


10 Part I: Starting Down the Road to Better Etiquette 

People are often confused by the complex combination of traditional eti-
quette and contemporary values. What once was considered a show of
respect may now unintentionally offend. In fact, what many once considered
acceptable isn’t any longer. So, how do you know which rules apply?

Generally, you should always observe etiquette rules that both value human
beings and show courtesy. And you should also behave respectfully to every-
one, regardless of gender. Why? Because civility builds character and self-
esteem. It creates a serene environment and shows regard for yourself and
others. Here are a few common courtesies to start you off:

� Speak softly.

� Reply when someone speaks to you.

� Always say “Please,” “Thank you,” and “Excuse me.”

� Give and receive compliments sincerely.

� Give people space — don’t crowd!

For more on how to take pride in your manners, see Chapter 2.

Making Sure to Present 
Yourself Positively

People may try to avoid passing judgment too quickly, but at first meetings,
they inevitably assess others by how they look. First impressions: You only
get one chance! Psychologists say that most people form impressions of
others in the first four minutes after their initial meeting and that 80 percent of
the impression is based on nonverbal signs. In other words, what comes out
of your mouth has very little to do with how people judge you. And, after a
first impression is made, getting people to change that judgment is very hard.

How you dress, groom yourself, and handle yourself in public is all part of
your packaging. Like product packaging, you can present yourself to be most
appealing. And, you can present yourself differently according to the time
and place. For example, your appearance should differ depending on your
geographic area –– how you dress and act in Yellowstone National Park, as
opposed to Midtown Manhattan.
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Here are a few important guidelines for an appropriate presentation:

� Being casual doesn’t extend to poor grooming — always be clean and neat.

� Avoid clothing extremes, revealing clothing, and evening or party wear
in the workplace.

� Don’t sacrifice comfort for trends or fashion.

� Use good taste or get help figuring out what is tasteful.

You don’t need a millionaire’s budget to be perceived as confident and self-
assured. As important as clothes and makeup are to your image, posture, and
how you carry yourself are essential parts of the package. When you stand
with a slouch or sit with a slump, you’re telling others that you don’t feel con-
fident and you’d like to be left alone. On the other hand, when your head is
erect, your gaze outward, and your backbone as straight as Mother Nature
made possible, you’re inviting others to meet with you on equal terms. For
more on making a positive impression, see Chapter 3.

Extending Courtesy to Everyone 
in Your Life

You may feel like you have a lot of rules to follow in order to behave appro-
priately in all situations. Clearly, one of the most important aspects is getting
along with those close to you and with those you interact with on a daily
basis. In the following sections, I give you some guidance on being courteous
to family, friends, dates, and business colleagues.

Family
Behaving like a polite adult all the time isn’t easy, and unfortunately, as time
passes, familiarity often leads to shortcuts in considerate communication.
However, you can’t find a better place to practice good manners than in your
own home! Treating your family with respect and exhibiting polite behavior
contributes to a peaceful environment and refuge from daily aggravations.
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Remember a few of the following tips (for more in-depth advice, check out
Chapter 4):

� Go ahead and say those nice things. Don’t just enjoy a meal; say that
you enjoyed it.

� Be considerate of your better half and children by respecting their
privacy. Don’t snoop, knock before you enter a room, and practice being
a good listener.

� Treat your family members as if they were honored guests. Their
responses may surprise you.

Friends and relationships
You have many reasons to figure out good manners and follow the rules of
etiquette — especially in personal relationships. Treating others with
respect, kindness, and consideration creates meaningful friendships and
leads to self-fulfillment. I listed just a few important guidelines here (see
Chapter 5 for the full scoop on the art of friendships and relationships):

� Create boundaries and set limits.

� Discover how to communicate clearly to avoid misunderstandings.

� Express delight in other people’s accomplishments.

� Don’t give advice unless asked.

� Figure out when you need to agree to disagree.

� Never break an appointment with friends in favor of a date.

Business colleagues
In business relationships today, you need to know how to conduct yourself
properly in a variety of situations; your ability to respectfully respond to cer-
tain individuals and situations can not only put others at ease, but also build
your self-confidence. Remember that your behavior is observed and judged
daily by employers, clients, and co-workers, and your ability to establish
effective working relationships with others can make or break your career.
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