~ Dressing for Success – Suitable Business Attire ~
A work dress code is a set of standards companies develop to help provide their employees with guidance about what is appropriate to wear to work. Work dress codes range from formal to business casual to casual. The formality of the workplace dress code is normally determined by the amount of interaction employees have with customers or clients. Most of the following information was obtained from about.com:human resources.
Professional Business Dress – Sometimes professional business dress is called business formal. In a professional business environment, the standard of dressing for men and women is a suit, a jacket and pants or a skirt, or a dress paired with appropriate accessories.   Following are recommendations:

· Slacks, Pants, and Suit Pants - Slacks that are similar to Dockers and other makers of cotton or synthetic material pants, wool pants, flannel pants, pants that match a suit jacket, and nice looking dress synthetic pants are acceptable. Inappropriate slacks or pants include any that are too informal. This includes jeans, sweatpants, exercise pants, Bermuda shorts, short shorts, shorts, bib overalls, leggings, and any spandex or other form-fitting pants such as people wear for exercise or biking.

· Skirts, Dresses, and Skirted Suits - Dresses, skirts, skirts with jackets, dressy two-piece knit suits or sets, and skirts that are split at or below the knee are acceptable. Dress and skirt length should be at a length at which you can sit comfortably in public. Short, tight skirts that ride halfway up the thigh are inappropriate for work. Mini-skirts, skorts, sun dresses, beach dresses, and spaghetti-strap dresses are inappropriate.

· Shirts, Tops, Blouses, and Jackets - Shirts, dress shirts, sweaters, tops, and turtlenecks are acceptable attire for work if they contribute to the appearance of formal, professional dress. Most suit jackets or sport coats are also desirable attire for the office. Inappropriate attire for work includes tank tops; midriff tops; shirts with potentially offensive words, terms, logos, pictures, cartoons, or slogans; halter-tops; tops with bare shoulders or plunging necklines; golf-type shirts; sweatshirts; and t-shirts. 

· Shoes and Footwear - Conservative walking shoes, dress shoes, oxfords, loafers, boots, flats, dress heels, and backless shoes are acceptable for work. Not wearing stockings or socks is inappropriate. Athletic shoes, tennis shoes, thongs, flip-flops, slippers, and any casual shoe with an open toe are not acceptable.

· Accessories and Jewelry - Tasteful, professional ties, scarves, belts, and jewelry are encouraged. Jewelry should be worn in good taste, with limited visible body piercing.

· Makeup, Perfume, and Cologne - A professional appearance is encouraged and excessive makeup is unprofessional. Remember that some employees are allergic to the chemicals in perfumes and makeup, so wear these substances with restraint.

· Hats and Head Covering - Hats are not appropriate in the office. Head Covers that are required for religious purposes or to honor cultural tradition are allowed.

Abbreviated Guide:

	Women's Professional Business Attire 
· Solid color, conservative suit 

· Coordinated blouse 

· Moderate shoes 

· Limited jewelry 

· Neat, professional hairstyle 

· Tan or light hosiery 

· Sparse make-up & perfume 

· Manicured nails 

· Portfolio or briefcase
	Men's Professional Business Attire 
· Solid color, conservative suit 

· White long sleeve shirt 

· Conservative tie 

· Dark socks, professional shoes 

· Very limited jewelry 

· Neat, professional hairstyle 

· Go easy on the aftershave 

· Neatly trimmed nails 
· Portfolio or briefcase



Business formal – This is a subset of traditional business attire, yet, it has specific requirements just one step down from tuxedos, such as dark tailored suits for men and women. Business formal standards dictate that women wear skirted suits, hosiery, and closed-toe/closed heel pumps. Men should wear white shirts (French cuff styles), cuff links, silk ties, and pocket squares (silk or linen) to fully qualify for business formal attire. If you receive an invitation requesting business formal attire, dress in this standard. This level of dress is often requested for Award dinners, political events, and a variety of dressy evening business occasions that are not black-tie.
Business Casual Dress – This type of dress code enables employees to project a professional, business-like image while experiencing the advantage of more casual and relaxed clothing. Following are recommendations:

· Slacks, Pants, and Suit Pants - Slacks that are similar to Dockers and other makers of cotton or synthetic material pants, wool pants, flannel pants, dressy capris, and nice looking dress synthetic pants are acceptable. Inappropriate slacks or pants include jeans, sweatpants, exercise pants, Bermuda shorts, short shorts, shorts, bib overalls, leggings, and any spandex or other form-fitting pants such as people wear for biking.

· Skirts, Dresses, and Skirted Suits - Casual dresses and skirts, and skirts that are split at or below the knee are acceptable. Dress and skirt length should be at a length at which you can sit comfortably in public. Short, tight skirts that ride halfway up the thigh are inappropriate for work. Mini-skirts, skorts, sun dresses, beach dresses, and spaghetti-strap dresses are inappropriate for the office.

· Shirts, Tops, Blouses, and Jackets - Casual shirts, dress shirts, sweaters, tops, golf-type shirts, and turtlenecks are acceptable attire for work. Most suit jackets or sport jackets are also acceptable attire for the office, if they violate none of the listed guidelines. Inappropriate attire for work includes tank tops; midriff tops; shirts with potentially offensive words, terms, logos, pictures, cartoons, or slogans; halter-tops; tops with bare shoulders; sweatshirts, and t-shirts unless worn under another blouse, shirt, jacket, or dress. 

· Shoes and Footwear - Conservative athletic or walking shoes, loafers, clogs, sneakers, boots, flats, dress heels, and leather deck-type shoes are acceptable for work. Wearing no stockings is acceptable in warm weather. Flashy athletic shoes, thongs, flip-flops, slippers, and any shoe with an open toe are not acceptable in the office. Closed toe and closed heel shoes are required in the manufacturing operation area.

· Jewelry, Makeup, Perfume, and Cologne - Should be in good taste, with limited visible body piercing. Remember, that some employees are allergic to the chemicals in perfumes and make-up, so wear these substances with restraint.

· Hats and Head Covering - Hats are not appropriate in the office. Head Covers that are required for religious purposes or to honor cultural tradition are allowed.

Casual Dress – This type of dress code enables employees to work comfortably in the work place.  Following are guidelines:

· Shirts and Pants - In a casual work setting, employees should wear clothing that is comfortable and practical for work, but not distracting or offensive to others. Any clothing that has words, terms, or pictures that may be offensive to other employees is unacceptable. Clothing that has the company logo is encouraged. Sports team, university, and fashion brand names on clothing are generally acceptable. 

Clothing that works well for the beach, yard work, dance clubs, exercise sessions, and sports contests are generally not appropriate for a professional, casual appearance at work.  Clothing that reveals too much cleavage, your back, your chest, your stomach or your underwear is not appropriate for a place of business. In our work environment, clothing should be pressed and never wrinkled. Torn, dirty, or frayed clothing is unacceptable.

· Makeup, Perfume, and Cologne - Remember that some employees are allergic to the chemicals in perfumes and makeup, so wear these substances with restraint.


See the following websites for information, sample dress codes, and/or photo galleries:

http://humanresources.about.com/od/workrelationships/tp/dress_code_collect.htm (excellent photos)

http://www.catalogs.com/info/b2b/business-professional-attire.html
http://www.casualpower.com/business_casual_tips/biz_attire.html
http://www.ehow.com/about_5038604_business-formal-attire.html
http://www.forbes.com/2006/04/11/office-dress-codes-cx_sr_0411officedress.html
