
Using Good Manners
Name:

Date:

Directions: Circle the BEST answer for each question.
1.
Which of the following are tips for using good manners?

a.
Do not interrupt.

b.
Shake hands when being introduced.

c.
Do not pry.

d.
All of the above.
2.
Who should you treat with respect?
a.
Co-workers

b.
Customers

c.
Supervisors

d.
All of the above

3.
Always shake with the ____ hand.

a.
Right

b.
Left

c.
Which ever one feels comfortable

d.
None of the above

4.
Turn off ______ during meetings and business-related social events.

a.
Computers

b.
Cell phones

c.
Televisions

d.
None of the above
5.
Being ___ is acceptable, but ___ into something that is none of your business is taboo in business situations.


a.
curious, prying


b.
nosy, searching


c.
informative, diving


d.
all of the above

6.
Which of the following are ways to handle an apology?


a.
Take any criticism as a learning experience.


b.
Be sincere in your apology without acting like a beaten dog.


c.
When possible, admit your error before it is discovered by someone else.

d.
All of the above.

Answer Key

1. D

2. D

3. A

4. B

5. A

6. D
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