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@ HRiLiEE (Conversational manners)

—fREFEE ARG, c IR EELATN A

Always speak in a low voice; try to be a soft-spoken person.
NEESBIE ; HERDBZFZRMOA °

8} : Never talk over-loudly or in a high pitched voice.
NBRPINT KZIAKH ©

(BERBRERTR > RAFHEGRIR)
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Being a neat and well-groomed person is paying respect to others.

IRETEEESER ' EEMMBANRKIR o
(well-groomed 53 4F474% » €36 F T ehHsAMmEIE)

Be sure to retain eye-contact with the person you are talking to.

B SREEE - RIBREEHT -

Let the other person talk about himself or herself first.

F|H LS HECHS

Show your interest in other person’s activity or accomplishment.

KIBIRBIRBIABEENTUALTL ©

Try to be patient as a good listener.
WEBEmL - BRETSRBOIA °

A successful person does a lot of listening but very little talking.
—RERIBIA © EBRDEIRAER ©

Talk about what interests others, not about what interests you.

KEBABENS - FT2HIRECHENS -

Don’t interrupt; to cut a person short in the middle of his/her
conversation is unpardonable.

A PRITEIBIABISRES ; ABRABERRE °
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Don’t speak out before the speaker has given you permission to
say something.

FERRBENFIR] 0 ABRE ©

Don’t monopolize the conversation or talk about yourself
continually.

AREENBHBEIBC  BRIARERZEME -

Don’t brag too much about yourself or children’s talents or
academic success.

ABLARIEEC  WABAFERECRLOXDNBFEHF

Never talk about other friend’s shortcomings.

I KEIEMBAIR BVERRS

Don’t ask your friend’s personal matters such as age, salary,
expenditures, etc.

ABEARNMS - BUER - FK  ABRES -

Before you speak, ask yourself, “Is it true?” and “Is it kind?”

HeoRl KABC : "ERAENK? ., ERRENR?

Try not to talk about political or religious topics in gatherings.

ARAARE - AREUEHRBBIE -

Don’t always make yourself the hero of your own stories.

FARELECHM "HE , PR o
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Don’t be long-winded when you have something to say. Be direct,
compact and right to the point.

RSB BEEEII0) © RIEAIK - BRESE - REBRS -
(long-winded & # &% =talk too long)

For a good appearance while you are talking to someone, there
should be no dandruff on your hair or shoulders.

RIBHINE - BRIAREE * BREFB EEEHREE °

Don’t be witty at another person’s expense or ridicule anyone.

FERIXRECHRBREMBEMHA - BARREEQTA -

If you cannot say something nice, don’t say anything at all.

WRIREBHESEIR * A EELARER ©

Try not to repeat old jokes or tell time-worn stories.
RESHEIEFHESS @ FDRERBOVHS °
(time-worn=have been told over and over)

Don’t talk about maladies or (about) your afflictions or other
troubles.

FEZHEIBCHER » BEREMNESHE

Try to avoid asking rude, presumptuous, inappropriate or
embarrassing questions.

FERFLEEL - MBS AERLIRTE
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Don’t ask others about dyed hair, wigs, toupees or face-lifts.
FEFRIAGRRE  SBREARTNS -
(wig 3% A8 % | toupee RiE XI5 F ABEE)

Watch out for bad breath; use some breath freshener before
talking to others.

ADOR 5 BRBIAKEER  FlzBREDREMES -

Don’t try to improve someone except yourself.

REROCERIA : HEBCHT °

When you converse with someone, don’t come across as
patronizing.

BRI ASKEEE - AU BBHS DX

(come across as patronizing =appear as superior)

Don’t break up the company by a sudden and premature
departure.

A BRI IR P RERIREINEA o

For men, don’t forget to pull up your zipper.(=Don’t let your fly be
open.)

BARTSECAL BT HIAIER o

Don’t appear indifferent or impatient when others are talking.

BIAGREEE + NS EF AR °
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Listening politely to everyone is a cardinal necessity of good
breeding.

BiERNBPHE  EREXEEMVER -

Watch your mouth; restrain your urge to argue, criticize or
complain.

NDERES | BEERIRIB TR  HETSURREVES) o

Don’t be supercritical, heartless, mean or narcissistic.
ABEPWEKIE © ROZESBFFIEE o

(narcissistic £98 5% A H =self-loving)

Don’t chew your chewing gum while talking.

R FBEBOSRE -

Try to look as neat and good as you can; dress becomingly, talk
softly and act courteously.

BERSCTERERE  ZERIGE - NEREMN - BUERE
e



