
Manners

Public    
Manners

wait patiently 
in line

respect 
personal 
space

offer your seat 
to the elderly

use public 
facilities 
properly

covering a 
cough or 
sneeze

Guest     
Manners   

 bring a gift

respect house 
rules

offer to help

engage in 
conversation

Phone Etiquette

 greet callers 
politely

use a 
respectful 
tone

take turns in 
conversation

say "thank 
you" or 
"goodbye"

Professional 
Manners

arrive on time

use formal 
language

respect 
colleagues 
and superiors

dress 
appropriately

 listen 
attentively

Expressions:

When ..., I always make it a point to ...

I consistently show good manners by ...
I believe it's important that we ...

Practicing good ... manners, like ..., 
contributes to ...
... is a clear indicator of bad manners.


