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The customary code
of polite behavior in
soclety or among
members of a

oarticular profession
or group.




MATTERS

Proper Etiquette implies:

» Respect for others
» High standard of behavior

» Credibility in professional
relationships

» Knowledge of politeness and
good manners






> Be early
> Have a written agenda
> Infroductions

> Explain purpose of meeting &
desired outcomes

> Actively listen/lean in

> Speak up with confidence

> Learn fo inferject diplomatically
» Ask questions



» Be distracted by your phone

» Forget visuals

> Dominate the meetfing with too
many questions

> Be timid

> Bring up controversial topics
(politics/religion)

Let a meeting wander (parking
ot tip/offline)

Have side conversations
Bring your stress (it's contagious)



> Send official invite
» Confirm before meeting
> Sent out agenda

> Make sure technology &
conference line work

> Confirm fime zones



> Don't invite unannounced
guests

> Don't be late to meefting

» Don’t have background
noise



LinkedIn, Facebook,
Twitter, Instagram and
Email

DO’S » Do be professional and use
proper language



DON'T

LinkedIn, Facebook,
Twitter, Instagram and
Email

> Don't rant and rave

» Don't publicly badmouth
people

> Don't badmouth
employees or company

» Don't complain about work



> Look the part
> Up your game for presentations

» Match your customer (not

iterally; but biz casual if they
are, etfc.)

Be polished (head to toe); look
pulled together

Plan ahead

» Remember you're

communicating your personal
brand



ATTIR

Be underdressed

Be sloppy (no frayed collar
or wrinkled clothing)

Have ill-fitting clothes
Be foo casual

Where too much perfume
or cologne

Wear too many bracelefts
(loud, distracting)



DO’S

Put smartfphones on vibrate or
airplane mode during meetings

Put phones face down to avoid
text distractions or alerts

Make emall subject lines
descripftive

Change subject lines when
topic changes

Know that tone/intent can be
lost iIn email or text (ditfo for
humor)

Mute your phone on
conference calls



REPLY ALL when it's not
necessary

Put something in email you
wouldn’t want forwarded
to your boss

Send emails with typos
(perception: sloppy)

Think your personal social
media is personal

Send an email when a
conversation iIs needed

Maintain group texts if all
parties won't benefit



Etiquettehell.com
Stories of offensive behavior

Modern Manners: Tools to
Take You to the Top

By: Dorothea Johnson and
Liv Tyler

Kiss, Bow or Shake Hands

(for international business
etiquette)

By: Terri Morrison and Wayne
Conaway
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