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Telephone Etiquette

Courtesy is as important when speaking over the telephone as when talking to people face
to face. The caller should give his or her name before asking for the person desired. A person
should answer the phone with a pleasant “hello”. If the person called is not there, the person
who answers should tell the caller, “I'll have him (or her) return your call as soon as possible. ”
When taking a message, a person should cheerfully write down the caller’s full name and
telephone number,and the time of the call. People should not talk too long on the phone because
someone else may want to make a call.

It is generally considered improper to use mobile phones in restaurants and bars and in

(&




libraries. If a mobile phone should suddenly sound off in one of these places, it is possible that
the person with the phone is asked to leave. Besides, talking on a mobile phone in a public place
for more than a minute is considered to be rude.
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Thanks

Before leaving any house in which you are a guest, you must find your hostess and thank
her. It will be more appropriate for you to write her a letter to thank her again after you go back
home. This letter is called “bread and butter note”. Make the note sound as if you were talking
to your host or hostess in person.

Thank-you notes are also written for a gift, a favor, or some other hospitality. The purpose
of writing thank-you letters is to express one’s thanks or appreciation to others for having got
their gifts, help or other favors.

The key point of a thank-you letter is sincerity. Equally important, it should be sent as soon
as possible. And don’t save words to express your sincerity and heart-felt appreciation in a
thank-you letter.
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Letter of Apology

Dear Henry,

| am terribly sorry that your walkman was damaged owing to my carelessness.

This morning in the classroom Tom borrowed your walkman and put it on the desk after
listening to the radio. We were chasing each other and having fun during the break. | knocked
your walkman off the desk without noticing it. And it didn’t work any more. Now the first thing |
hasten to do after lunch is to write to you to express my deep regret. | hope you will excuse me
for my carelessness.

| want to replace it or pay you its value. Will you please tell me which you prefer?

Yours truly,

Brown
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Gentlemanlike Manners

In the past, males were regarded as the stronger and dominant sex, so they were obliged
to protect and help the “weaker” sex, females.

Many etiquettes are expected to be performed toward women by men: helping women on
and off their coat, opening doors for them, pulling table chairs before and after dinner for
women, allowing a lady to go before him, letting women getting on a train or bus first, steering
them around by the elbow, walking on the outside when with a woman. The list may go on.

But nowadays, many self-sufficient women think such favor and protection may offend their
independence and confidence. Most men still continue to perform the conventional courtesies,
yet both parties don’t attach the same importance to it as before.
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Daily Greetings

It is polite and habitual for western people to greet each other when meeting, Good
morning , Good a fternoon , Good evening are often used for formal greetings. The most usual
answer to Good morning, etc, is to say the same. Less formal greetings are Hello or Hi.
When leaving, people say Goodbye in a formal situation, and Bye, Byebye or See you in an
informal situation.

For asking each other about their health, How are you is the commonest expression and
common answers are: Very well, thank you or Fine, thank you; Very well (or Fine) , thanks is
less formal. After people have responded to How are you, they often repeat (And) how are

you? or less formally, and you?




