MOST IMPORTANT RULE OF ETTIQUETTE:  MAKE OTHERS FEEL COMFORTABLE.

INTRODUCTIONS/FIRST IMPRESSIONS
· Never get 2nd chance to make a 1st impression.  FAKE IT TILL YOU MAKE IT.

· Look people straight in the eyes. – shows they are important and have your attention….even if you are very shy – important

· Have a pleasant expression & give warm greeting:  “Hi, Joe Cool – it’s nice to meet you” or “how are you doing?”

· Best to address adults by last name until given permission to use first – shows respect.

1. Say name of lady first.  Ann, this is my friend Matt.
2. Say older person first.  Mother, I’d like you to meet Ann.

3. Say important person first.  Governor, I’d like you to meet my mom.

Say something about each person to help break ice.  “I play b-ball w/Matt.”  “Ann is one of the nicest girls in my math class.”  Helps them converse

When introduced, use person’s name – shows you care, helps you remember.
To start conversation:  

1. Talk about what was said when you were introduced

2. Give a sincere compliment or positive comment

Help the person you are conversing with feel comfortable by asking questions about him/her – avoid talking too much about yourself.
TELEPHONE SKILLS:

HUGE part of everyone’s life – telephones, answering machines, cell phones, text messaging – handled incorrectly can make others uncomfortable.

Generally – be pleasant, speak clearly, SMILE – you can hear it.  

Answering:  ‘Yes, this is she/he’.  

‘Just a moment, please.’ Or “May I take a message” – then deliver it

Call Waiting:  ask to take the call – then be brief.  Avoid anything that will make the first person you were talking to feel less important. 

Answering machines:  speak slowly, give full name and phone #clearly.

Cell Phones: 

MAKE SURE IT IS APPROPRIATE TO TAKE OR MAKE A CALL
· Not in restaurants, bus, theatre, stores (especially checking out),school

· Not when it leaves others in your presence hanging
· No texting or talking when driving

Girls calling boys??? :   Old fashioned, but young ladies simply don’t call guys

PUBLIC ETTIQUETTE:

· Think about others as you enter building – if someone holds door, thank him and hold it for the next person.  A gentleman ALWAYS opens doors for women – no matter who they are – women ALWAYS say “Thank you.”  Younger women should hold doors for older women.
· Arrive a few minutes early – it’s respectful.  If late for some reason, be inconspicuous.

· Whispering in a meeting or performance is annoying to those around you and unkind to performers and speakers.

· Gentlemen should always walk on the outside or closest to the street when walking with a lady, to protect her from being splashed or pushed off.

· A lady precedes a gentleman going up or down stairs, unless stairs are slippery.  Then man may go first to help her.
· Women always go first through revolving doors.

· Never sit in your car and honk the horn for someone to come out.  Always  get out and ring the doorbell or else have the person watch for you at the door

· Gentlemen should step aside for a lady to get on and off an elevator first, and hold the doors if they begin to close.

· Men should always remove their hats when entering a building, when a prayer is being said, or when the national anthem or Pledge of Allegiance is being presented.  Women may wear their hats in a building and are not required to remove them for any reason.

· When yawning, always cover your mouth with your hand and say “excuse me”.
DINING:
We will all have times in our lives that we need to know good social skills:

It is not about china and silver.  You can have as much class with Tupperware and plastic plates.  Watch your hostess for clues if you are unsure.
A few guidelines while eating at a nice restaurant:

Being Seated:
· When the hostess asks how many in party, the gentleman answers.

· Ladies follow hostess, followed by gentlemen

· One couple, waiter will assist girl

· More than one couple, each gentleman assists his date

· In a group, gentlemen offer to assist ladies out of courtesy, even if not a date

· Alternating guys and girls with date next to you is usually best

· Avoid a knot of guys on one end, girls on the other

· Immediately put napkin in lap, before water or menu

Ordering:

· Paying for yourself – order whatever you like

· Date or someone else ordering – be considerate.  Find out what he/she is ordering and stay in that price range.

Eating:

· No one should begin eating until everyone at the table has been served, except at a buffet or long banquet table, and then wait for those immediately around you.

· Start using silverware at the outside and work in toward plate.  Largest spoon is soup spoon.  Silverware you have used is NEVER put on table (could stain cloth)
· Hold forks and spoons like a pencil, not a shovel

· Do not blow on food to cool

· NO SLURPING or GULPING sounds. SHHHH

· You are obligated to try everything, but not to finish it (without comment)

· Take bites small enough to be chewed and swallowed in a short time

· Chicken, fries, bread to soak up gravy – use utensil, not fingers unless no utensils are provided
DON’T DRAW ATTENTION TO ANYTHING UNPLEASANT:

· Inedible meat, shell, bones etc.: Keep chin level, use thumb and forefinger to quickly remove from mouth and place discretely on plate (never in napkin).  Don’t look at anyone while doing it.  

· Wipe lips with napkin before drinking (no grease on rim of glass)

· Never touch or style your hair at the table

· If you must leave the table during dinner, do so without a big explanation

· If there is a mistake on the bill, speak quietly and pleasantly to the server about it

Questions for Dinner –

When going in a door, always walk in first and hand the door to whoever is behind you.      True or false?

When eating at a restaurant, order whatever you want, especially if someone else is paying.   True or false?
When someone asks you to dance, you should say yes to at least one dance.  True or false?

At a nice restaurant, you should spit out anything you can’t chew into your napkin.   True or false?

It is best to cut up only one bite of food at a time.  True or false?

In what order does a couple on a date follow the hostess to a restaurant table?

How do you introduce your friend, Sara, to your cousin, Kevin?
A good way to start a conversation with someone you have just met is to tell them everything you can think of about yourself.    True or false

Joe Jones has just introduced you to his mother, Mary Jones.   What do you say to her?

Is it always permissible to eat French fries and ketchup with your fingers?

If your friend doesn’t know what to do while eating at a nice restaurant, be sure to point out what he does wrong.   True or false?
You are having dinner at a friend’s home.  They do things differently than at your home.  You are unsure of how to properly eat a certain food.  The best thing to do is:

a. Do the best you can to figure it out.

b. Don’t touch that food

c. Watch how your friend’s mother handles it and do the same

There is a type of food you have never tasted.  When it is offered to you, you should:

a. Take a little and try at least a bite.

b. Politely refuse so it doesn’t go to waste

c. Eat a little and give your opinion of how odd it tastes.
The restaurant bill comes and you notice a mistake.  What should you do?

a. Snap your fingers and say loudly, “Waiter!”

b. Quietly tell your server you think there is an error.

c. Forget it – you don’t want to embarrass anyone.

Your friend knows you are picking her up, but when you get there it is raining so you honk the horn to be sure she knows you can’t come to the door.   True or false?

The most important reason we use etiquette is _______________________________________________________.

A man and a woman are going down the stairs.  The man goes first if:

a. He is faster at stairs.

b. The stairs are slippery or uneven and he can help the woman.

c. He is a social clod.
Name 2 situations in which you should not use your cell phone.
The most important thing to remember when leaving a message on someone’s voice mail or answering machine is to do it as quickly as possible. True or false.

You are talking to your friend on your home phone when another call comes in for your mother.  The proper thing to do is:

a. End your call so your mother may take hers

b. Ask your friend to wait while you take a message for your mom, who isn’t home.

c. Ignore the second call since you were on the phone first

Guys don’t need to assist girls with being seated or opening doors unless they are on a date.   True or false?
Girls don’t have to hold doors for anyone else.   True or false?

