is commonly used in 

hotels and restaurants. Characteristics of this menu are: 

 Set menu offered often for 12-18 hours of the day 

 Reasonably priced 

 Offers a range and choice of items that are suitable for snacks, 

light meals, lunch or dinner 

 Offers a limited range of foods that are already cooked, are of 

the convenience type of food category and require little preparation 

time, or are simple and quick to cook (omelette etc) 

 Offers simplified form of service (plate service, counter service 

etc) 

9. Cycle menus: These are a series of table d’ hote menus (for 3-4 weeks) which are 

repeated again and again for a set period of about 3-4 months. Used in hospitals, 

industrial catering – assists in purchasing, preparation of items and staffing 

requirements. 

Advantages of cycle menu: 

 Repetition of the same or nearly same menu aids in standardization and helps in 

gaining efficiency by the cook. 

 Better coordination and utilization of the time 
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 Constant work load fairly distributed among all the employees. 

 Available equipment can be used efficiently 

 Helps in simplified purchasing and prevention of losses. 

Disadvantages: 

 Menu repetition may become monotonous if cycle is short. 

 If seasonal fruits and vegetables are used then cycle menu will be efficient one. 

10. Elective menu: Where the price of the entire entrees determines the price of the 

complete meal and choice are allowed among the appetizers, veg salad, desserts. 

11. Combination menu: In some establishment it is common to have a ‘la’ carte menu 

with a “special for the day” attached to it. This special may be set of dishes with an 

accompaniment or a plated meal offered in a table‘d’ hote form at a set price. 

Functions of Menu 

 Introduces the establishment to the customer 

 Authorizes production of meals in the kitchen 

 Helps to prepare shopping list of foods and ingredients 

 Helps to establish purchasing procedures 

 Determines type of equipment, staff skills and type of supervision required 

 Determines style of service to be set up 

 Forms the basis for calculation of food and labour costs, overhead expenses, 

profits etc. 

 Reflects type of customers to be catered 

 Introduces new foods, foods of different cultures etc. 

 Provides a means of developing good eating habits in people 

POINTS OR FACTORS TO BE CONSIDERED WHILE PLANNING THE MENU  

Whether it is for new outlets or existing outlets, points related to the following aspects 

should be considered by the team while planning the menu:  

1. Operations hour: The team must consider policy on operation hours of the business 

while planning menu. If it is operating throughout the day from morning 7 to night 11 , 

then all dishes required during breakfast, mid morning, lunch, evening snacks, dinner, and 

so on, should be included. If it is going to be operational only during lunch and dinner, then 



41 | S H W E T A  N A I K ,  A S S T  P R O F . G H S C W . H N P  

 

 

the menu should be planned accordingly. During lunch hour operations, guests expect 

quick service or business/executive lunch, which should be taken into account.  

2. What to serve: The policy of the management may not permit the inclusion of beef, pork 

or any of the non vegetarian dishes, genetically modified food, and so on. Dishes included in 

menu should be the framework of the establishment's policy.  

3. Production process: The type of production process the business is going to implement, 

such as traditional parties system centralized production, cook-chill, cook-freeze, and sous-

vide, and so on, should be taken into account while planning the menu.  

4. Use of convenience products: Convenience products of many categories, from ones 

requiring some amount of final preparation in the kitchen to ready-to-eat forms, are 

available in the market. The team must consider policy on usage of convenience products.  

5. Style of service: Menu should be planned taking into account the style of service to be 

implemented. For example, buffet, silver, American, tray service, takeaway, and so on.  

6. Type of menu:  The type of menu to be implemented in operations should be borne in 

mind while planning the menu. The la carte menu will offer extensive choice under each 

category and table d'hôte menu will have a set number of courses with a limited choice at 

set price. 

TYPES OF MEALS  

Food and beverage service is about serving the customers when they are hungry. However 

F&B outlets offer a typical variety of food depending on customers demand, type of 

operation, location etc. The most important meals of the day are:  

(i) Early morning tea [EMT]: Most often these orders are placed with the room service 

and it consists of a choice of tea and coffee served with cookies or biscuits. Service is 

expected to be fast and timing of this meal is from 4.am to 6.am in the morning.  

(ii) Breakfast: Breakfast, Elevenses, High tea and Supper are considered the subsidiary 

meals of the day. Whereas Lunch and Dinner are the two main meals. Although light (lite), 

the smaller meals fulfil nutritional requirements of and when required if properly planned, 

divide the day into even food breaks. Breakfast is considered as one of the most important 

meal nutritionally.  
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(iii) Brunch or elevenses: The word 'brunch' comes from a combination of lunch and 

breakfast. It refers to a heavy meal eaten around 11 am by guests who wish to skip lunch or 

those who hate missed breakfast. Today brunch has become very popular in coffee shops 

and multi-cuisine restaurants, especially marketed extensively on these days.  

(iv) Lunch and Dinner: These are main meals of the day. All F&B outlets cater to these 

meals. The variety of service differs from buffet and pre-plated in coffee shops, silver 

service in multi-cuisine restaurants.  
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UNIT:III 

TABLE MANNERS 

Since eating is usually done in the presence of other persons, one should use the best table 

manners possible, and one will find it very worthwhile to develop table manners which will 

help him appear well wherever he may go. Only by observing the best social usage each day 

at home, can one hope to be at ease and do the correct thing when he eats with strangers. 

A guest should be on time to a meal. The hostess will surely appreciate his promptness and 

will be much more willing to include him on her guest list next time. No hostess is required 

to wait over 20 minutes for a delayed dinner guest. It is usually best, however, not to arrive 

too soon. Five or ten minutes before the time set for the meal is a very convenient time for 

arrival. 

It is proper to stand behind one's chair till the host or hostess gives the signal to be seated. 

One should sit down from the left side of the chair and leave the chair from the left also. 

When everyone follows this rule, no one is embarrassed by bumping into the person next 

to him. A boy should assist his mother, or the woman or girl next to him to be seated. He 

does so by taking hold of the back of her chair and pulling it out so that she may be seated 

easily. While she is sitting down, the chair should be pushed toward the table a little. Only 

by daily practice is it possible to learn to do this gracefully. The boy should then wait until 

all the women or girls are seated before he sits down. 

Posture at the table is important. One should sit erect in a comfortable relaxed position. 

The feet should be on the floor in front of the chair. It is permissible to cross the feet, if one 

so desires, but not the knees. It is a mistake to allow one's feet to invade his neighbour’s 

territory. The left hand should usually rest in the lap when not in use and not be allowed to 

toy with the silver, glass, or other articles on the table. 

The hostess will start the meal so it is best to watch her for the signal to begin. The napkin 

should be unfolded below the level of the table and left in the lap. If it is of small or medium 

size it is unfolded completely. If it is large, it is only half unfolded. At the close of the meal, 

the napkin should be replaced at the left of the plate. It is folded only in case one is 

remaining for another meal. The napkin should not be placed on the table till all are 
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finished and the hostess has replaced hers. It must be kept below the level of the table 

while it is being refolded. 

If the plates are served at the table, they are passed from person to person. The one who is 

serving should indicate for whom the first plate is intended so it will be clear where the 

passing ends. If this is overlooked, the person at the end farthest from the host, or server, at 

a long table should keep the first plate. If the table is small, the plate may be passed entirely 

around the table to the one at the left of the 

Host. 

The handle of a dish should always be turned toward the person to whom it is being passed. 

In passing a plate or dish, the thumb should be kept well back from the edge of the food. 

One should not reach in front of another person but ask to have the desired food passed. 

The hostess may say, "Will you help yourself and then pass the ................. " In that case it is 

correct to help oneself first. Otherwise, the dish should be offered first to the person on 

one's right. 

When offering a second portion, the host or hostess should never imply that it is a second 

helping by using the word "another" or  "more." He or she simply says, "May I give you 

son1e ------ -- --------"? or "Won't you have a piece of --- -- -- --------- ?" 

 

TABLE MANNERS 

Whether you're eating at a fancy restaurant, in the cafeteria, or at home with friends and 

families, good table manners make for a more pleasant meal. While you may not need to 

worry about confusing your salad fork with your desert fork when dining with friends, 

some basic table manners should never be forgotten. Here are some easy-to-follow Do's 

and Don'ts: 

TABLE MANNER DO'S 

 Sit properly (and straight) in your chair 

 Talk about pleasant things 

 Place your napkin on your lap 

 Wait until everyone is seated before starting to eat 

 Watch others, or ask, if you're not sure how to eat something 
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 Ask someone to pass the food, rather than reach across the table 

 Chew with your mouth closed 

 Don't talk with your mouth full 

 Use a knife and fork to cut your meat 

 Say "excuse me" or "I'm sorry" if you burp 

 Say "no thank you" if you don't want a certain dish or are full 

 Say "may I please be excused" before leaving the table 

TABLE MANNER DON'TS 

 Don't talk about gross things 

 Don't ask for seconds before others have had firsts 

 Don't take more than your fair share 

 Don't overload your fork or plate 

 Don't gobble your food 

 Don't chew with your mouth open 

 Don't talk with your mouth full 

 Don't play at the table 

 Don't hum or sing at the table 

 Don't tip your chair or lean on the table 

 Don't eat with or lick your fingers 

 Don't push your plate away when you're finished 

SOCIAL SKILLS/ SOCIAL GRACE  

SECRETS 

Respecting other people means you also respect their wishes. If someone tells you a secret 

or asks you to keep something in confidence, you should. If you don't feel comfortable 

doing this, it's fine to say that you don't feel comfortable keeping secrets -- just be sure to 

do this before the person shares their secret with you. 

There are some very rare exceptions to this rule: if you find out that someone is being hurt 

or is in danger and they are afraid to tell anyone, you should encourage them not to keep 

their secret. If that person is too afraid to talk, you may want to ask an expert (such as a 
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doctor, therapist, or policeman) for their advice - you don't have to give away your friend's 

secret, but they may be able to help. 

BODY LANGUAGE 

Consider this, someone starts to tell a story and you sigh and roll your eyes -- your body is 

telling that person that you're not interested in their story and find it (and perhaps them) 

boring. If, on the other hand, you make eye contact with them while they are talking and 

nod or smile in response to what they are saying, your body is telling them "I'm paying 

attention to what you are saying and find your story and you interesting." 

How we carry ourselves can send a message just as clearly as what we say. Standing or 

sitting up straight, appearing confident, looking people in the eye, and having a smile or 

pleasant expression gives people the impression that you are polite, confident and 

pleasant. Scowling, crossing your arms, slouching, or staring off into the distance (even if 

these are just nervous habits) may make people think that you are angry, unapproachable, 

or disinterested. 

Actions can speak as loudly as words, so the next time you're in a social setting, ask 

yourself what your body language is saying to people. If you are having a hard time judging 

the message your body is sending, you may want to ask friends or people you know and 

trust what they think. Or, you may want to get the opinion of someone who doesn't know 

you as well. The MTSTCIL staff could help you if you want to work on your body language. 

Call the center nearest you for advice, tips, or even to set up a meeting and practice role-

playing and body language in different settings. 

APPEARANCE: 

The first thing people notice about other people is the way they look. And whether we like 

it or not, how you look makes an impression on people. But you can use this knowledge to 

your advantage. 

If you look neat and clean, people will feel as though you're the kind of person who makes 

an effort. A nice appearance shows that you value yourself and what other people think of 

you. 

Putting forth a nice appearance doesn't mean you have to spend a lot of money on clothes 

or accessories. Someone can look slovenly and messy in an expensive suit if they don't 
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brush their hair or clean their clothes. Someone else can appear put together in a old shirt 

and slacks that have been cleaned and pressed. Showing that you take care over your 

appearance is more important than what you wear or how expensive your hair cut is. 

In addition to taking care over your appearance, it's also important to consider if your 

appearance is appropriate for the situation. You may look lovely in your party clothes or 

feel confident in your business suit, but these would look out of place in a more casual 

setting such as at a picnic or at the movies. 

It's important to be comfortable in what you're wearing, but you also want to fit in (within 

reason!) with what other people will be wearing. Wear what suits both you and the 

situation best: jeans and t-shirts are fine for friends and the movies; a nice shirt and slacks 

or suit is more appropriate for work; party clothes should be saved for parties or fancy 

occasions. The same goes for accessories and make up: glitter eye shadow and elaborate 

hair might be fun after work, but look odd for a business meeting; you may feel most 

comfortable lounging in sneakers and a baseball cap, but not at a fancy restaurant or party. 

Think about what the majority of people will be wearing in the situation and wear 

something that fits in and makes you feel comfortable. 

GUESTS IN THE HOME: Being the Host or Hostess One of the joys of a happy home is the 

opportunity of sharing it with guests. Successful entertaining is an art which ca11 be 

acquired by anyone who is willing to devote some thought and effort to it. 

Although a successful host or hostess has ample opportunity to exercise originality, tact, 

and good judgment, there are, nevertheless, certain accpted customs which should always 

be observed. 

The invitation for an over-night visit must always come from the mother, but may be 

delivered by the boy or girl. The mother also should have a part in the preliminary plans for 

the guest's entertainment. 

The invitation should state very definitely the time that the guest is expected to arrive and 

to leave. It is not sufficient to say, "Won't you come down Friday for a few days?". It would 

be better to make a statement such as, "Can't you spend next week-end with us? John 

would be glad to drive over for you after school Friday afternoon and take you back Sunday 

evening." If other guests are being invited for the same time, it is usually best for the 
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invitation to state who they are. The guest will also want to know the type of activity being 

planned so he or she can decide what clothing to bring. 

It has been said that every hostess should occasionally sleep in her own guest room in 

order that she may discover its deficiencies. 

Guest rooms are notoriously lacking in little things that make for physical comfort. No one 

should fail to see that the room his guest is to occupy is in perfect order and has dresser 

drawers and closet space prepared for use. Facilities for washing should be convenient and 

individual towels supplied. Many guests like to have drinking water left in the room at 

night and a light convenient for reading in bed. 

If it is impossible to give a guest all the physical comforts he would like, one should not 

embarrass both the guest and oneself by making unnecessary apologies. A guest should 

always be informed concerning the hour at which meals are served and the time he is 

expected to get up in the morning. 

It is often advisable to give a guest some choice in the variety of entertainment but it is 

never advisable to fuss over him or attempt to keep him busy every minute of the time 

since most guests like to have some time to them. One who makes his guest's pleasure and 

comforts his first consideration is usually considered an ideal host or hostess. 

BEING A GUEST: There is as much art in being an ideal guest as there is in being a 

successful host or hostess. When a written invitation to visit the home of a friend is 

received it should be answered as soon as possible. A considerate guest states the exact day 

and hour of his arrival and then is careful to get there at the time specified. An expression 

of pleasure in the proposed visit should be included in the acceptance. in time for breakfast 

and is on time for other meals. If the host..'!ss has a bathroom, he is careful not to 

monopolize it-especially when some of the family may be rushing to get ready for work or 

school. It is well for a guest to offer to assist the host or hostess in any way that he an, but if 

no assistance is desired, he should stay out of the way. 

A guest who is able to amuse himself part of the time is usually appreciated. One may wear 

out a host or hostess by demanding constant attention. On the other hand, the guest must 

accept with enthusiasm the plans which have been made for his entertainment. 
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It is usually best not to overstay an invitation. One wants his! Lost or hostess to regret to 

see him leave-not to be glad when he goes. When leaving, the guest must not fail to express 

his appreciation of the hospitality he has enjoyed. Upon arriving home, the guest must 

write a letter, telling his not or hostess he has enjoyed his stay. It is unpardonable to omit 

this courtesy. It is sometimes nice, but never necessary, to send the host or hostess some 

small gift. 
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UNIT: 4 

 FLOWER ARRANGEMENT 

"Every flower is a soul blossoming in Nature“ It is well said "Flowers always make people 

better, happier and more helpful; they are sunshine, food and medicine to the soul. 

Enhancing the beauty of flowers with artistic arrangement is the art of flower 

arrangements. Flower arrangements are an important part of the ambience on 

any occasion, weddings, birthdays, parties or any other events in life. Flower arrangement 

is an organization of design and color towards creating an ambience using flowers, 

foliage and other floral accessories. Flower arrangement is not an art to be reserved only 

for special occasions. A few flowers on the kitchen table can be as important in their own 

way as a full scale decoration for a big occasion. Flower arrangements beautify homes and 

offices alike and are also used as centrepieces for a table. Flower arrangements are made 

out of fresh cut flowers, dried flowers and artificial flowers as well. Roses are the most 

popular flowers used in floral arrangements, closely followed by carnations, gerbera 

daisies and chrysanthemums. The use of flowers in flower arrangements also depends on 

the occasion for which they are made and the recipient's likes and dislikes. 

 

Flower arrangement is flourishing immensely in the hospitality sector. 

of the place. 

IMPACT OF FLORAL ARRANGEMENTS:- 

 

 

ng feel to the looker. 

GUIDELINES FOR FLOWER ARRANGEMENTS: 

location. 

 

 of different sizes. 

 

https://www.theflowerexpert.com/content/giftflowers/flowers-and-occassions
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ed alone. 

 

FLOWERS AND FOLIAGES SUITABLE FOR FLOWER ARRANGEMENT 

Ordering flowers is a major task for the manager of a retail florist. The manager must have 

considerable knowledge about the flowers: their availability, colors, keeping quality, and 

usual price. If the manager orders too many flowers, then his losses will be great, cutting 

store profits. If not enough flowers are purchased, then the designer can't readily fill 

orders. 

Most retail florists order their flowers from wholesale florists, who have a wide variety 

available and make regular deliveries to retail stores. Many retail florists also buy directly 

from growers. These florists must know where growers are located and how the flowers 

may be shipped. Growers of flowers and foliage are located all over the world so this can be 

a big task. 

Each piece of plant material used in an arrangement has distinguishing characteristics. As a 

designer, you will need to know these characteristics and how the flowers best fit together. 

The success of any arrangement depends upon the designer's ability to select the correct 

flowers and foliage. 

The form of the plant material usually will determine the design or pattern of the 

arrangement. Because of this, consideration must be given to the characteristics when 

selecting plant material for any given arrangement. Plant material is classified into four 

groups based on form and shape. 

TYPES OF FLOWERS 

1. Line Flowers: Line flowers are long, slender spikes of blossoms with florets 

blooming along the stem . Bare twigs and other similar material are also 

classified as line flowers. These flowers are used to establish the skeleton or outline 

of an arrangement. They determine the height and width relationship of the 

http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26591
http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26591
http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26591
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arrangement. Examples of line flowers include gladiolus, snapdragons, and stock. 

Eucalyptus is an example of a linear foliage. 

2. Mass Flowers: Mass flowers are single stem flowers with large, rounded heads . 

This group of flowers is used within the framework of the linear flowers toward 

the focal point. If line flowers are not available, then use buds and smaller mass 

flowers to create the framework of the design. Vary the heights and depths of mass 

flowers so that each flower stands out and the arrangement has depth. Examples of 

mass flowers include roses, carnations, and daisies. 

3. Filler Flowers: Filler flowers are used to fill in the gaps between mass flow-

ers and give depth to the design. They follow the patterns set by the line and 

mass flowers and add emphasis to the main blossoms. Filler flowers may be of 

two types, bunchy or feathery. Bunchy flowers, such as pompon chrysanthemums, 

have many small mass-type heads. Feathery fillers such as gypsophilia (baby's 

breath) give a delicate, feminine appearance to an arrangement. 

4. Form Flowers: Form flowers have unusual, distinctive shapes. Because they 

add emphasis to an arrangement, they are ideal to create a focal point in a 

design. Space form flowers in a design so that they maintain their individuality. 

Never bunch form flowers together. Examples of form flowers are orchids and calla 

lilies. 

Each of the four classes of flowers has an important place in the creation of an 

arrangement. Flowers from anyone group or combination of the groups can be used. 

As a designer, one must be able to identify many flowers from each group and know 

the characteristics of each flower. 

TYPES OF FOLIAGE 

Foliage plays an important role in an arrangement because it can hide the mechanics of an 

arrangement. For example, to cover exposed foam in an arrangement, foliage is used. To 

make an arrangement look 'fuller' and more compact, the right foliage type can help. 

Common colors of foliage are green, yellow, red and brown. Green foliage is commonly 

used in flower arrangement; colored foliage also can be used depending on the flower 

arrangement. Green is considered natural in an arrangement, so need not worry about 

http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26591
http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26608
http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26591
http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26591
http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26608
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color balance so much. But for colored foliage, one should pay extra attention on which 

flower color to go with it, as it can make or break the arrangement. 

The common foliage that florist use in their arrangements or bouquets. 

Lambs Ear: This foliage looks like the lamb's ear and it feels very soft. There are two types 

which are commonly used. One is the plain green color and looks frosted. Second one is 

green color with white around the sides. Both make lovely foliage for bridal bouquets. 

Magnolia Leaf: Magnolia leaves look like normal green leaves. When it turns brown, it 

gives the impression of 'fall' because of the color. It can be used both in arrangements and 

bouquets. 

Song Leaf: Song leaves are spiky, dark green leaves. It can be used both in arrangements as 

well as bouquets. Stems of song leafs are quite hard, so it is easy to work with. 

Bear-grass: Bear-grass is special foliage. There are two types. One is the normal green 

color bear-grass and the other is the green with white stripes. It is not used as 'foliage' but 

rather to introduce lines in an arrangement or bouquet. Some use it as it is (looks like 

jutting out of the arrangement), while some control where the lines go by inserting both 

ends of the leaves back into the arrangement. A little bit of bear grass can make a huge 

difference to the arrangement. 

Fatsia leaf: Fatsia leaves are popular foliage, too. It is a wide flat leaf that looked like maple 

leaf. Mostly used in arrangements but can be used in bouquets as well. 

Eucalyptus: Eucalyptus has several types quite common is the Silver Dollar 

Eucalyptus. Some type of eucalyptus have seeds and flowers, they are also used in 

flower arrangements. Eucalyptus oil is also known to have an aromatherapy effect and 

widely commercialized. 

Ruscus: Ruscus are long and straight foliage but its leaves are sparse and not close to each 

other. They can be used as it is or cut short for insertion into an arrangement. 

http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26605
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Philodendron: Philodendron are big and wide leaves. There are many types of 

philodendron for example Boody Mary, Emerald Duke and Swiss Cheese. All of them have 

their own characteristics and can be used in arrangements as well as in bouquets. 

Japonica: Japonicas are really straight and long foliage. Its stems are bendable and 

have small leaves all along the stem. Most of the people like this foliage because most 

of the time the color is bright green. 

DIFFERENT STYLES OF FLOWER ARRANGEMENT 

 The vertical Arrangement  

 Horizontal Arrangement 

 Mass designs/ Circular Arrangements  

 The Equilateral Triangle 

 Crescent Arrangements 

 Hogarth or 'S' shape 

 Japanese flower arrangement 

 

֎ THE VERTICAL ARRANGEMENT: The vertical arrangement has a very 

strong line and makes a bold statement. The eye tends to continuously move up and 

down the arrangement. The tall, slender vertical arrangements are excellent for 

hospitals and nursing homes where space for flowers is limited. It also attracts the eye 

while using a limited number of flowers. 

 

֎ HORIZONTAL ARRANGEMENT: A very shallow container is used to make this type 

of flower arrangement. It has strong, low horizontal lines that are parallel with the 

surface on which it is placed. Many times the longest stems are extended beyond the 

normal proportions resulting in an enhanced horizontal line. In addition they are often 

angle d downward, providing a soft arching look. This design is considered to be a restful 

and tranquil arrangement since it provides a feeling of stability. Normally this design will 

feature a single large flower as its focal point. This particular arrangement is perfect for a 

http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26591
http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26591
http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26608
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dining room or coffee table. One might also consider using this arrangement on a 

windowsill, shelf or as an accent under a picture. 

 

֎ CONICAL DESIGN: he conical design was first introduced during the Byzan 

tine period. Foliage was arranged in containers to resemble cone-shaped trees. 

Flowers and fruit were often spiraled from the base of the arrangement to the top. 

This conical design is also popular today. The design is often varied from its original 

design to appear less formal. The cone is similar in shape to the pyramids even though it 

is round. Cut six triangles out of poster board and glue them together. The resulting 

structure illustrates the basic shape of the conical design. Cone-shaped topiaries of 

boxwood, often used at Christ· mass, illustrate this design. The design can also be used to 

create table arrangements  

A low, round container is used for this design when the arrangement is to be used as a 

table centrepiece. Table centrepieces over 14 inches in height restrict visual contact 

across the table. Pedestal containers give this arrangement a more dramatic look. 

 

֎ MASS DESIGNS/ CIRCULAR ARRANGEMENTS: The mass designs are one of the more 

popular styles of arrangements seen in flower shops today. Mass 

arrangements consist of many flowers arranged in a geometric pattern. A beginning 

designer should visualize the geometric pattern of a design and how the completed design 

will look before beginning an arrangement. These patterns become a framework that 

guides the designer in completing the arrangement. Creativity can be expressed within 

this framework by varying the size of the arrangement, the compactness of the design, 

and the amount of depth in the arrangement. 

Mass and filler flowers such as carnations, roses, tulips, mums, statice, and baby's breath 

are recommended for mound designs. The size of the flowers will be dictated by the size 

of the mound. Avoid using large flowers to make a small mound design because of the 

difficulty of spacing large flowers in a small arrangement while maintaining the circular 

design. There are many ways of designing the same arrangement.  

http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26629
http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26629
http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26653
http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26653
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֎ THE EQUILATERAL TRIANGLE: An equilateral triangle requires that all three sides of the 

design be equal in length. The triangular shape and radiating line movement for the 

equilateral triangle can be seen. 

The Isosceles triangle: The isosceles triangle is a variation of the equilateral triangle. In 

this design, two sides are equal in length while the third side is shorter. The height of this 

arrangement is greater than the equilateral triangle, while the width is smaller. 

Centerpiece Designs: The centrepiece design is a low, horizontal design that makes 

an excellent table centrepiece. This arrangement can be viewed from any direction 

without blocking the view of a seated dinner guest. The long and narrow shape of the 

de· sign can be altered to match the width of the dining table. The centrepiece design is 

constructed in the same manner as a triangular arrangement but is finished on both sides. 

The Asymmetrical Triangle: The asymmetrical triangle arrangements are more 

relaxed and visually pleasing designs. Asymmetrical compositions are visually 

balanced but differ on each side of a vertical axis. In the asymmetrical triangle, the 

vertical axis is not centered but usually offset to the left of center.  

The Scalene triangle: A variation of the asymmetrical triangle is the scalene triangle. The 

scalene triangle is also composed of three unequal sides. The difference is that the 

number one flower is slanted to the left rather than vertical. Figure gives the design form 

and radiating line movement for the scalene triangle. The number one flower establishes 

the height of the design. This flower is placed to the left of centre on a diagonal and slants 

slightly backward. The number two flower is on the left and may be placed at an angle or 

horizontal with the table. This flower is often placed at a forward angle also. The number 

three flowers may be angled or placed on the horizontal, depending upon the height of the 

container used. 

The right triangle: The right triangle arrangement is a one-sided mass design that 

resembles half of an equilateral or isosceles triangle. Figure below shows the basic design 

form and radiating line movement for the right triangle. Note that the vertical and 

horizontal lines of the arrangement meet at a 90° angle. The right triangle may face either 

the right or left. Frequently, this design occurs in pairs on a mantel or buffet. A single 

http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26591
http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26591
http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26591
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arrangement may be used if it is offset and visually balanced by some other object, such as 

a painting. 

 

֎ CRESCENT ARRANGEMENTS: The crescent design is a portion of a circle like the moon in 

its first quarter. This design is sometimes compared to animals' horns. The tips of each 

horn are pointed and curve down to join at the thicker center. In the crescent design, one 

horn is longer than the other, with the upper one twice the length of the lower horn. The 

focal area for this arrangement is located where the two horns meet. The crescent design 

may be viewed from one or both sides. If the arrangement is to be viewed from both sides, 

then each side of the horns would be finished with flowers. If the arrangement is to be 

viewed from only one side, some of the flowers should face backward to give the 

arrangement depth. 

 

֎ HOGARTH OR 'S' SHAPE: The Hogarth curve, also called the S-curve, is named after the 

English painter, William Hogarth (1697-1764). Whereas the crescent is derived from a 

single circle, the S-curve comes from two circles There are three types of S-curve 

arrangements: the classic vertical, the diagonal S-curve, and the horizontal S-curve.This is 

very graceful style of arrangement. It is easier to make when curved branches are used. 

Once 'S' shape is made, flowers are filled at the centre. 

 

֎ JAPANESE FLOWER ARRANGEMENT:  

 IKEBANA: When Japanese speaks of the art of flower arrangement he/she merely says 

'Obana'. This means quite simply 'flower'. The letter 'O' expresses special reference. 

The word that was used to signify flower arrangements was Sho-ka which can also be 

read as 'Sei-ka'. The same two ideograms include still a third possible pronunciation i.e. 

Ikebana. This word come into effect in the 18th century as the designation for the 

Japanese art of flower arrangement. When the Japanese here the word Ikebana they 

think first of the flower compositions found in every apartment, in offices & 

restaurants. They feel Ikebana to be an integral part of life. 
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The word ikebana is divided into two sections ike & bana which in this compound is 

pronounced bana which means literally flower. The word ike is derived from 3 verbs: 

ikem - to place or arrange plants 

ikim - to live, to be alive, to Grrive at one's true essence. 

Ikasn- to put in the best light, to help to arrive at it's essence, to make life clearer. 

 IKEBANA means 'making flowers live' in Japanese. People in Japan use flowers to 

symbolize season. They represent ideal harmony between earthy and eternal life. In 

each arrangement there is an imaginary triangle tallest line represent heaven, towards 

the heaven is man and the lowest line looking up to both is earth. 

 MORIBANA: Moribana shares the emphasis on the natural beauty and 

characteristics of flowers and lants with the more traditional Rikka and Shoka 

styles. However, Moribana, along with Nageire, are arranged much more freely. 

Moribana is the simplest style of all Ikebana styles, therefore most suitable for 

beginners. 

Moribana means "piling up flowers". This creates beautiful volume which can be 

viewed from three sides. Vases for Moribana are usually wide mouthed and often 

flat. 

There are three Yakueda, called Shin, Soe and Tai. Additional stems or flowers called 

Ashirai are required to complete the arrangement. Generally Shin’s height is about one 

and a half times the vase’s diameter plus the height of the vase. Soe is about three 

quarters of the Shin and Tai is about a half. 

Unlike Shoka style, these Yakueda have no particular meaning in Moribana. There are 

three sub-styles of Moribana, which are determined by the angle of the Shin 

 NAGEIRE: Nageire and Moribana share the emphasis on the natural beauty and 

characteristics of flowers and plants with the more traditional Rikka and Shoka 

styles. However, Nageire and Moribana are arranged much more freely. Vases for 

Nageire are cylindrical often tall and generally have a narrow mouth. In Nageire, stems 

are usually inserted into vases without using Kenzan (pinholder). There are various of 

methods to hold stems at the desired position. 

http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26705
http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26707
http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26703
http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26703
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Nageire is also composed of three main branches, Shin, Soe and Tai. Shin’s 

height is usually one and a half of the height of the vase plus the width of the vase. 

Soe is about two-thirds to three-quarters of the Shin. Tai is about one-third to half of 

the height of the Shin. 

The basic Nageire composition is leaning style, however, this is also divided into three 

categories in the same way as Moribana: Chokutai, Shatai, Suitai. 

 Juyubana: ‘Juyubana’ means free flowers, which can be arranged both in ‘Moribana’ 

or ‘Nageire’ styles of ‘Ikebana’. Wood, metal or any other material may be used in 

addition to flowers. 

 Zeneika: ‘Zeneika’ means abstract and this style does not simulate nature. Straight 

material with uneven height is used. 

 Zeneibana: In this style a beautiful sculpture is created using wood, stone, rocks, metal 

depicting any natural scenery. 

MECHANICS AND ACCESSORIES  

Floral designers use a number of tools and materials for arrange flowers in vases and 

corsages. The materials used to assist the designer in placing and holding flowers are called 

mechanics. 

Flower Holders/Pin Holders: Flower holders comprise the most important equipment in 

flower arranging. One of the easiest and most efficient holders to use is the needlepoint 

holder, which is simply a leaded base from which rises a dense cluster of sharp needles. 

The ends of flower stems may be stuck onto it in almost any position. Individual preference 

may be for other types of holders such as the hairpin type and a nest of wire loops rising 

from a base. Even the old-fashioned "Birdcage," which is a framework of crossed wires in 

the form of a half-sphere, has its use for a mass arrangement. Try placing one firmly on top 

of a smaller needlepoint holder. 

Holders should be anchored to the bottom of the container with modeling clay. A handful of 

crumpled chicken wire, placed in a tall, wide-mouthed container over the holder, gives 

additional support to long stems or branches which cannot rest against the sides of the 

container. In addition, the mouth may be stuffed with foliage to form a verdant surface 

from which the flowers rise from the rim of opaque containers. 

http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26703
http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26629
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Foliage as a Holder. In using foliage for a prop, use the flowers' own foliage. Leaves have a 

definite relationship to the flowers of the plants they adorn. For example, the ugly foliage of 

the orchid is a fitting background for the bloom, enhancing by contrast the gorgeous color 

and delicate texture of the flower; and the austere leaves of such showy flowers as calla are 

a fitting complement to the bloom. 

Pin Holders: To hold flower stems erect. Consisting of a heavy base and sharp, upright 

metal pins, stems are held on or between the pins. Pin holders are available in a wide range 

of shapes and sizes and should be chosen to suit the thickness of the stems being used. 

Containers: Anything that holds water can be used as a container. However, the container 

must help to express the idea of the designer has in mind for the arrangement. If a designer 

selects delicate, white roses to create a formal feeling, a rustic clay container would not be 

as good a choice as a crystal one. The container should add to the appearance of the 

arrangement and harmonize with the rest of the design and the display environment. For 

example, an arrangement in a silver container would not be appropriate for a backyard 

barbecue where it would not harmonize with its surroundings. 

Containers are selected by their characteristics just as flowers are. When selecting a 

container, the designer should consider the texture, shape, size and color of the container. 

Texture: The texture of a container will depend largely upon tie material of which it is 

constructed. Containers are generally made of glass, glazed pottery, plastic, wood metal 

and papier–mache, which is made of paper pulp. The textures of each of these materials can 

vary according to their finish. Generally, we think of containers with a smooth finish as 

having fine texture and containers with a smooth finish as having fine texture and 

containers with a rough finish as having a course one. The texture of the container should 

be compatible with that of the flowers. Silver containers have a fine texture and require the 

use of such flowers as roses and lilies. The rough texture of a wooden basket, on the other 

hand, would suggest the use of coarsely textured flowers, such as daisies and zinnias. 

Shape: The shape of a container is one of its most important characteristics. Commonly 

used shapes include vases, bowls, pedestals and baskets , the shape of a container often 

determines the form of the design. Bowls for example are often used for horizontal designs 
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and low table arrangements, while vases would be used for more vertical designs. 

Containers should have clean lines and not be healthy decorated. Highly decorated 

containers attract attention to themselves and away from the finished arrangement. 

Containers in the shape of clowns or automobiles for example, should not be used except 

for special occasions. 

Size: The principles of scale and proportion will help select a container of the appropriate 

size. The flowers for an arrangement should be 1½ to 2 times the height of the container 

and the overall arrangement should be in a good size relationship with its setting. An 

arrangement to be placed in a church would need to be large, therefore requiring a large 

container. An arrangement for a dining room buffet would be much smaller and utilize a 

proportionately smaller container. The size of the container must create a feeling of 

stability and harmony with the arrangement. 

Color:The color of a container must harmonize with the color scheme of the flowers and 

the room where the flowers will be displayed. Container colors that do not blend with the 

colors of the flowers call attention to themselves and away from the flowers. A blending of 

colors is preferable to contrasting ones. 

Green containers that echo the foliage are often used by florists. Other commonly used 

colors are tan, brown, gray and white. Only use white containers if the flowers are mostly 

white. White can draw attention away from the focal point. The principle of unity requires 

that the color of the container and flowers harmonize. 

Urns:An urn is a tall vase with a base and actually used to store a cremated person's ashes. 

But, it can also be used as a flower container. It is suitable for making large arrangements, 

those that decorate the entrance of a house. 

Baskets: Baskets are one of the popular flower container types. You can choose to use 

with handle or without handle baskets. Wire baskets or rattan baskets. When you do fruit 

baskets, you must use baskets. You can also decorate the basket to become a flower girl 

basket. It serves many purposes in floral arranging and something a florist cannot do 

without. 

Glass vases:Glass vases are used when you just place a bunch of flowers in them to create a 

flower bouquet. It is clear and transparent that's why it is best to just show the stems in the 

http://ecoursesonline.iasri.res.in/mod/page/view.php?id=26611
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water. No arrangement is actually needed. But make sure the combination of flowers you 

choose is right. You could also put single flower type in the glass vase, like 12 stems of calla 

lilies. And, you've got yourself a flower bouquet. 

Ceramic vases:Ceramic vases are also like glass vases but they are not transparent. 

Ceramic vases comes in various colors and shapes. 

Grapevine wreaths:Grapevine wreaths are specifically used to make wreaths. You 

can buy them at craft stores and is available is many diameters. You can make door 

wreaths, Christmas wreaths or Thanksgiving wreaths with it 

Floral Form: The most commonly used material for holding the stems of flowers is 

floral foam. Chicken wire and needlepoint holders have limited use as holding devices; 

although before the manufacture of floral foam, these were used extensively . Today, 

chicken wire is used mainly along with floral foam to help support heavy stems in large 

arrangements. Needlepoint holders are sometimes used in designs where limited numbers 

of flowers are needed and floral foam would be visible. 

Floral foam is soft, very absorbent lightweight material. When the stems of flowers are 

placed in the foam, they are able to take up water through the foam. Floral foam can be 

purchased in cases of 48 blocks that are 3 inches by 4 inches by 9 inches. For specially 

uses, foams enclosed in plastic cages are also available as is foam for dried and silk flowers . 

Floral foam should be thoroughly soaked with water before use. Floral preservative should 

be added to the water. The manufacturer recommends that floral foam be soaked using the 

free float method . Place a block of floral foam into a bucket or sink filled with preservative 

treated water to a height greater than the foam. As the foam absorbs the water, the block 

will gradually sink. When only one quarter inch of the block remains above the surface, the 

block is saturated and ready to be used. Instant foam absorbs water so quickly, it can be 

placed in the container dry and water poured over it when needed. Thoroughly soaking the 

floral foam is most important. Dry spots in the foam can cause flowers to wilt. 
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Various types of floral foams: 

Types of floral foam Uses 

1. Standard 
2. Deluxe 
3. Instant 
4. Instant deluxe 
5. Spring time 

An all purpose foam that is used with a large variety of flowers. 
A sturdier foam used for heavy stemmed flowers. 
An all purpose foam that absorbs water quickly. 
A foam similar to deluxe but absorbs water quickly. 
A softer foam ideal for the soft stems of bulb crops. 

Adhesive materials: Four kinds of adhesive materials, as shown in Figure 5-6, are 

used by most florists. They help to secure mechanics. 

Waterproof or anchor tape is used to secure floral foam into the container. Anchor tape is 

available in half- and quarter-inch widths. The quarter-inch width is preferred since it 

covers less area when stretched over floral foam. The wider tape covers more area and can 

cause problems in the placement of flowers.Anchor tape is available in green, white, and 

transparent varieties. Use the white tape on white containers and the green on 

colored containers. Green tape can be more easily hidden in the floral arrangement than 

white. 

Stem wrap or floral tape is a waxed, stretchy type that only sticks to itself. The techniques 

for using this material will be explained in Unit 6. Stem wrap is mainly used in corsage    

work to create stems for the flowers used in the corsage. It is also sometimes used to hide 

wires or picks in other type designs.Stem wrap is available in several widths, but half-inch 

is the most commonly used. It is sold in an assortment of colors to match the colors of the 

design. The most frequently used colors are green and white. 

Floral adhesive clay is a sticky type material similar in texture to children's "play dough." 

It comes in a flattened strip wound onto a roll, with waxed paper between the layers. 

Two commonly sold brands are "Cling" and "Sure-Stik." Floral clay is used to fasten 

anchor pins (round plastic holders with four upright prongs used to hold floral foam in 

place) or to anchor pinpoint holders. Pinpoint holders are round devices of steel needles 

used to hold flowers. Small pieces of the clay are placed on the bottom of the holder, which 

is then pressed firmly against the container. Make certain the container surface is dry. 

Floral clay will not stick to a wet surface. Floral clay has one disadvantage. It will leave a 
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sticky mark on the surface of the container which is difficult to remove. As a designer, you 

may want to be cautious in the use of clay on expensive containers. 

Hot glue is an adhesive material that is used extensively in the florist shop. It is purchased 

in solid sticks that are inserted into an electric gun to be melted into a liquid that hardens 

within seconds. Hot glue can also be melted in a glue pot or electric frying pan. A low-

temperature hot glue is also available. It does not hold as well as the regular hot glue but is 

safer to use. Hot glue has a wide range of uses that includes design work with live and silk 

flowers. 

Caution: Hot glue guns and hot glue can severely burn your skin. 

Cutting tools: A variety of cutting tools are used by florists in the construction of corsages 

and arrangements . Each of these has a specific use. You will find that tools last longer if 

they are used correctly and properly maintained.  

Floral knives are one of the most important tools used by the designer. The knife is used 

for cutting stems only, never used to cut wires with a knife. Because one may be successful 

in cutting small wires, but this makes knife dull. Most florists prefer a knife for cutting 

stems because they make a quick clean cut. Other tools, such as shears, will cut the stem 

but may pinch the tubes that take up water, thereby restricting the flow of water to the 

plant. Select a knife with a short, sharp blade that can be easily handled while working. 

Most designers hold the knife in their hand when not actually cutting. Laying the knife 

down after each cut would be a waste of time. Select a knife with a short, sharp blade that 

can be easily handled while working. Most designers hold the knife in their hand when not 

actually cutting. Laying the knife down after each cut would be a waste of time. 

Keep your knife sharp. You are less likely to cut yourself with a sharp knife. Hold the knife 

between the thumb and forefinger in the manner illustrated in Figure 5-9. Cut toward 

yourself at an angle. Do not attempt to cut hard woody stems in this manner. Ask your 

instructor to illustrate the correct use of the knife before you begin. Proceed slowly and 

with caution until you feel comfortable using the knife. 

Florist shears are another tool that can be used for cutting stems. However, this tool is 

slower to use since it has to be laid down after each cut and as discussed earlier, it tends to 
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pinch the stems restricting the uptake of water. The primary uses of florist shears are 

cutting wires and ribbons 

Ribbon Shears or scissors are use full for cutting ribbons and decorative foils used by the 

florist. Never cut stems or wires with ribbon shears. 

Wire cutters are used for cutting wires and the stems of artificial flowers which contain a 

wire. Use wire cutters for cutting wires only, not on plant material or ribbon. 

Pruning shears are useful for cutting heavy stems that are too large to be easily cut by a 

knife or florist shears. These are particularly useful when cutting woody stemmed 

materials that are sometimes used in arrangements. Pruning shears may be used to cut 

stems of up to one-half inch in diameter. 

Picks: Florists use wooden and steel picks. These are used mainly in funeral designs, 

to make wreaths, and in dried and artificial arrangements. Wooden picks can be 

purchased in the natural wood color or the more common green color . They come 

with or without a wire attached and may be from 2 1/2 to 7 inches in length. Wooden picks 

are used to add length or support the plant materials.  

Steel picks are commonly sold in lengths of 1 3/4,2 1/8, and 3 inches. They are attached to 

the stems of various materials with a steel pick machine. The pick makes it easy to insert 

plant material into a wreath ring, styro foam, or other holding device. 

The Flower Containers 

Urns 

Baskets 

Glass vases 

Ceramic vases 

Grapevine wreath 

Metal containers 

Trays 

Boxes 

Foams 

Terra cotta pots 
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CARE OF CUT FLOWER: PICKING AND COLLECTING FLOWERS 

Many garden flowers do not last long when cut because garden flowers have been 

cultivated for garden decoration. In hot weather, gather flowers in the late evening. The leaf 

of the stem reduces the water content during the middle of the day and the plant is likely to 

limp in cooler or wet weather the plant material may be gathered at any time. In the late 

evening plant contains maximum food reserves which are made during the day light hours 

and cells rich in resolved substances resist decay better it gives the night time for a long 

soak in water and the flowers are ready to arrange in the morning. Plant material should be 

out of water as little time as possible and therefore it is better to take a bucket half full of 

water into the garden. The stems of the plant can be put into water at once. 

CONDITIONING METHODS 

Warm Water Treatment: 

Most living process takes place better and faster at a warmer temperature. If warm water 

(that is of a temperature which is comfortable warm to the hands) is used for soaking the 

stems water enters more easily and moves into the flowers and leaves more quickly. 

Boiling Water Treatment: 

This method preserves flowering plants, such as stock, lily of the valley, poinsettia, 

hydrangea, rose, balloon flower and dahlia. Soak the roots of the flowers in boiling salt 

water for one or two minute until the green color of the stem begins to lighten. Place them 

immediately into deep cool water. 

In both burning and boiling methods care must be taken to protect the leaves and flowers 

from being exposed to direct heat. The best protection is to wrap them in wet news paper 

with only the cut ends of the stems exposed to the heat or boiling water. 

Chemical Treatment: 

Cut the stem and immerse it in appropriate chemical for a few minutes. Several stems may 

be held in the chemical at one time. Dry the cut end of the stem before it is put into liquid 

chemicals 

Acids: Vinegar, acetic acid, acetate or diluted hydrochloric acid materials, reed, bamboo, 

pampas grass sage, etc 
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Alkalis: Salt Materials, camellia chinese bell flower, ashes 

Stimulants : Sugar, red pepper, essence of peppermint materials, flowering plants Dip the 

stems of tulips in sugar before inserting them on the kenzan, and sprinkle about one 

teaspoon on the kenzan 

Alcohol: materials, lilac, wisteria, gerbera, donsy, caster etc. 

CARE OF FLOWERS 

Stem Preparation: 

While cutting a stem from a plant, cut the stem on a slant position as this exposes a 

greater surface of the inner tissue which takes in more easily than the protective 

outside tissue. 

Stems which have not been placed in water immediately re-cutting should be done about 

two inches from the ends. This is because 

1. When the stem is cut from the parent plant, air enters the cut end. Sometimes this 

forms an air bubble which can prevent water travelling up the stem and causes 

wilting even though stem may be standing in water. The air bubble can normally 

removed cutting off two inches of stem. If this second cut is made under water then 

no further air can enter the end. 

2. When a stem is cut the end begins to seal over (as with a cut finger) and a hard 

callus can form which does not allow water to enter the stem and again wilting will 

occur. Re cutting removes the callus. 

Soaking Stems: Most flower stems benefit from standing in deep water for a minimum of 

two hours after the stem has received any other special preparation and before being 

arranged. This is because many plants can take a certain amount of water in through 

the whole length of the stem. This supplements the water entering the stem end and 

prepares flower for a dry atmosphere. Flower, stem and leaf must be quite full of water 

because the amount of water taken in by the end of the stem does not always equal the 

amount lost in a dry room through the surface area of the exposed parts of the cutting. Gain 

of water from the container and loss of water to the air (transpiration) is always taking 

place but not necessarily at an equal rate. 
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Types Of Stem : Vary in their structure, which may be strong, hard, soft and so on, soft 

stems absorbs in water easily and no further preparation other than re-cutting is 

necessary e.g. wild flowers. Hard stems absorbs in the water less easily and it is helpful to 

expose more of the inner tissue by cutting the stem upwards for 1-2 inches. Very thick stem 

can have more than one out. Eg. Roses and Chrysanthemums. Woody stems will have thick 

outer covering which does not allow water to get in easily. About 2 inches of this covering 

should be scraped off the stem end with a knife, in addition to cutting the stem upwards. 

Eg. Lilac and cherry. Hollow stems may be opened and filled with water by means of a 

small funnel and water can plug the end of the stem with cotton wool which will act as a 

wick to draw minimum water. If the stem needs cut shorter for the final arrangement cut 

under water and repeat the above process. This treatment prevents premature falling of 

the flower eg. Lupine and delphiniums 

Milky stems: A few stems contain milky substance called 'Latax'. This leaks out of the stem 

when it is cut and as it dries it hardens and forms a layer which prevents the intake of 

water. This leakage can be stopped by holding the stem end in the flame of candle or match 

untill it is blackened and stops sizzling and put it in coldwater immediately. Each time 

when stem is re-cut this process should be repeated e.g. Euphorbias, poppies, peonies, 

geraniums, plum blossoms and chrysanthemum 

Care Tips for Keeping Arrangements Fresh 

Following are the simple methods which help to prolong the lives of cut flowers and foliage 

1. Always use a clean container. 

2. An arrangement is completed then place the arrangements away from direct heat 

and sunlight. 

3. Top up the container with water when necessary, to prevent disturbing the 

arrangement a rubber tube may be used to withdraw the old water and the refill the 

fresh. 

4. If necessary change the water daily 

5. Revive wilted flowers by re-cutting the stems enrol. As far as possible re-cut the 

ends of the stem under water and replace them in the container. This will help for 

better absorption. 
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6. Spray the flowers or completed arrangement with a fine mist. This replenishes 

the moisture in the leaf and is very important in the summer when moisture 

evaporates quickly. Also a fine mist on the flowers looks like dew or rain droplets 

and creates a sense of freshness and coolness. 

7. Remove all excess leaves from the branches or stems of flowers. This allows the 

water to be used for only those necessary to the composition. 

Care Before Arranging 

After bringing the flowers into the house, remove all leaves that will be under water in the 

container. Keep the flowers out of water. Leaves and flowers will rot in water and the plant 

cells will become clogged with bacteria, preventing water from moving up the stems. After 

removing the leaves, cut an inch off the stems, and immediately put them in water almost 

as hot as your hand can stand. The water should be about half as deep as the stems are long. 

Make sure the water containers have been thoroughly washed. Use floral preservatives 

which are available from florist. For best results, cut the stems and place them at once into 

a hot preservative solution. Properly used, preservatives will extend the life of the flowers 

for one or more days. Store flowers and foliages in a cool, humid place, out of the sun, and 

away from drafts. Do not store with fruits, vegetables or decaying flowers or leaves; these 

give off ethylene which shortens the life of many cut flowers. Wait until the plant materials 

feel stiff before the arrangement. 

Care during Arranging: 

The container should have been thoroughly washed since its last use. Fill it with water 

before start to arrange the flowers. If needed add a floral preservative. Using a sharp knife 

or shears, make a fresh cut on each stem just before put it in the container. Leave the stems 

in water until use them. Do not let the plant materials lie around on the table to dry out. 

Handle the flowers by their stems. 

Care after Arranging: 

Place the arrangement out of the sun and away from drafts, hot air ducts, and radiators. At 

night, put it in a cool place to prolong the life of the flowers. Keep the container full of water 

daily. Change the water occasionally. When you do this, you may want to rearrange the 

flowers. When rearranging, be sure to remove at least 1 inch from each stem. 
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CARE OF FLOWER ARRANGEMENTS 

֎ Spray lukewarm water to keep the flower fresh. 

֎ Change the water and vase solution timely. 

֎ Use clean containers. 

֎ Never expose arrangement to direct sunlight. 

֎ Add sugar ,8HQC, biocide ,ethylene inhibiting chemicals etc.to enhance the vase 

life. 

֎ Trim the dried leaves and flowers. 

֎ Never place a fresh flower arrangements where it will be 

֎ exposed to direct draughts from a fan or window. 

֎ Never store flowers near to fruits as they emit ethylene 

֎ gas causes wilting of flowers. 

֎ Prolong the freshness of arrangement with lukewarm 

֎ water from a mister. 

֎ Change- the water every day. NEVER USE CHILLED 

֎ WATER. 

֎ Listerine, ammonia, salt added in small amounts to slow 

֎ down bacterial growth. 

֎ Use clean containers for arrangements to prevent 

֎ premature fouling and bacterial growth. 

֎ Every three days, re-cut the stems and add more 

֎ preservative. 
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UNIT V 

RESIDENCE COURSE 

 

CONTENT:  RESIDENCE STAY PROGRAM, CONCEPT, OBJECTIVES, ORGANIZING 

THE RESIDENCE STAY - PLANNING MENU, DUTIES, BUDGET, EFFECTIVE 

MANAGEMENT OF RESOURCES IN RESIDENCE STAY PROGRAM 

Introduction 

HOMESCIENCE, the branch of knowledge with methodical base has developed very 

quickly. To teach Home Science, Residence stay is one of the established and 

conventional methods under the division of Resource Management. This course offers a 

superb opportunity for the practical training in the management of Home. The course 

included in the syllabi is well known as practice house, practice cottage, Home 

Management Houses in various institutions. 

Atmosphere like a Home is provided to the students where the skills of 

performing all household activities are provided. The students undertaking this course 

performs household activities using the available resources wisely and run and manage 

the household to the best of their abilities. The management process basically includes 

the three steps, viz. 

Planning 

Execution or Controlling and 

Evaluating 

Each student playing a double role, (as student and as a home maker) utilises her 

management skills to manage household duty as they attend the college regularly and 

manage the residence also. The philosophy, background, situation and environment of 

the institution preside over the role and work played by each student during her stay. 

The fundamental tasks do not differ in any institution which include staying in groups, 
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planning, controlling, and evaluating the finance; food, time, energy, care of the house, 

leisure and the best possible utilization of individual and group abilities. 

Importance of Residence stay in Home Science Education and its Modern Concept:- 

Home Management study is the key to success of home making helps the women 

to provide themselves to meet the demands upon them by society and the home. 

Residence stay brings out the practical feature of management and provides a situation, 

which accurates the environment and conveniences of well managed house. Gross and 

Crandall says: This Course provides an opportunity to the students to build upon the 

practical application of management to a homelike situation. In meeting the needs of the 

particular students its more effective. It helps the students to develop awareness of 

managerial functions of resources, decision making and evaluation of the activities. As 

Read propose, “In residence stay, the students get an chance to make decisions and carry 

them out in action in an independent way. The stay provides an opportunity to the 

students, to use limited resources to solve their managerial problems. This acts as eye 

opener for them to understand the fact that homemaking is a co-operative activity and 

not an individual event. This stay helps them to develop certain basic skills and tasks that 

are necessary for good housekeeping. Students become aware of the importance of 

management of Resources and also to consider values and to formulate goals and making 

new decisions. Opportunities are provided to the students to use resources wisely and 

judge their actions. Group stay provides them with goodness like co-operation, 

adjustment and tolerance. 

Aims and Objectives 

According to Hayes (1928) home management course is To develop an appreciation of 

the ideas of the house and the family in the home like situation Developing knowledge of 

planning, decorating and furnishing of the house, its care and maintenance and 

hospitability Along with understanding of the bud getting of time and money to maintain 

the home with great efficiency. 

Vickers(1971) says that students perceive the residence stay as valuable in the 

area of social competence, over all management ,experience appreciation of decorative 
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principles, grouping of furniture, meal planning and marketing .residence course itself 

appears to develop student awareness on management of resources, decision making 

and evaluation in different situation. The main aim of the home management residence is 

to create and give experience for the student member to be in a group, to enjoy, to work 

and to cook 

OBJECTIVES OF RESIDENCE COURSE: 

1. To apply knowledge from selected courses of Home Management  

2. To know how to plan meals that are suitable for the whole family 

3. To have experience in buying groceries 

4. To know how to set a table attractively formal and informal occasions 

5. To know how to serve meal graciously to learn to be a gracious hostess 

6. To plan and organize work as to make best use of the time 

7. To keep the kitchen clean and in order 

8. To keep the house clean and tidy 

9. To realize the value to proper storage of things, in the kitchen and other area of house 

10. To plan and work co-operatively with other people 

 

PHILOSOPHY OF RESIDENCE COURSE: The philosophy of Home Economics is apparent in 

its residence course. A class room is used to provide much lip service to the human values. 

These values can be exemplified only in the real living situation. The lip service is to 

provide adequate knowledge that is theoretical aspect of Home Management. But, if the 

stress is placed on the skills and conventional standards then the resident course is highly 

valued: 

THE RESIDENCE COURSE EMPHASIZE ON: 

1. Conscious decision making 

2. Human relationship 

3. Work simplification 

4. Coming up to the established standards 

THE EVIDENCE OF PHILOSOPHY UNDERLYING THE RESIDENT COURSE MAY BE 

FOUND IN: 
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The degree of democracy in its organization, which means that students might have been 

provided chances and opportunities to act and decide independently. Thus, the students 

may enjoy freely and in a democratic in their performance. This could be and is tried to 

make it as real as the home family. Thus, the philosophy behind the residence course is to 

prepare the students in such a way as they are best able to live successful family life. 

LEARNING EXPERIENCES IN HOME MANAGEMENT HOUSE: 

A. Planning the organization for the group living in the house. 

B. Determining personal and group goals 

C. Appreciating progress towards individual and group goals 

D. Having the opportunity to determine learning experiences directed towards goals. 

E. Having opportunity to adjust standards to meet different situations 

F. Participating in and assuming responsibility for various homemaking activities as 

entertaining, food preparation & service, marketing, banking, house care etc. 

G. Making a conscious towards a satisfactory group living. 

 

Organization of the house 

 

Before the graduation of degree each student must undergo the residence course 

for at least 7 days. According to the taste and preference of the group the organization of 

the house is modified. 

Student cluster will have to set up their own goals, own calendar, time plan, menu 

plan, rotation of duty chart, budget and so on. While one cluster wish to develop skill in 

entertaining/decorating, the other might wish to emphasize on the rapport development 

within the group. Group members discuss among themselves the work allotment and 

allocation of duties and they divide it into the number of jobs desired, thus having a job 

each day for each person. Once the division of work is decided, it is followed by 

determining the activities to be performed for each duty. Activities performed should be 

as equal as possible, and should alternate light and heavy jobs, such as assisting in 

preparation of food before responsible for all food preparation- according to this 

decision must be made. 
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Every case is unique in its own, some would be left to the judgment of the group 

example would be - free time to be taken, can it be either by individuals or the group as a 

whole, the amount and type of entertainment, and determining the distribution of the 

part of the budget used for flexible items, such as entertainment, meals out, reading 

materials etc.. Decisions and plans should be given a true form so that the group 

members can continuously verify and check that, they are doing their duties and 

responsibilities in such a way, that judgement can take place. The plan for group work 

should be shown by the list of activities under the heading of each task.  

A chart (Duty chart) showing the rotation of jobs and the dates during which each 

person holds a particular job will be necessary in the home management calendar. A 

calendar will also show planned entertainment and free time. The total money collected 

needs to be planned, and the management of the menu and duty chart should be decided 

by staff adviser and student. . A market list should be prepared and time schedule is 

written daily by student. A small project work needs to be planned and carried out 

during their leisure timeactivity. 

Objectives 

The major objectives are 

Practice the knowledge obtained in the theory 

Goals and standards are set 

Practice the household Responsibilities 

Manage resource 

Live in groups and consume values 

Making decisions 

Forecast problems 

Skills and leadership qualities developing 

Dual responsibilities undertaking 

 

Practice the Knowledge gained in the theory: 
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The knowledge gained through this experience may be listed as identifying values, 

goals and standards 

Decision making 

 Food management  

Time and energy management 

 Simplification of work Equipment usage including labor saving devices  

Money management  

During the stay in the home management house, the students get opportunities to put into 

practice the knowledge gained in a home like situation. 

Rotation of work: In a Residence stay, if six students are grouped to be together and 

perform the various task of a cook, assistant maid or helper, treasurer or account keeper, 

hostess, maid, asst. cook etc. Six duties are to be allotted to each student and they are 

usually asked to perform these duties. 

Set goals and standards 

Setting individual goals and group goals is an essential aspect of the residence 

programme. Examples of individual goals are: Prepare new recipes, select appropriate 

furnishing, entertain guests; live harmoniously and celebrate function. Setting standards 

for the life style and work performance in the residence is also essential. Examples of 

standard setting are 

Standard menu 

Standard in cleanliness 

Standard in etiquette 

Household responsibilities: There are many responsibilities to be shouldered in a home. 

Generally the homemaker depending upon the work culture perform the various 

activities by herself, or with the assistance of her family member or paid help,. Since a 

group of students stay in the home management residence the students need to share the 

responsibilities in turns so as to give experience in all the activities involved in running a 

home. depending upon the number of student and rotation among them, these 

responsibilities are grouped under different roles. They are; 
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Cook 

Assistant cook 

Hostess 

Maid 

Waitress 

Treasurer 

Assistant maid 

 

 

Care needs to be taken to the group related activities under each aspect. Proper 

allocation of work is also important. 

Cook:-She plans menu, cook food pre-planning, cleans the kitchen, washes the vessels 

used for cooking, plans for new serve, prepare market list , and weigh the ingredients 

before cooking. She should also prepare tea, breakfast, lunch, snacks and dinner and 

serving, pre- activities before lunch and dinner and laying table. 

Hostess:- She is responsible for coordinating other works, maintenance of the house, 

decorate house, preparing menu and duty chart and displaying it. She supervises leisure 

time activities, check overall safety. She will also be responsible to purchase things 

required for the day to day activities like, 

To check the overall arrangement and thorough checking of all rooms, bathrooms 

toilets 

Arranging flowers, plants etc. 

Receiving guests and entertaining them. 

She should know the daily duty chart allotment of duties, rotation of duties ifany 

Overall supervision of the Residence 

 

Waitress: Setting the table for meals, serving the food, clearing, cleaning table after 

meals and collecting water for cooking will be done by her. Also she will clean the vessels 

used for serving. 
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Maid: She is in charge for the overall cleanliness. She cleans the front yard, put kolam 

sweeps and mops the room. Removal of garbage, cleaning the store room, arranging 

house and bringing drinking water is also completed by her. 

Asst. Maid : She helps maid in her duties. She cleans backyard, mop floor, empty the 

dustbins, wash and irons and maintain garden. In the absence of assistant maid, the maid 

will have to do the responsibilities of cleaning. The responsibilities listed cover a major 

portion of household activities except a few aspects such as care of children and elderly. 

Treasurer:- She needs to keep the accounts. The complete per day cost expenditure in 

the  house, maintenance of accounts using an account book, submission of time schedule 

and purchase item will be done by her. 

Keeping daily accounts 

Purchasing 

Buying vegetables, milk etc. 

Receiving and entertaining guests etc will be carried out by her. 

 

Group duties 

 

Planning and organizing house 

Rotation chart preparation 

Furniture arrangement and decorating the house 

Invitation card preparation. 

Purchasing the groceries and other required items. 

Accounts maintenance 

Evaluating the duties of each other,(self evaluation, group evaluation) 

Arranging teacher’s evaluation party 

Performing each duty effectively 

Co-operation and understanding, maintain good relationship among the inmates 
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Group finance 

 

In the residence, students have to handle their own money and make their own 

budget for six days. Students may experience variation in their most important items of 

group expenditure - food and in less important items of service and entertainment. 

The main important items of expenditure in Residence stay budget are:- 

 

Food grains 

Fuel (cooking gas) 

Milk and vegetable 

Maintenance (dhobi and sweeper) 

Stationary 

Rotation of duty chart 

Time plan, menu card, remarks book 

 

Whatever amount the students contribute for stay shall be distributed under these heads. 

 

Manage resources: Resources are generally limited hence wise management of 

resources are important among the various resources. In the residence Time, Energy and 

Money are the major ones to be handled carefully. 

Time management: Time is the central resource around which the use of all other 

resources develops. As a result it needs to be managed carefully. As condition, along with 

their class work, the students need to do other duties allotted to them. The time 

demanded to obtain the standard expected by student in house stay are much supple. 

The students are responsible for only one phase of work. Thus to manage the time, 

students are asked to maintain time schedule notebook. Use of time and energy are 

interrelated, when time is expected for activity, energy is also utilised. Effort to conserve 

time leads to conservation of energy. Planning the use of time makes us time conscious, 

which is one of the stepping stone for efficiency. 
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Money  Management 

 

Money Management is an important aspect to be managed. It can be done efficiently 

by planning budget. One should see the requirement of members within the family and 

plan accordingly with some amount kept aside saving. The money collected must be 

managed cleverly by planning the budget, were all the members are satisfied. Money 

management involves budgeting which is planning for spending money. Maintaining 

TIME ACTIVITY 
TIME IN 

MINUTES 

12 to 5 AM Sleep 300 

5 AM Rise 0 

5.00 to 5.15 AM Personal activity 15 

5.15. to 5.50 AM Household responsibilities 35 

5.50 to 6.15 AM Prayer 25 

6.15 to 8 AM Household activities 105 

8 to 9.15 AM Getting ready for college and breakfast 75 

9.15 to 9.25 AM Winding up activities checking and 

locking the house 

10 

9.25 to 9.30 AM Reaching the class room 5 

9.30 to 12.45 PM Attending the class 195 

12.45 to 1.25 PM Lunch 40 

1.25 to 1.30 PM Reach the class room 5 

1.30 to 4.30 PM Classes 180 

4.30 to 5.15 PM Tea 45 

5.15 to 5.45PM Recreation 30 

5.45 to 6.15 PM Prayer 30 

6.15 to 8 PM Household responsibilities 105 

8:00-8:30pm Dinner 30 

8.30 to 10 PM Study 90 

10 PM Bed time 120 

10 to 12 PM Sleep 120 
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account is also an essential aspect of money management. In the residence, food is the 

major item of expenditure, 

since home science education cater to student from various income group and localities, 

care needs to be taken to decide on the style of living. Spending plan for limited amount 

will help to practice to live within the allotted amount. This will also involve comparison 

of price of commodities in different shops, bargaining.  

The residence budget may have the following components. 

   The daily menu should be balanced. 

Nutritious, yet inexpensive and locally available food materials will help to bring down 

the cost of foods. 

To avoid unnecessary expenditure, check what is on hand and buy the quantity required. 

Account should be maintain in the book to know the money is being spent .hence for the 

money spent and item bought bills/vouchers should be procured. Each voucher should 

have a number. The format to be used maintaining accounts may be as shown below; 

             | Bill. No|  |Name of the Article|  |Quantity|  |cost/unit|   

|Total cost|    

Every day the treasurer should write the account and tally the 

account 

 

 

 

 

 

 

 

 

 

 

Items Percentage 

Cereals 15 

Pulses 15 

Milk And Milk Product 15 

Vegetables And Fruits 14 

Oils And Fats 10 

Condiments And Spices 4 

Miscellaneous Including Sugar,Jaggery 22 

Saving 5 
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Calculate the amount spent on each day 

Check the cash on hand 

Total the expenditure page wish 

Calculate the total expenditure for the whole stay 

Check money spent on the each category of expenditure 

 

Live in groups and imbibe values 

Living in group ensures the following: 

Adjustment 

Co-operation 

Concern for others 

Love and affection 

Respect for others 

 

These are the example of human values. Teachers and peer groups influence the value 

of students in a conductive set up if given an opportunity to understand the worth of 

certain values. Home management stay experience provides many changes to imbibe 

important values. 

Make decision 

 

Decision making is the heart of management. Everyday decisions are taken by all the 

students. Many of all these are habitual decisions. Example are, time of getting up in the 

morning, eating breakfast at the scheduled time etc. Snap decisions are made on impulse 

without making any analysis of the pros and cons due to the urgency such as receiving 

guest, a member or an emergency home management residence experiences are 

provided to make the decisions- both individually and as group decisions Eg: The type of 

flower arrangements to be made and the colour combination to be used may be 

individual decision. Decision on celebration of festival and conducting the parties may 

require group decisions 
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Foresee problems 

In the residence stay alternatives should be ready on the hands to overcome any 

problematic situation such as exhaustion of cooking fuels, electricity failure and storage 

of water and so on. 

 

Develop skills attitude and leadership qualities 

Scope is provided for the development of skills attitude and leadership qualities. 

Further group living also ensures those aspects. The provision made for leisure time 

activities helps one to utilize the leisure hours profitably. Activities like making table 

napkins, cushion covers, table covers and decorative pieces from waste materials maybe 

undertaken as leisure activities. 

Undertake dual responsibilities 

 

Interest in work, meeting the dual responsibilities, systematic approach to work and 

improving the efficiency are some of the qualities which can be developed during the 

residence course. One automatically develops self confidence too. All these lead to 

develop certain qualities essential for leader. 

Functions of home management residence: The home management house creates 

situation in which relatively small groups of students living together under limited 

period of supervision. 

Gain perception into managerial problems faced by families such as limited 

resources and limited  space. 

To apply in a practical situation the principles learntearlier. 

To make management and to evaluate consequences of suchdecisions. 
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Conclusion 

 

Management is a mental process. It is essential because, skill in carrying out this 

process can be developed and the group is trained on the method of approaching 

different problems whether large or small. Management is however closely related to 

change, since its purpose is to bring about change and in utilizing the resource available 

and goals with which it deals. Home 

 

************************************************************************************* 


