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                Workbook Objectives
1. To assess your business etiquette savvy.
2. To determine today’s etiquette guidelines. 
3. To challenge yourself to do better, be better, and lead with good manners.
4. To question your current business etiquette habits.
Are you ready?
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Your Business Etiquette Savvy
Step One… 

Read the book and take the quiz. You might be surprised by how you think through, evaluate, and answer the quiz questions. 

Step Two…

Compare your answers to what I provide in the book. Remember, etiquette is continually evolving, and my quiz question answers are just suggestions and societal guidelines; you determine what works for you.  
Step Three…

What works for me might be different than what motivates you. I am motivated daily by challenging myself to notice where I can be kinder, more thoughtful, polite, and considerate. I challenge myself to develop habits of courtesy as I attempt to stay focused on the busiest of days. 
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Evaluate Good Work “Etiquette” 
Emails  

· How often do you check them?
· What time of day do you respond? 

· Do you take the necessary time to craft the right message?

Phone Calls/Texts

· Do you schedule enough time for a productive call? 

· Are texts a welcome distraction…wink! 😉
· What is your response expectation…what can people expect?

Meetings 

· Deliver the meeting “goods” as promised. 

· Develop the “habit” of starting and ending on time. 

· Do you acknowledge and greet everyone in meetings? 
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New Habits to Consider 
· Take the time to introduce people

· Make the effort to remember names 

· Be the first one to greet people 
· Use cubicle courtesies…consider how and when you interrupt

Habits are good intentions that manifest into action… 

~ DTN
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On the Elevator, In a Restaurant…

Manners Matter!
Throughout your day, you have countless opportunities to display your business etiquette manners that you determine are relevant and important. 

Think of your opportunities and embrace them…
· How you meet and greet

· How you introduce people 

· Workplace/cubicle courtesies 

· Email, texting, messaging manners

· Host etiquette, table manners
· Hallway and elevator etiquette 

Notes:
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Tips…
Train your attention – remain focused
Train your emotions – stay in control with kindness at the center
Train the brain to observe – be attentive to your behavior
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MiniManners™… Series 3





Basic Business Etiquette


It’s Not Personal, It’s Business











Companion Workbook





                








Habits to Avoid:


Making people “feel” invisible  





Avoiding eye contact hoping they won’t interrupt you 





Ghosting people    


  











What are your “new” etiquette strategies:
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