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Introduction

In this day and age, good manners seem to be diminishing. However, you can be an exception to this dreary trend by learning how to behave acceptably in the modern world. 

This book will show you the basic as well as little known rules of modern etiquette. It includes the basic tips and strategies of everyday etiquette that your parents taught you when you were little, such as commonsense politeness, table manners, and proper conversational skills. Find out how you can be polite while using modern-day perks, such as mobile phones and email. You will also learn how to be courteous in modern situations such as during a job hunt, in the workplace, and in social gatherings.

Learning to become a modern-day lady or gentleman will benefit you and others in your personal and professional life. Let this book show you how to hone your modern etiquette qualities now!


Chapter 1 – Everyday Etiquette

In today’s society, things are becoming increasingly fast-paced and casual. However, this does not mean that one should neglect etiquette or have the excuse to be rude just because one is in a hurry, or is busy. In fact, by respecting and being considerate of others, you can become all the more successful in the modern world.

Everyday etiquette is universal, commonsensical, and classic. While it does adapt to the times, it nevertheless serves the purpose of showing respect to others as well as to yourself. Rudeness is a quality that no society would ever accept, because it reveals how you believe you are more important than others.

You can start the habit of being courteous in everyday situations instantly by heeding the following basics:

Say the Magic Words

Please

How easy it really is to just add “please” to a request. No matter how important your position in society is, it is always charming to say, “May I have a cup of coffee, please?” as opposed to, “One cup of coffee.” The word “please” shows that you respect the person with whom you are speaking, and this is always appreciated.

Thank You

Saying “thank you” reveals a clear appreciation of someone else’s show of affection or respect towards you. It is a way of making the other person who is helping out feel good for having done so, because you acknowledge his or her effort. Failing to thank someone will only increase the quality of being self-involved, regardless of whether the person notices it or not.

You’re Welcome

If someone else thanks you for the kindness you’ve shown, it is best to respond with “you’re welcome.” Some people feel uncomfortable to say this, but do know it is perfectly all right to feel confident in acknowledging someone’s appreciation for the effort you have made. Furthermore, by doing so, you are reinforcing the other person’s attitude of gratitude.

I’m Sorry

Sincerely saying “I’m sorry,” regardless of the magnitude of the problem, shows that you are mature, kind, and gracious. Saying these magic words also helps diffuse a difficult situation, especially when the other party is angry. It is also proper etiquette to say “I’m sorry” when you hear that someone’s loved one — human or animal — has passed away.

Excuse Me

If you have caused an inconvenience to someone else, no matter how small, it is necessary to say “excuse me” or “pardon me.” By doing so, you are letting the other person know that you are aware of how you are inconveniencing them and that it is not intentional. Some people mistakenly believe that certain situations are exempted, but in truth, it does not hurt to say these two words in any given situation.

The most common situations in which to say “excuse me” are:


	when you have to interrupt someone (“Excuse me, but James would like to talk to you”); 

	leave a conversation or a group who is in the middle of a social gathering, especially from a table (“Excuse me, but I have to go to the ladies’ room”); 

	made a mistake or committed a socially awkward act, such as burping (“Excuse me”);

	and to request for something (“Excuse me, but may I borrow your pen?”).



***

Follow the Polite Way to Greet Someone

Saying hello and introducing yourself to someone will always place you and the other person in a positive scenario. It will enable you to make a good impression on others by showing respect for them and acknowledging their presence.

Start at Home

Polite greetings always start in the home. The atmosphere becomes much warmer when family members or roommates say “good morning” upon seeing each other for the first time each day, or by saying, “I’m home” when you arrive from work or school.
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