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Introduction

Your time will come. When you least expect it, you'll

receive an invitation to a banquet where each table
setting involves more utensils than you have in your
entire silverware drawer at home. Your company’s
annual holiday party will be designated semiformal, and
you won’t even have a clean tie. You’ll buy exactly four
steaks for Sunday dinner with your in-laws, and they’ll
bring along two cousins you never even knew existed.
Life is full of moments when you don’t know exactly what
to do — but have no fear, a little bit of etiquette can help
you through.

Yes, etiquette deals with which fork to use for the salad
course and concerns your behavior at cocktail
receptions. But etiquette is a much broader issue.
Etiquette is your key to surviving every human contact
with your sense of humor and your self-esteem intact,
and your reputation enhanced. Etiquette works in
supermarket checkout lines, at family picnics, at
company holiday parties, on the phone, online, and yes,
at wedding receptions.

Remember that there’s no such thing as a vacation from
good manners. Politeness works everywhere, all the
time, and is all about taking the lead, making guests feel
welcome, taking the time to evaluate the needs and
intentions of others, and behaving in a way that ensures
a pleasant outcome. At home, your polite behavior helps



everyone in your family develop self-esteem. On the job,
good manners encourage others to work well with you.
As you go about your errands and chores, polite contacts
with others earn you pleasant and helpful responses. As
Ralph Waldo Emerson wrote, “Your manners are always
under examination, and by committees little suspected,
awarding or denying you very high prizes when you least
expect it.”

Unfortunately today, many people are exhibiting less
civility toward one another, and children are following
suit with teachers and peers in the classroom. The point
is that everyone should do his best to set a good example
and put others first. And that’s a point that you hear
again and again in this book. Etiquette For Dummies,
2nd Edition, can help you find a way to put others at
ease in almost any situation.

About This Book

You certainly can’t find a shortage of books loaded with
the so-called rules of etiquette. This book contains rules,
too, but I approach the subject from the perspective of
an ordinary person faced with social situations that are
just a bit challenging. If you have time to put up your
feet and read this book from cover to cover, you can
come away with a working knowledge of etiquette in all
its aspects. On the other hand, if you just received an
invitation to a party and you aren’t sure how to dress or
how to behave, you can turn to the appropriate section in



this book, find the information you need, and head out to
the party with confidence.

Conventions Used in This
Book

I include the following conventions to help you navigate
this book easily:

V¥ Jtalics point out defined terms and emphasize
certain words.

» Boldface text indicates the key words in bulleted
and numbered lists.

¥ Monofont highlights Web addresses.

When this book was printed, some Web addresses may
have needed to break across two lines of text. If that
happened, rest assured that I haven’t put in any extra
characters (such as hyphens) to indicate the break. So,
when using one of these Web addresses, just type in
exactly what you see in this book, pretending as though
the line break doesn’t exist.

What You’re Not to Read

Feel free to skip sidebars (the shaded gray boxes within
chapters). They contain information that’s definitely



interesting (to me, at least!) but not crucial to
understanding the fine points of etiquette.

Foolish Assumptions

As I wrote this book, I made the following assumptions
about you, dear reader:

¥ You want to build better relationships with your
family, friends, co-workers, and other important folks
in your life through good etiquette.

¥ You seek information on how to behave with
courtesy and consideration no matter the situation —
whether you're addressing an in-law, answering your
cell phone, opening a gift, or attending a special
function.

¥ You may want to provide guidance to someone in
your life who needs help with the finer points of
etiquette.

¥ You may want to have a competitive advantage in
a growing work environment, and good manners just
might do the trick.

¥ You just want to refresh what you already know or
clear up confusions about the complexities of
contemporary etiquette — such as the etiquette rules
for new technologies.

For whatever reason you’'re reading this book, remember
to always trust your instincts, because your gut feeling



can be quite powerful and can help you come out feeling
better about yourself and those around you.



How This Book Is
Organized

I've organized this book into parts and then chapters by
specific topics and situations. You don’t need to read any
previous section to understand the one that interests
you; just plunge in anywhere and get what you need.
Following is a description of each part and what you can
find in it.



Part I: Starting Down the Road
to Better Etiquette

In this part, I focus on you! I explain how to take pride in
your own manners, give and receive compliments, and
rise above rudeness. I also tell you all about how to keep
yourself neatly groomed and how to send the right
messages with your body language. And if you need to
figure out what you should wear to a semiformal or
formal event, or you need to get to the bottom of this
business-casual thing, look no further than this part of
the book.



Part Il: Fostering Well-
Mannered Relationships

Etiquette is all about putting others at ease. The result is
that you build better relationships, whether it’s with the
members of your family, your friends, or your co-
workers. This part walks you through each type of
relationship, giving you advice about making all your
relationships better. I also address the particulars of
gender relations — an especially tricky area in modern
times. Do you hold the door for her or don’t you? Do you
allow him to pay the tab or not? This part of the book has
the answers.



Part Ill: Converse with Care:
Saying Everything Right

Good communication is essential to good relationships,
and thus an essential part of etiquette. This part explains
how to handle yourself gracefully on paper, on the
telephone, online, and in face-to-face conversations. I
also include a chapter on business communication and
the particular issues associated with communicating in
the workplace.



