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There are fifteen statements in this section. Mark the statements True (T) or False (F) according
to what you have learned in this course.

1. In the business environment, all people should stand, recognize each other, and shake
hands with each other.

2. If you need to leave the table during the meal, place the napkin in your chair.

3. If you are at work sitting behind your desk when a visitor comes by, you can just reach
out across your deck to shake your visitor’s hand instead of walking around your desk.

4. Smoking is a personal choice that does not affect other people.

5. When you answer the telephone, identify yourself using your first and last name.

6. Try to avoid the habit of using possessive pronouns when describing coworkers, such as
my assistant.

7. You do have to give away your precious time to visitors when they come to your office to
see you.

8. When you begin a conversation with another person, try not to tilt your head forward
the person.

9. Representing oneself or one’ s company in an unfamiliar business environment can
present some challenges.

10. A genuine smile with a twinkle in your eye is a powerful way to communicate your
willingness to meet another person.
11. In a restaurant, always talk softly to your server, as if you were sharing a secret.

12. The first rule of etiquette is that the other person feels comfortable. This applies to all
settings and social situations.
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13. Common courtesy is genderless.
14. If it is raining, the driver (whether man or woman) should offer to walk to the car and
drive it back to where the sheltered passengers are waiting.
15. If you are a woman and a man wants to open the door for you, try to do it yourself.
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There are five questions in this section. Each question has one or more than one correct answer.
Select the correct answer or answers.
16. Why is lunch an excellent time to accomplish a good deal of work?
A. Because you are away from the usual interruptions.
B. Because the atmosphere in a restaurant sets a different mood.
C. Because you can have the whole table to yourself in a restaurant.
D. Because working while eating is a new fashion.
17. In a more formal meeting, which of the following item or items should an agenda
identify?
A. People not invited to the meeting.
B. The lunch menu.
C. The subject.
D. People expected to speak on the issue.
18. How long should a handshake last?
A. Three shakes seem to be about right.
B. A lingering handshake is necessary.
C. Let go of your hand as quickly as possible.
D. It relies on your best sense of social timing.
19. How do you give your work life the quality of your personal life?
A. Dress comfortably.
C. Be critical.

B. Be punctual.
D. Offer privacy.
20. Why should you repeat his or her name as soon as someone has been introduced
to you?
So that the other person feels recognized.
Because repeating the name helps you better remember it.
Because you need to show the other person that you like the name.
So that the other person knows you are talking to him or her.
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