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          CHAPTER 1


    WISDOM FOR A WINNING PERSONALITY
· (11)  Personality is the visible aspect of your character as it impresses others. Without a pleasing personality, achieving your personal and professional goals will be an uphill battle.
· (11) As you read the following tips for a winning personality, considerer areas where you need to shore up your interactions with others.

· (12) Smile. Keep it genuine; listen; don’t interrupt-even if the person is long winded; respect other people’s opinions; be quick to server; be generous; don’t be a moocher; be humble.

· (13) Don’t succumb to your insecurities. Avoid putting yourself down; make every effort to remember names; always make the other person feel important and valued; praise the small and large accomplishments of others, especially your employees and family members
· (13) Be flexible and patient when unexpected situations arise; be a peacemaker in every situation. Resist partiality or respect of persons; be a team player. This will take your further than being the Lone Ranger; earn the right to give constructive criticism by consistently showing concern for the other person’s

· (14) Laugh; learn to be “bi-social”; maintain a positive attitude.

  Chapter 2
   COmmon COURTESIES
· (15) Greet people; give people your full attention when meeting with them

· (16) Say “than you” whenever anybody extends any kindness or courtesy to you or does anything to ensure your comfort or well-being.
· (16) Say “please” when requesting anything from anybody; say “excuse me” when you interrupt, inconvenience, annoy, or cause a person any kind of discomfort or irritation; don’t stare at people; don’t ignore disabled people when in a social setting.

· (17) Don’t tell an overweight person that she is fat; knock before you open a closed door; R:S.V.P. is an abbreviation of the French Phrase “ répondez s’il vous plait” It means to reply to an invitation; don’t discipline your children in public; Respect your elders.

· (17) Hold the door open for those following behind you; walk to the right on sidewalks.

· (18) Let other people exit the elevator before you step on; don’t call someone’s house late at night unless it’s an emergency; if you call a wrong number, say “I’m sorry. Wrong number”

· (18) Identify yourself when you call someone; apologize when you keep people waiting; call before you pay a visit to someone’s home.

CHAPTER 3
     MONEY MANNERS
PERSONAL SITUATIONS
· (20) Developed a few pat answers to nosey questions regarding how much anything costs; it is okay to share bargain-price information with close friends; never brag about the high cost or brand name of anything; money often separates friends, so try to never ask a friend for a loan.

· (21) It is not proper to ask for a loan from someone who is a friend of your close friend or relative; don’t feel obligated to reciprocate the value of a gift from a friend or relative.

· (21) If you organize a celebration for a friend, consider everybody’s budget when selecting the restaurant.

BUSINESS SITUATIONS

· (22) If someone asks you how much you make, respond, “Not as much as I dream about making.”

CHAPTER 4

     CONFIDENT DINING 
NARPKIN ETIQUETTE 
· (23) Place your napkin on your lap as soon as you are seated or as soon as your does so; if someone unknowingly takes your napkin
· (24) Graciously ask, “Could you pass me that napkin over there, please?
· (24) If you must leave the table during the meal, place your napkin on your chair.
· (24) At the end of the meal, place your unfolded napkin on the table to the left oy you plate.
GLASSWARE / DRINKING ETIQUETTE
· (24) Water glasses are placed at the tip of the knife. All other glasses are placed to the right of the water glass; do not drink with food in your mouth
EATING ETIQUETTE
· (25) Begin eating when your host starts ; kwon your place setting
· (26) Do not cut your bread roll in half; do not cut up all your food at once like a child.

· (27) Sip up straight; bring your food up to your mouth; do not talk or laugh with food in your mouth; do not chew your ice; do not bang your silverware on the plate as you eat; don’t be a diet bore by discussing calories

AT THE END OF THE MEAL

· (28) The appropriate tip is 15 to 20 percent of the bill before taxes. However, if your party lingers at a table longer than a normal meal cycle.
CHAPTER 5

                   BUSINESS DINING AND ENTERTAINING
DINING

· (30) When hosting a business meal, ask your guest if she prefers a certain restaurant.

· (30) Always confirm your appointment with the guest the day before as well as the location

· (30) Plan to arrive ten minutes or so before your reservation

· (30) Wait until the meal is completed before starting business talk
· (31) If the meeting will require you to review documents, considerer having the meeting at your or his office and plan to have lunch afterward.

BUSINESS ENTERTAINING 

· (32) If the event is held after hours, consider including spouses and significant others as you are using their personal time.

· (32) If hosting in your home, it is best to hire help for a few hours

CHAPTER 6

                   MAKING INTRODUCTIONS

BUSINESS INTRODUCTIONS
· (35) Be sure to clearly articulate each person’s full name so all parties grasp it.

· (35) More Prominent should extend his or her hand for a good, firm handshake to Less Prominent; everybody should stand during an introduction

· (36) Do not get too familiar with More Prominent by calling him by his first name without his telling to do so.

CHAPTER 7

                                    MAKING SMALL TALK

· (38) Smile. Look approachable; remind yourself that you belong at the event; introduce yourself, to anybody who seems interesting; when you’re introduced to someone, ask questions that show interest; ask about a current news event.

· (39) Avoid controversial topics such as politics, religion, race, sexual orientation, and so forth; don’t get too personal; remember that this is “small” talk; give the person you’re talking to your full attention; move on gracefully to the next person.

CHAPTER 8

        
         NETWORKING
· (42) Show up; introduce yourself; if name tags are available, they are to be worn on the right.

· (42) When you are introduced to someone, say the person’s name immediately and use it at least a couple of times.

· (43) Introduce people to others; make appropriate small talk; place a supply of business cards in a pocket of your jacket.

· (44) Always keep tiny breath mints handy; do not monopolize the attention of the special guest; follow up immediately on your promise to provide information, product samples, etc.

· (45) Hold your glass in your left hand, and keep your right hand dry for handshaking; try to bring closure to your conversations before moving on to the next person.

CHAPTER 9

    OFFICE ETIQUETTE
· (47) Be clear and consistent with your conversational boundaries.
· (47) If you need to put someone on hols or to transfer a call to someone else, advise the caller before you do so.

· (47) Don’t be the local news anchor for the company’s rumor mill.

· (47) Watch the volume at which you speak

· (47) Don’t be a boss basher, don’t be a company basher.

· (48) Don’t be either a clock-watcher or feel obligated to be the last one out the door.

· (48) If you are a supervisor, be as personable as you can with your subordinates while maintaining professionalism.

· (48) Don’t use terms of endearment such as “dear, “sweet-heart,” or “honey” when addressing anybody in the workplace

· (49) Maintain a study work space; embrace and celebrate personality differences in the workplace; when you have a conflict with a coworker, don’t go silent or ballistic. Determine to be a peacemaker and confront the issues personally, promptly, privately, and peaceful; skip the personal radio.

CHAPTER 10
MEETING MANNERS AND PROTOCOLS
YOUR BEHAVIOUR AS THE CHAIR

· (53) If possible, send a notice to all participants a few days ahead of time with a proposed agenda
· (54) Refrain from wearing anything distracting; appoint a person to record the minutes of the meeting.

· (54) Start on time; Ask if anyone desires to add any other discussion to the agenda.

· (54) Stay focused on the agenda; do not the meeting to deteriorate into sidebar conversations.

· (55) When conducting brainstorming session, don’t reject any idea as unacceptable.

· (55) Assign action items to appropriate individuals for follow-up; obtain a consensus on the most convenient time to schedule the next meeting.

· (56) End the meeting on time.
YOUR BEHAVIOUR AS A PARTICIPANT

· (56) Arrive on time; silence your cell phone; bring your business cards; avoid engaging in sidebar conversations with fellow participants.

· (56) Be prepared to take notes and to participle; maintain a positive attitude; be mindful of engaging in annoying and distracting behaviour.

· (57) Don’t be a yes man or woman by; if you become drowsy, quietly excuse yourself and take a quick coffee; respect the input of others by not interrupting them.

· (57) Get straight to the point when asking questions or making comments; if you attend recurring meeting with the same participants, honour the established seating pattern; refrain from upstaging or correcting your boss.

CHAPTER 11
JOB INTERVIEW ETIQUETTE
     
 BEFORE THE INTERVIEW

· (59) Learn as much as you can about the company; understand the nature of the advertised job; be honest with yourself; rehearse answers to potentially difficult questions

· (60) Select attire appropriate for the industry; Put your résumé, notepad, and pen in nice portfolio; bring an extra copy or two of your résumé; silence your cell phone; arrive early.

THE INTERVIEW
· (60) Offer the interviewer a firm handshake and a pleasant smile while maintaining good eye contact; do not take a seat until instructs you to do so; do not complain about any woes of the day.
· (61) Do not put your briefcase or portfolio on the interviewer’s desk, don’t try to get chummy with the interviewer; answer the specific question; don’t look away when a question is asked; never use profanity.
· (61) Don’t bad-mouth or criticize your current ( or previous) employer; don’t be either too cocky or too modest; if the interviewer asks you an illegal question, pleasantly respond, “That’s private.

· (62) Do not lie about your credentials, experience, or current salary. They can be verified; do not ask about salary or benefits.

AFTER THE INTERVIEW
· (62) Send a thank-you letter to the interviewer; don’t be anxious about the outcome of the interview.

CHAPTER 14
 


 CROSS- CULTURAL ETIQUETTE
       
WHEN TRAVELING ABROAD
· (73) Learn how to say “ thank you,” “ please,” “hello,” “excuse me,” “how much,” and other key expressions
· (74) When in Rome, do as the Romans do; avoid jokes, avoid using slang and jargon, clearly articulate your words, observe proper business card exchange etiquette: show respect for the local dining fare; don’t point out ways in which you country is superior to the host country.

· (75) Dress appropriately for the culture; don’t be offended if someone violates your personal space; when you visit another country for business or non business reasons, you also represent your country.

CHAPTER 15
YOUR HOME OFFICE IMAGE
· (77) Have a dedicated business telephone line; work smart; manage personal calls; never flush the toilet while on a call; when on a business call; make every effort to shut out environmental.

CHAPTER 16

     EMAIL ETIQUETTE

· (81) Do not capitalize all of your words; when replying to an email, do not choose “Reply all”; include enough info in the “Subject” field; the fact that email is quick doesn’t mean that you should launch right into the message without a salutation.

· (81) Understand that there is no such thing as a private email; know that forwarding off-color jokes, tasteless sayings, or other non-edifying correspondence gives others a glimpse of your character.

· (81) Don’t forget to proofread your email just as would a regular letter or memo; do not be disappointed if you do not receive as immediate response to your email.

CHAPTER 17

CELL PHONE ETIQUETTE
      
 AT WORK 

· (86) Turn the phone off and only check messages during a break or at selected intervals; find a private place to make your cell phone calls; do not place your phone on the conference table; never talk on your cell phone in the restroom.
CHAPTER 18

     GIVING AND RECEIVING GIFTS
        
GIVING 

· (89) Note on your calendar the birthday, anniversary, or other date for every significant person; keep on hand a supply of generic gifts; when selecting the gift, considerer the recipient’s tastes, quirks, or other known preferences; be sure to remove the price tag from the gift.

· (91) Bosses would be wise to buy individual gifts for their immediate staff; for corporate gifts to clients, vendors, etc., find out if your proposed gift will violate any company restrictions; guard against inappropriate gifts to the opposite sex; include a handwritten note with the gift.

· (93) No matter how inexpensive or insignificant a gift appears, remember it really is the thought that counts someone took time to think about you. That is always something to be grateful for. 
CHAPTER 19

DRESSING TO IMPRESS

       
 WOMEN

· (96) Get the proper fit on your clothing; know your own color “season”; don’t over-accessorize; dress modestly, as in “dress for success, not sex.”; make sure your bras, slips or other undergarments are never exposed.

· (96) Wear knee-high hosiery only with slacks and extremely long skirts; avoid wearing shoes that are lighter than the color of your skirt; it is unprofessional to wear head scarves, wraps, or hats while working in a general business office.

· (97) If in doubt about how to dress at work, adopt the style of the top female executives in your organization; don’t let your dress-to impress efforts drive you into a financial pit.

MEN

· (97) Invest in at least two suits in year-round color and fabric; go easy on the cologne, always keep you shoes shined; keep your nails and nose hairs trimmed; if you don’t like ironing, remove your clothes immediately.
· (97) Dress properly for the occasion; when wearing a tie, make sure that it extends to the waist of your pants; coordinate your socks and pants; match your belt and shoes for a polished.

MEN AND WOMEN

· Buy clothes of the highest-quality; if you are short or overweight, avoid double-breasted jackets; remember that casual day at your place of employment does not mean you can dress for spring-cleaning the gym, or the beach.
· (99) Always keep tiny breath mints available; know that employers are willing to pay more to a person who looks the part.

CHAPTER 20

PROPER GRAMMAR AND DICTION
       
 COMMON GRAMMATICAL MISTAKES

· (102) Using “ I instead of “me”; improper use of “who” and “which”; Saying “irregardless” instead of “regardless”; Using the word “mute” instead of “moot”
CHAPTER 21
ENTERTAINING AT HOME
· (107) Decide on the purpose of the gathering and what you’d like to achieve in hosting an event; decide on the type of event: an informal gathering, formal dinner party, or other; determine how much you want to spend.

· (108) Decide who will and will not be invited; extend the invitation in a timely manner ( one month before the event, minimum); except for informal events, invitations should be mailed even if you have a secured a verbal attendance commitment.

· (109) Don’t over-invite; if you are considering an outdoor event, plan for unexpected weather changes; don’t try to do everything yourself; remember that you set the tone for the party, so get into a fun mood no matter what frustrations you have encountered.
· (110) Introduce people to each other; don’t show sadness, disappointment, or anger if somebody breaks something or spills punch on the carpet or furniture

· (111) If you decide to assign seating, carefully consider the personalities and common interests of the people who will sit beside each other; ending the party will often test your patience and graciousness.

CHAPTER 22

HOUSE GUEST GUIDELINES
TIPS FOR THE HOST / HOSTESS

· (113) Don’t go overboard in sprucing up the house; clean it but don’t redecorate; find out what foods/snacks your guests like and dislike; get enough rest the night before so that you’re not tired and irritable when the guests arrive.
· (114) Clear a space in the closet for their clothes; have a set of common toiletries; give first-time guests a tour of the relevant sections of your home; let them know if any special or diet foods are off limits.
TIPS FOR THE HOUSE GUEST

· (115) Bring a small gift; bring your own toiletries; respect you host’s property; it’s okay to inform the host that you are on a special diet and require specific foods.
· (116) DO not make long-distance calls from the host’s telephone without permission; do not invite someone else over for a visit without the host’s permission; do not give your personally invited guests a tour of the house.

· (116) Pick up the dinner tab at least once during your stay; strive to be a low-maintenance guest; dress appropriately for the household; always clean up behind yourself.

· (117) Keep your room tidy at all times; follow the host’s instructions on handling bed linen at the end of your visit; always send a handwritten thank-you note within a day or so.

CHAPTER 23

     DATING PROTOCOL
This is an arena where consideration and common
 sense must be exercised with all diligence.

        
 GUIDELINES FOR WOMEN

· (120) Why not just decide to have a great time and look for ways to learn more about men in general?; make every effort to be on time; don’t dress seductively and then become offended when your date makes sexual advances. Why advertise a product that is not available?

· (120) Be a lady. Don’t use profanity or talk too loudly; practice good dining etiquette; don’t order the most expensive entrée on the menu just because he’s treating; don’t be a Chatty Cathy. Listen with interest to what he says.
· (120) Don’t complain about the “dogs” that you’ve dated in the past. Assume he is different until he proves otherwise; laugh. Be a fun date; if a red flag of emotional instability, financial irresponsibility, uncontrollable temper, pr other negative character trait manifests, don’t rationalize it away out of you desperation for a relationship. Run!.
GUIDELINES FOR MEN
· (121) Show up as promised; no matter how liberated, assertive, or accomplished your dates, treat her like a lady; pick up the lab on the first date ( unless she insists otherwise); do not promise to call if you know you have no intentions of doing so.

· (122) Don’t be offended if she refuses to give you her personal information; If you determine that you are incompatible, cut your losses. Tell her so and move on.
CHAPTER 24

       GYM ETIQUETTE
· (123) Silence your cell phone, learn to use the equipment properly to preserve its effectiveness and to keep from aggravating others with banging noises, etc; be mindful of people who are waiting to use the equipment.

· (124) Follow the other rules of the gym; wipe off equipment after use; do not disturb others by singing along; put free weights and other portable equipment back where they belong; bring your water and towel to each workout station.
· (124) Men, resist ogling the women exercises. Women, dress appropriately; try to do challenging lifts and exercises without grunting loudly. Does this really help?; Even enough you plan to work up a good sweat, be mindful of your hygiene prior to starting your workout.

· (124) If you need help with the equipment, ask the gym personnel; if you run into on old friend, keep your little reunion private.
CHAPTER 25 

CHURCH ETIQUETTE

Church attendance is something every believer should 

make a priority, if possible.
· (125) Dress appropriately for the house of God; refrain from sitting on the front row if you are wearing a skirt that rises above toy knees when you sit; if you must enter or leave the service while it is in progress: 1) avoid using the center aisle, if possible; 2) do not cross in front of the pulpit or podium where the pastor or anyone else is speaking; and 3) do not enter or exit during Scripture reading or prayer.
· (126) “As you enter the house of God, keep you ears open and you mouth shut”; obey the usher’s instructions; silence your cell phone; if you decide to join another church, do so gracefully

CHAPTER 26
WEDDING GUEST ETIQUETTE
· (129) RSVP promptly- whether you plan to attend or not; refrain from wearing an all-white outfit; dress appropriately for the wedding venue; arrive early; don’t hinder the effectiveness of the official photographer by taking pictures when he is doing so;.
· (130) When going through the receiving line, feel free to congratulate the couple; do not switch the place cards at your designated table at the reception banquet in order to sit next to familiar friends or family.

· (130) Be on your best behaviour; don’t tell stories of the bride or groom’s escapades with the opposite sex. That’s all history now.

· (131) Schedule a huge block of time to attend the entire wedding and reception. Try to remain until the cake has been cut; if there is a buffet, don’t cut the line; even if you cannot attend, you should buy a gift for the happy couple.
· (131) Put a card or note receipt where possible so that the couple can exchange the gift if they desire; consider delivering your gift prior to the wedding; honor the couple’s request for cash gifts; honor the couple’s request for “no gifts.”

CHAPTER 27

FUNERAL ETIQUETTE
· (133) Dress conservatively for the funeral service; arrive on time; if you are asked- to make remarks, please obey the stated time limits; be reverent and respectful of the deceased.
· (134) Do not take pictures of the deceased; do not pry about the details or cause of death; do not make negative or insensitive comments regarding the appearance of the corpse; when expressing your condolences, resist platitudes and clichés such as: “She’s in a better place.”, “Life must go on.”; “God decided to pluck a special flower, so He took her.”; “Well, he lived a full life.”

· (136) The bereaved may respond to condolences by saying, “Thanks for coming”, “He talked about you often,” or any other expression of appreciation. Let graciousness rule.

CHAPTER 28
TEN TIPS FOR TEENS
· (137) Show some personality; start by smiling; remember the birthdays of key adults in your life and at least send them a card; respond with enthusiasm and gratitude.
· (138) Think twice and consider your future before you get a tattoo or a permanent carving in a conspicuous place on your body; respect adults by calling them “Mr.”or”Ms.”/”Mrs.”; honor your teachers in every day.

· (138) Girls, don’t jeopardize your reputation or your safety by wearing outfits that emphasize or reveal your breasts and buttocks and leave nothing to a boy’s imagination; use your “indoors” voice in the mall and other enclosed areas; be “bi-social”.

· (139) When eating with your parents and other adults, please observe the rules of dinning etiquette, don’t engage in text messaging when you are dinning or socializing with your family or other adults just because you are bored.

CHAPTER 29 

    SOCIAL BLUNDERS
· ( 141) Asking a woman when her baby is due and then having her inform you that she’s not pregnant; unless you know for sure that a woman is expecting, never assume that her expanded waistline means she’s pregnant. Make no reference to it.

·  (141) “ You look great,”; Saying “sir” or “ma’am” to someone based on their appearance only to discover that he or he is of the opposite sex; “Thank you so much”; don’t quiz people about their relationship to the person accompanying them. Let them volunteer the information.

· (141) Never assume that mutual friends always invite each other to every function; if you can’t say something nice…stuff it!.

· (143) Expressing the results of your successful bargaining; “I drove a hard bargain and won,”; telling a joke ( even a clean one ) that the pokes fun of a particular ethnic group; steer clear of ethnic jokes! They cal derail your career for sure.
· (143) At a social gathering, asking about the absent spouse and then learning that the couple has divorced; simply say; “I’m sorry to hear that.”

CONTROLLING THE DAMAGE
· (144) Be alert to a sudden change in someone’s attitude or abrupt departure during your conversation or interaction; inquire if you have said anything offensive; apologize and state your good intention.

CHAPTER 30

POPULAR PET PEEVES

 AT THE OFFICE
· (149) “Co workers who talk too loudly in the office,”; “employees who goof-off and engage in extended personal conversations,” “people who bark orders, make demands, and treat everybody as their servants-and forget to say “please” or “thank you.”
· (149) Tend to overeat at company-sponsored buffet luncheons/dinners; “a person who brags about…anything,”; “managers who reprimand subordinates publicly,”; “being put on a speaker phone without permission.”

EPILOGUE
· (151) Tools to act with confidence in key social and professional situations; when you decide to govern all of your actions by the three principles of etiquette-consideration, convenience, and common sense- you relationships improve. Flexibility and understanding become a natural response even in dealing with difficult people.
· (152) “Good manners will open doors that the best education cannot.” Treating others the way you want to be treated is the right thing to do; and the rewards are eternal. 
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