	
	Etiquette
	Behavior/Good Manners

	Definition
	
	

	List two examples in a social setting
	
	

	List two examples in a business setting
	
	


Etiquette and Behavior/Good Manners

Handout A

Fill in the blank with the correct word(s) from the power point presentation.

1.  Good manners always _______________ one’s success.

2. When answering the phone, _______________ the person on the line with a 

_______________ voice.

3. When taking messages record the date and time of call, the caller’s ____________, the 

caller’s ____________ ____________, and the _______________ for the call.

4. When leaving a voice mail be _______________, but informative

5. The purpose of good table manners is to _______________ annoyance and undesirable actions.

6. Use the utensils on the outside _______________ and work _______________ the plate.

7. A _____ gratuity (tip) is proper when paying the guest check

8. To begin to understand personal relations, a person must first look at _______________ and their attitudes.
9. One’s future depends largely upon the _______________of others.

10. A ______________ attitude builds self-confidence.
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