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Basic Etiquette

 Practice Basic Courtesy

 Hold the Door for People

 Speak Politely 

 Congratulate People

 Groom yourself appropriately



Practice Basic Courtesy

People notice when you use good manners, 
even when they don’t say anything. Always 
say ‘please’ and ‘thank you’ to people, and 
they will appreciate you for being polite.



Hold the Door for People

Holding the door for other people is always 
polite. Wherever you are, let other people go 
before you by holding the door for them. 
Don’t just walk in and let the door slam on 
their face!



Speak Politely

Speak Clearly when you are talking to people. 
Don’t drop the last letters of words, 
enunciate them. Don’t look at the ground 
while you are talking to people, either.



Congratulate People

Congratulate people whenever they get an 
achievement, such as winning a race, 
graduating college, or getting first place in a 
competition. Congratulate people who have 
beaten you at a competition, also.



Groom Yourself Well

Even the best of manners will be overlooked if 
you aren’t dressed decently. Shower every 
day, comb or brush your hair, and dress in 
clean clothes so that people will notice your 
manners.



Dining Etiquette

 Chew with your mouth closed

 Hold your utensils properly

 Ask someone to pass you a dish

 Say “excuse me” when you leave

 Don’t put your elbows on the table



Chew With Your Mouth Closed

An old rule, but a good one. Chewing with your 
mouth open is quite unappetizing for other 
people, but that can be hard to remember 
while eating good food.



Hold your Utensils Properly

This may not seem like a very important rule, 
but it does show politeness. Use the larger 
fork for the entrée, and the smaller one for 
the salad. Hold the fork in your non-dominant 
hand while cutting with a knife.



Ask someone to pass you a dish

Ask someone to pass you a dish or seasoning, 
don’t reach across the table, or even across 
their plate and food. Doing that is considered 
rude, but asking is much more polite.



Say “excuse me” When You Leave the Table

Try not to leave the table abruptly. Instead, say 
“excuse me” to let people know that you are 
finished or need to leave for a moment. 



Don’t Put Your Elbows on the Table

Probably everyone has heard this rule, and it is 
for good meaning. When you put your elbows 
on the table, you may knock over someone’s 
water glass.



Phone Etiquette

 Ensure the number is correct

 Check your voice

 Know how to answer the phone

 Don’t spend hours talking

 Give people time to answer



Ensure the Number is Correct

If you call your friend, don’t start immediately 
chatting. Make sure you have the right 
number first. If you don’t, NEVER just hang 
up. Always apologize first. 



Check Your Voice

Make sure that you speak in a pleasant voice 
when you answer the phone. People can’t see 
you while talking, so if you talk in a grouchy 
voice, they’ll think that you are a grouchy 
person.



Know How to Answer the Phone

When you answer the phone, don’t be impulsive 
and rude. Be pleasant and polite instead. 
Also,if you are alone and you don’t know the 
person at the other end, don’t tell them no 
one else is home.



Don’t Spend Hours Talking

Now, this doesn’t mean talk for five seconds and 
hang up. But talking for hours at a time 
wastes people’s time, and they probably 
won’t want to call you again. 



Give People Time to Answer

People may be busy when you call them. They 
may be working in the yard, fixing their car, 
cooking, etc. and you need to give them time 
to get to the phone.



Etiquettes are________

ethical and socially acceptable behavior 
regarding professional practice or action 
among the members of a profession in their 
dealings with eah other. 


