
Contents at a Glance
Introduction .................................................................1

Part I: Starting Down the Road to Better Etiquette..........7
Chapter 1: Examining Etiquette Basics............................................................................9
Chapter 2: Becoming a Model of Good Manners..........................................................23
Chapter 3: Presenting Yourself Positively: Dress, Grooming, and More ...................35

Part II: Fostering Well-Mannered Relationships ............49
Chapter 4: Focusing on Courtesy with Your Family.....................................................51
Chapter 5: Appreciating the Art of Friendships and Relationships...........................67
Chapter 6: Showing Civility in the Working World .......................................................83

Part III: Converse with Care: Saying Everything Right...91
Chapter 7: Engaging in Polite Conversation..................................................................93
Chapter 8: Catching Up on Correspondence ..............................................................105
Chapter 9: Today’s Telephone Etiquette .....................................................................121
Chapter 10: Using New Rules for New Technology ....................................................133
Chapter 11: Communicating in the Business World ..................................................145

Part IV: That’s Entertainment! Meals, 
Parties, and Gifts .....................................................165
Chapter 12: Eating Meals with Elegance......................................................................167
Chapter 13: Drinking In the Wonders of Wine.............................................................191
Chapter 14: Hosting a Memorable Event.....................................................................203
Chapter 15: Being a Gracious Guest.............................................................................227
Chapter 16: Giving and Receiving Gifts with Class.....................................................239

Part V: Making the Most of Special Situations ............255
Chapter 17: Marking Life’s Major Events.....................................................................257
Chapter 18: I Do! Celebrating Engagements and Weddings ......................................273
Chapter 19: On the Go: Travel Manners for Land, Sea, and Air................................303
Chapter 20: Being Sensitive about Disabilities and Illnesses ...................................321

Part VI: The Part of Tens ...........................................335
Chapter 21: Ten Etiquette Tips for Children and Teens ............................................337
Chapter 22: Ten (Or So) Tips for Tipping Appropriately ..........................................343

Index .......................................................................347

02_106723 ftoc.qxp  4/27/07  8:17 PM  Page vii

CO
PYRIG

HTED
 M

ATERIA
L



02_106723 ftoc.qxp  4/27/07  8:17 PM  Page viii



Table of Contents
Introduction..................................................................1

About This Book...............................................................................................2
Conventions Used in This Book .....................................................................2
What You’re Not to Read.................................................................................2
Foolish Assumptions .......................................................................................2
How This Book Is Organized...........................................................................3

Part I: Starting Down the Road to Better Etiquette............................3
Part II: Fostering Well-Mannered Relationships .................................4
Part III: Converse with Care: Saying Everything Right.......................4
Part IV: That’s Entertainment! Meals, Parties, and Gifts ...................4
Part V: Making the Most of Special Situations ....................................4
Part VI: The Part of Tens .......................................................................5

Icons Used in This Book..................................................................................5
Where to Go from Here....................................................................................5

Part I: Starting Down the Road to Better Etiquette...........7

Chapter 1: Examining Etiquette Basics  . . . . . . . . . . . . . . . . . . . . . . . . . . .9
Taking Pride in Your Own Manners ...............................................................9
Making Sure to Present Yourself Positively ................................................10
Extending Courtesy to Everyone in Your Life ............................................11

Family.....................................................................................................11
Friends and relationships....................................................................12
Business colleagues .............................................................................12

Saying the Right Thing...................................................................................13
Polite conversation ..............................................................................13
Correspondence ...................................................................................14
The telephone.......................................................................................15
The World Wide Web............................................................................15
Business communication ....................................................................16

A Big Deal: Entertaining (and Being Entertained) with Style ...................17
Dining and drinking..............................................................................17
Throwing a get-together ......................................................................18
Behaving when you’re a guest ............................................................18
Giving and receiving gifts ....................................................................19

Handling Special Situations ..........................................................................19
Major life events ...................................................................................20
Engagements and weddings................................................................20
Travel near and far ...............................................................................20
Disabilities and illnesses .....................................................................21

02_106723 ftoc.qxp  4/27/07  8:17 PM  Page ix



Chapter 2: Becoming a Model of Good Manners . . . . . . . . . . . . . . . . . .23
Practicing and Benefiting from Thoughtful Behavior................................24

Building character and self-esteem....................................................24
Using common sense ...........................................................................26
Making lasting impressions.................................................................27
Empowering yourself through good manners ..................................28
Creating a serene environment...........................................................29
Spreading civility to those who need it most ...................................29
Extending everyday courtesies when you’re out and about ..........30

Giving and Receiving Compliments .............................................................31
Rising Above Rudeness .................................................................................33

Chapter 3: Presenting Yourself Positively: 
Dress, Grooming, and More . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .35

Putting Together a Winning Wardrobe ........................................................35
Assessing your existing wardrobe .....................................................36
Adding new items.................................................................................37
Dressing tips for women......................................................................38
Dressing tips for men...........................................................................39

Dressing Appropriately for Any Occasion ..................................................40
Sorting out the meaning of “casual” ..................................................41
Planning for after-work engagements ................................................42
Distinguishing between formal and semiformal occasions ............43

Getting Spruced Up and Squeaky Clean......................................................44
Grooming tips for women....................................................................45
Grooming tips for men.........................................................................45

Paying Attention to Your Body Language and Posture .............................46
Coping with Things That Sneak Up on You.................................................47

Sneezes ..................................................................................................47
Indigestion.............................................................................................47
Queasiness ............................................................................................48

Part II: Fostering Well-Mannered Relationships .............49

Chapter 4: Focusing on Courtesy with Your Family . . . . . . . . . . . . . . . .51
Being Considerate of Your Better Half.........................................................51
Setting a Positive Example for Children......................................................52

Laying down basic etiquette rules .....................................................53
Establishing expectations for household harmony .........................54

Acting Politely with Extended Family..........................................................58
Respecting grandparents and other elders ......................................58
Interacting with aunts, uncles, and cousins .....................................60
Determining what to call your in-laws...............................................61
Sorting out a few other relationships ................................................61

Etiquette For Dummies, 2nd Edition x

02_106723 ftoc.qxp  4/27/07  8:17 PM  Page x



Keeping Faraway Relatives Close.................................................................63
Sharing big news and participating in life events ............................64
Visiting and vacationing ......................................................................64
Making the holidays happy.................................................................65
Keeping an even score.........................................................................65
Avoiding family gossip.........................................................................66

Chapter 5: Appreciating the Art of Friendships and Relationships  . . .67
Widening Your Circle of Friends...................................................................68
Maintaining Your Existing Friendships........................................................69

Sticking to a few do’s and don’ts ........................................................69
Keeping friendships in balance ..........................................................70
Nurturing friendships through entertaining .....................................71
Handling financial differences delicately ..........................................72
Ending a friendship ..............................................................................72

Showing Courtesy to Members of the Opposite Sex .................................73
Tips for men ..........................................................................................74
Tips for women.....................................................................................74

Surviving the Dating Scene ...........................................................................75
Understanding what passes for a date today ...................................75
Meeting people to date ........................................................................76
Asking for a date...................................................................................77
Accepting or declining a date .............................................................78
Knowing what to expect on a date.....................................................79
Behaving well on a date.......................................................................79
Picking up the tab.................................................................................80
Using proper phone etiquette after a date........................................81
Coming clean about vital facts ...........................................................81
Knowing when to cease and desist ....................................................82

Chapter 6: Showing Civility in the Working World  . . . . . . . . . . . . . . . .83
Building Positive Relationships at Work .....................................................84

Relating to your boss ...........................................................................84
Connecting with your co-workers ......................................................85
Extending courtesy to your subordinates.........................................87
Showing respect to strangers and newcomers ................................87

Handling Unfamiliar Situations.....................................................................87
Choosing to be assertive rather than rude.......................................88
Ducking the limelight ...........................................................................89
Asking for advice during meals ..........................................................89
Bridging the language gap...................................................................90
Apologizing as your final fallback ......................................................90

xiTable of Contents

02_106723 ftoc.qxp  4/27/07  8:17 PM  Page xi



Part III: Converse with Care: Saying Everything Right ...91

Chapter 7: Engaging in Polite Conversation  . . . . . . . . . . . . . . . . . . . . . .93
Initiating a Conversation ...............................................................................94

The art of social introductions ...........................................................94
Asking questions ..................................................................................96
Complimenting someone.....................................................................97

Finding Something to Talk About.................................................................97
Surveying successful conversation topics........................................98
Avoiding conversation killers and taboo topics...............................98
Keeping your personal life personal ................................................100

Listening: More Than Not Talking ..............................................................101
Here’s looking at you..........................................................................101
Just follow the prompts.....................................................................102

Winding Down a Conversation ...................................................................102
Reading the signs ...............................................................................102
Bowing out graciously .......................................................................103

Chapter 8: Catching Up on Correspondence . . . . . . . . . . . . . . . . . . . . .105
Stocking Up on the Hardware of Letter Writing: 

Paper, Pen, and Other Fun Stuff..............................................................106
Selecting the Right Stationery ....................................................................107

Half sheets...........................................................................................107
Foldover notes (informals) ...............................................................108
Letter paper for everyday use ..........................................................108

Crafting a Well-Written Letter .....................................................................109
Understanding the basics: Form and function ...............................109
Using the right words.........................................................................112

Writing Letters for Everyday Situations....................................................113
Thank you............................................................................................113
Congratulations ..................................................................................115
Apology................................................................................................116
Condolence .........................................................................................117

Addressing Envelopes Appropriately........................................................118
Including your complete return address.........................................118
Listing the recipient’s address and formal title..............................118
Staying neat.........................................................................................119

Chapter 9: Today’s Telephone Etiquette . . . . . . . . . . . . . . . . . . . . . . . . .121
Making and Receiving Calls ........................................................................122

Placing a call .......................................................................................122
Answering a call..................................................................................124
Evaluating what’s important when that phone rings.....................124
Ridding yourself of nuisances...........................................................125
Handling a sudden disconnect .........................................................126
Ending a call that won’t end..............................................................126

Etiquette For Dummies, 2nd Edition xii

02_106723 ftoc.qxp  4/27/07  8:17 PM  Page xii



A Wireless World: Minding Your Cell-Phone Manners.............................127
The basics of cell-phone etiquette ...................................................127
The dangers of driving while using a cell phone............................128

Using Voice Mail, Answering Machines, and Caller ID ............................129
Voice mail and answering machines ................................................129
Caller ID ...............................................................................................130

Providing Telephone Guidelines for Children ..........................................131

Chapter 10: Using New Rules for New Technology  . . . . . . . . . . . . . .133
Downloading Some Cyberspace Etiquette................................................134

Know that behind every message is a human being .....................134
Make yourself perfectly clear ...........................................................135
Write only what you would say in person.......................................135
Stay true to yourself...........................................................................136
Remember that what you write may be stored forever ................136
Know some key vocabulary ..............................................................137
Find out how to flame appropriately ...............................................137
Stay on the subject.............................................................................138
Share your knowledge .......................................................................139
Respect other people’s time .............................................................139
Don’t abuse the Cc: button ...............................................................139
Refrain from junk mail and chain letters .........................................140
Take care to send messages properly .............................................140
Avoid sending large e-mail attachments..........................................141
Watch your grammar and language .................................................141
Use lowercase letters.........................................................................141
Correct mistakes, but don’t be self-righteous ................................142
Don’t be too informal in work e-mail ...............................................142

Staying Safe on the Internet ........................................................................143
Using Other High-Tech Gadgets Considerately ........................................144

Chapter 11: Communicating in the Business World  . . . . . . . . . . . . . .145
Meeting and Greeting...................................................................................145

Making introductions.........................................................................146
Handling handshakes.........................................................................149
Avoiding other body contact ............................................................150
Exchanging business cards ...............................................................150

Addressing Your Staff, Your Colleagues, and Your Boss .........................152
Surviving Meetings and Special Events in a Mannerly Way....................153

Standing out at meetings...................................................................153
Going beyond words at meetings.....................................................154
Mingling and networking at special events.....................................155

Talking Business with the Help of Technology.........................................157
Placing a call .......................................................................................157
Answering your own telephone........................................................158
Answering someone else’s telephone..............................................159
Dealing with faxes, voice mail, and e-mail.......................................160

xiiiTable of Contents

02_106723 ftoc.qxp  4/27/07  8:17 PM  Page xiii



Corresponding in Business Situations.......................................................161
Selecting stationery ...........................................................................162
Building a basic business letter........................................................162
Remembering the importance of thank-you notes ........................163

Part IV: That’s Entertainment! Meals, 
Parties, and Gifts ......................................................165

Chapter 12: Eating Meals with Elegance  . . . . . . . . . . . . . . . . . . . . . . .167
Behaving Properly After Everyone Is Seated............................................168

Using your napkin ..............................................................................168
Knowing when to start eating...........................................................168
Minding your posture ........................................................................169
Excusing yourself ...............................................................................169

Looking at Table Settings ............................................................................170
Plates and bowls.................................................................................171
Utensils ................................................................................................171
Glassware ............................................................................................172
Other items in a formal place setting ..............................................173

Mastering American and European Eating Styles ....................................173
American style (The zigzag) .............................................................175
European (Continental) style............................................................176

Eating Each Course of a Meal .....................................................................177
Bread....................................................................................................178
Soup .....................................................................................................178
Salad.....................................................................................................179
Sorbet or intermezzo .........................................................................180
Entree...................................................................................................180
Finger bowl..........................................................................................180
Dessert.................................................................................................180

Dealing with Difficult Foods........................................................................181
Artichokes ...........................................................................................181
Bacon ...................................................................................................182
Fish with bones...................................................................................182
Foods that you eat with chopsticks.................................................182
Olives and other pitted foods...........................................................184
Peas ......................................................................................................184
Poultry .................................................................................................184
Shellfish and mollusks .......................................................................185
Spaghetti..............................................................................................186
Sushi and sashimi...............................................................................186

Making Deals While Breaking Bread ..........................................................186
Deciding when to meet ......................................................................187
Working out all the details ................................................................187
Pulling it off .........................................................................................188

Recovering from Distressing Mealtime Moments 
and Common Blunders ............................................................................189

Etiquette For Dummies, 2nd Edition xiv

02_106723 ftoc.qxp  4/27/07  8:17 PM  Page xiv



Chapter 13: Drinking In the Wonders of Wine  . . . . . . . . . . . . . . . . . . .191
Selecting a Pleasing Wine............................................................................192

Who selects the wine? .......................................................................192
How much should you spend?..........................................................193
Which wine complements your meal?.............................................193
What do your guests prefer?.............................................................194
Can you throw out those old rules?.................................................195

Examining the Wine .....................................................................................196
Checking the cork...............................................................................196
Determining the temperature ...........................................................196

Tasting Wine: An Art and a Pleasure..........................................................197
Getting a Grip on Wine Glasses ..................................................................198
Savoring Champagne ...................................................................................200
Giving a Proper Toast ..................................................................................200
Drinking Alcoholic Beverages Sensibly.....................................................201

Chapter 14: Hosting a Memorable Event  . . . . . . . . . . . . . . . . . . . . . . . .203
Injecting Creativity and Organization into Your Party ............................204

Determining the type of event to host.............................................204
Mixing up a dynamic blend of invitees ............................................205
Checking tasks off your to-do list.....................................................205

Extending a Cordial Invitation ....................................................................208
Choosing the form of your invitation ..............................................208
Considering significant others and children...................................210
Designating guest attire.....................................................................211
Requesting RSVPs ..............................................................................211

Arranging a Tasteful Menu..........................................................................212
Planning a perfect menu for any type of event...............................213
Deciding on a method of service......................................................217

Welcoming Your Guests and Making a Great First Impression...............218
Greeting at the door...........................................................................218
Offering drinks ....................................................................................219
Mingling ...............................................................................................220
Coming to the table............................................................................220

Ending the Party...........................................................................................221
Something Special: Hosting a Semiformal or Formal Occasion .............221

Planning your event well in advance ...............................................222
Choosing the right equipment for the menu ..................................223
Creating a formal seating arrangement ...........................................224
Making your guests feel welcome ....................................................225
Acting appropriately during the meal .............................................225

Chapter 15: Being a Gracious Guest  . . . . . . . . . . . . . . . . . . . . . . . . . . .227
Responding to an Invitation........................................................................228
Arriving at an Event .....................................................................................229
Bringing a Gift ...............................................................................................231

xvTable of Contents

02_106723 ftoc.qxp  4/27/07  8:17 PM  Page xv



Mingling with Ease .......................................................................................231
Handy conversational skills ..............................................................232
Polite topics of conversation............................................................233

Handling Any Situation Appropriately ......................................................233
Knowing When the Party’s Over ................................................................234
Being a Well-Mannered Houseguest...........................................................235
Following Up with a Thank-You Note.........................................................236

Chapter 16: Giving and Receiving Gifts with Class . . . . . . . . . . . . . . .239
Looking at the Basic Responsibilities of the Giver 

and the Recipient .....................................................................................239
Walking through the Gift-Giving Process...................................................240

Determining whether a gift is in order.............................................240
Selecting a gift.....................................................................................241
Wrapping your gift properly .............................................................243
Presenting your gift promptly...........................................................243

Giving a Fitting Gift for the Occasion.........................................................244
Gifts within the family........................................................................244
Gifts to charities and other good causes ........................................245
The gift of your time ..........................................................................247

Expressing Your Thanks for a Gift..............................................................247
Birthday gifts ......................................................................................248
Monetary gifts.....................................................................................248
Gifts for children.................................................................................250

Exchanging, Returning, or Refusing Gifts..................................................251
Exchanging a gift ................................................................................251
Taking a gift back to the store ..........................................................251
Returning a gift to the gift giver........................................................252
Knowing whether it’s ever right to re-gift .......................................252
Politely turning down a gift ...............................................................253

Part V: Making the Most of Special Situations.............255

Chapter 17: Marking Life’s Major Events  . . . . . . . . . . . . . . . . . . . . . . .257
Celebrating the Birth of a Baby..................................................................257

Holding a baby shower ......................................................................258
Announcing the baby’s birth ............................................................260
Visiting the bundle of joy ..................................................................261
Giving and receiving baby gifts ........................................................262
Dealing with challenging situations .................................................263
Attending a baptism...........................................................................264
Attending a B’rith Milah ....................................................................265

Becoming an Adult.......................................................................................265
Bar and bat mitzvahs .........................................................................266
Quinceañeras ......................................................................................267
Confirmations .....................................................................................267
Graduations.........................................................................................267

Etiquette For Dummies, 2nd Edition xvi

02_106723 ftoc.qxp  4/27/07  8:17 PM  Page xvi



Dealing with a Loss ......................................................................................269
Placing a notice...................................................................................270
Attending the events..........................................................................270
Expressing your condolences...........................................................271
Dressing properly...............................................................................272
Sending flowers and making donations...........................................272
When in doubt, go ..............................................................................272

Chapter 18: I Do! Celebrating Engagements and Weddings  . . . . . . .273
Getting Engaged ...........................................................................................274

Choosing an engagement ring ..........................................................274
Announcing the engagement to family and friends .......................275
Putting the news in print ...................................................................276
Breaking up .........................................................................................277

Making Arrangements for the Big Day.......................................................277
Mapping out the financial details.....................................................277
Deciding on the date and place ........................................................278
Selecting your wedding party ...........................................................279
Designing the ceremony ....................................................................280
Planning the reception.......................................................................281
Accounting for the time between the ceremony and 

the reception ...................................................................................283
Issuing Wedding Invitations........................................................................283

Making a guest list..............................................................................284
Focusing on formal invitations .........................................................285
Looking at less traditional options ..................................................287
Sorting out complicated family situations 

in the wording of invitations .........................................................288
Including reception cards..................................................................288
Requesting RSVPs ..............................................................................289
Assembling, addressing, and mailing your invitations..................290
Sending out wedding announcements.............................................291

Planning Other Wedding-Related Get-Togethers......................................292
Engagement parties............................................................................292
Bridal showers....................................................................................293
Bachelor and bachelorette parties ..................................................294
Rehearsal dinners...............................................................................294

Celebrating after the Ceremony .................................................................295
Saying the right thing in a receiving line .........................................295
Making a toast.....................................................................................295

Adhering to the Rules of Wedding Gifts ....................................................296
Giving wedding gifts...........................................................................297
Registering for gifts ............................................................................297
Keeping track of gifts and sending thank-you notes......................298
Presenting gifts to the wedding party..............................................299

Dealing with Difficult or Unusual Circumstances ....................................300
Handling divorced parents................................................................301
Dealing with a family who objects to the marriage........................301
Saying “I do” after you already did...................................................302

xviiTable of Contents

02_106723 ftoc.qxp  4/27/07  8:17 PM  Page xvii



Chapter 19: On the Go: Travel Manners for Land, Sea, and Air  . . . . .303
Planning a Trip with Minimum Fuss ..........................................................303
Getting There Gracefully .............................................................................304

By any mode of transportation ........................................................304
By air ....................................................................................................306
By sea...................................................................................................308

Reaching Your Destination and Enjoying Your Stay ................................309
Arriving at your hotel ........................................................................309
Visiting tourist attractions ................................................................310

When in Rome: Navigating Your Way through 
International Cultures ..............................................................................310

Behaving with extra courtesy...........................................................311
Dressing appropriately ......................................................................311
Communicating with the locals ........................................................312
Meeting and greeting .........................................................................315
Eating and drinking ............................................................................317

Chapter 20: Being Sensitive about Disabilities and Illnesses  . . . . .321
Using People-First Terminology .................................................................321
Understanding the Rules of Disability Etiquette......................................323

Mobility impairment ..........................................................................323
Vision impairment ..............................................................................324
Hearing impairment ...........................................................................326
Speech impairment ............................................................................328
Guide and service animals ................................................................328

Dealing with Disability Issues in the Workplace ......................................329
Doing the Right Thing When Someone Has an Illness or 

Serious Injury............................................................................................331
Visiting the Sick in the Hospital and at Home ..........................................332
Talking to Your Children about People with Disabilities 

and Illnesses..............................................................................................333

Part VI: The Part of Tens............................................335

Chapter 21: Ten Etiquette Tips for Children and Teens  . . . . . . . . . . . .337
Be Respectful ................................................................................................338
Speak and Listen Courteously....................................................................338
Share and Share Alike ..................................................................................339
Look Good and Feel Good...........................................................................339
Help Around the House ...............................................................................340
Meet and Greet with Manners ....................................................................340
Practice Table Manners...............................................................................341
Be a Good Guest (And a Good Host) .........................................................341
Respect All Cultures ....................................................................................342
Focus on the Positive ..................................................................................342

Etiquette For Dummies, 2nd Edition xviii

02_106723 ftoc.qxp  4/27/07  8:17 PM  Page xviii



Chapter 22: Ten (Or So) Tips for Tipping Appropriately  . . . . . . . . . . .343
Having a Drink at a Bar................................................................................343
Receiving Assistance in Selecting a Bottle of Wine .................................343
Being Attended to in a Restroom ...............................................................344
Checking Your Coat with a Cloakroom Attendant ...................................344
Dining in a Sit-Down Restaurant.................................................................344
Eating at a Lunch Counter or Buffet ..........................................................345
Ordering Takeout Delivery..........................................................................345
Hiring a Babysitter .......................................................................................345
Having an Appointment at a Hair Salon or Spa ........................................346
Taking a Taxi .................................................................................................346
Utilizing a Bellhop’s or Skycap’s Services.................................................346

Index........................................................................347

xixTable of Contents

02_106723 ftoc.qxp  4/27/07  8:17 PM  Page xix



Etiquette For Dummies, 2nd Edition xx

02_106723 ftoc.qxp  4/27/07  8:17 PM  Page xx


