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Courtesy in spoken communications
	 150.	Clue	people	in	on	what’s	happening	in	
group	settings.	If	someone	doesn’t	know	what’s	
going	on,	or	they	can’t	hear	what’s	being	talked	
about,	or	they	can’t	see	what’s	happening	if	there’s	
a	crowd,	take	the	time	to	tell	them	what’s	going	
on.	Don’t	just	ignore	people	with	a	“sorry	you	
missed	it”	attitude.	Or	if	you’re	the	one	talking	
and	you	realize	that	not	everyone	can	hear	you,	
but	that	they	want	to	hear	what	you’re	saying,	
talk	louder	so	that	more	people	can	hear	you.

	 151.	Be	attentive	and	show	interest	when	
someone	 talks	 to	 you.	 Look	 people	 in	 the	
eye	when	you’re	speaking	to	them,	or	they’re	
speaking	to	you.	This	doesn’t	mean	that	you	
have	to	stare	at	them	and	never	take	your	eyes	
off	of	their	eyes,	which	could	come	across	a	
little	odd,	or	intimidating,	but	you	should	make	
some	eye	contact,	in	a	relaxed	and	casual	way.	
Eye	contact	tells	people	you’re	listening.
	 152.	And	if	you’re	uncomfortable	looking	
someone	directly	in	the	eyes	for	long	periods	
of	time,	try	focusing	on	the	part	of	their	face	
between	 the	 eyes	 and	 above	 the	 nose,	 and	
then	looking	into	their	eyes	as	often	as	you	
can.	This	“trick”	will	help	you	to	feel	more	
comfortable,	and	yet	also	ensure	that	your	eyes	
aren’t	wandering	every	which	way.

	 153.	 Don’t	 cut	 people	 off	 to	 get	 your	
opinion	in.	If	you	let	 them	finish	what	they	
have	to	say,	they	will	be	more	likely	to	want	
to	listen	to	what	you	have	to	say.

	 154.	Interrupting	people	with	no	apology	
or	 acknowledgment	 is	 extremely	 rude.	 It’s	
saying,	“I	don’t	care	about	you.”	Say	“Excuse	
me,”	or	“I’m	so	sorry	to	interrupt….”	or	“May	
I	interrupt,”	if	it	becomes	necessary	to	inter-
rupt	someone	who	is	talking.	Don’t	butt	in	and	
start	talking	as	if	nothing	else	and	no	one	else	
matters	but	you	and	what	you	want	to	say.
	 155.	 It	might	 even	be	 appropriate	 after	
you’ve	 interrupted	someone	and	 they’ve	al-
lowed	you	to	say	your	piece,	 to	once	again	
say	 something	 like,	 “Thank	 you	 for	 letting	
me	interrupt	you,”	or	“Thank	you.	I’m	sorry	
for	interrupting	you.”
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	 156.	Don’t	finish	people’s	sentences	for	
them.	 It	 can	 make	 people	 think	 that	 either	
you’re	not	listening	to	them,	that	you’re	im-
patient	and	in	a	rush,	that	you	think	you	know	
exactly	what	they’re	going	to	say,	or	that	you	
think	they’re	unintelligent	and	aren’t	capable	
of	completing	their	sentences.
	 157.	Be	patient,	especially,	with	slow	talkers	
who	take	longer	to	express	themselves.	It	might	
be	a	temptation	to	finish	their	sentences	for	them,	
or	to	hurry	the	conversation	along,	but	the	polite	
and	loving	thing	to	do	is	just	be	patient	and	take	
the	time	needed	to	hear	them	out.

	 158.	If	your	conversation	with	someone	is	
interrupted	for	some	reason,	when	you	resume	
your	talk,	it’s	courteous	to	say	something	like,	
“You	were	telling	me	about….”	or	“Where	were	
we?”	Otherwise,	people	might	think	that	you	
weren’t	that	interested	in	the	conversation	and	
maybe	that	you’re	even	happy	for	an	excuse	
to	go	on	to	something	else.
	 159.	If	you	are	called	away	from	a	con-
versation,	acknowledge	the	person	you	were	
talking	 to	 with	 something	 like,	 “I’d	 like	 to	
finish	 this	 conversation	another	 time…”	or,	
“I’m	sorry	that	I	can’t	keep	talking	with	you	
right	now…”	or	simply,	“Excuse	me,	please.”	
Don’t	just	drop	them	and	take	off.

	 160.	 When	 conversing	 with	 others,	
avoid:
	 Doing	all	the	talking.
	 Boasting	or	promoting	yourself.
	 Focusing	 the	 entire conversation	 on	
yourself	and	your	interests.
	 Saying	 things	 that	 might	 embarrass	
other	people.

	 161.	Talk	softly	if	there	are	people	around	
who	might	be	bothered	by	loud	talking.	Speak	
with	a	low	voice	when	you	are	in	a	place	where	

others	 might	 be	 disturbed—for	 example,	 if	
there	are	people	sleeping	nearby,	or	a	mother	
is	trying	to	put	her	baby	to	sleep.

	 162.	Be	kind	to	others	in	your	speech.	Just	
as	you	would	do	little	good	deeds	for	others	to	
show	your	love	and	consideration	for	them,	speak	
little	good	words	of	them	in	your	conversations	
throughout	the	day.	It’s	so	easy	to	criticize	or	
demean	or	talk	about	the	problems	or	mistakes	or	
failures	of	others,	even	in	little,	subtle	putdowns	
or	jabs.	Strive	instead	to	speak	well	of	others,	to	
love	them	rather	than	criticize	them.

	 163.	Be	polite	and	strive	for	consideration	
and	good	etiquette	in	your	speech	habits.	It	
will	 improve	your	quality	of	 life,	draw	you	
closer	to	others,	and	make	you	a	better	sample	
of	My	love—both	to	those	within	the	Family	
and	those	without.

	 164.	Be	quick	to	hear	and	at	times	slow	
to	 speak,	 especially	 when	 counseling	 with	
others.

	 165.	It	often	takes	a	moment	or	two	to	give	
prayerful	consideration	to	what	has	been	said,	
as	well	as	to	prepare	how	you	wish	to	respond.	
So	engage	your	mind	before	you	engage	your	
mouth.	And	if	it’s	going	to	take	you	a	moment	
to	formulate	your	reply,	say	something	to	let	the	
other	person	know	you’re	thinking	about	it.

	 166.	Hurtful	words	linger	long	after	they	
are	spoken,	and	words	that	are	spoken	quickly	
and	without	much	forethought	can	take	a	great	
many	other	words	to	explain	and	to	clarify,	or	
to	apologize	for.

	 167.	Being	willing	 to	admit	 that	you	are	
wrong	is	a	part	of	good	manners,	and	works	to	
create	love	in	the	hearts	of	others.	If	you	can	con-
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fess	that	you	made	a	mistake,	that	your	opinion	
was	probably	off	in	this	or	that	matter,	that	you	
gave	some	bad	advice	or	unwise	counsel	in	some	
situation,	it’s	a	sign	of	love	and	makes	others	love	
you	all	the	more.	Love	begets	love.	Rudeness	or	
self-righteousness,	on	the	other	hand—a	lack	of	
courtesy,	kindness,	and	good	manners—begets	
anger	and	even	confrontation.

	 168.	In	speaking,	just	as	in	driving,	if	you	
go	slower	you	often	get	there	quicker.	Go	slow,	
and	your	words	will	not	as	easily	offend	or	hurt	
others	because	you	take	more	time	to	prepare	
and	give	Me	more	time	to	check	you.

	 169.	There	is	much	in	the	words	of	David	
and	other	pubs	on	how	to	communicate	well	
and	effectively.	Read	the	Letters,	the	FSMs,	
the	MOP,	Good Thots,	How to Love,	and	even	
book	summaries	on	the	MO	site.

	 170.	Polite	words	that	can	help	you	show	
respect	for	other	people	and	improve	overall	
social	graces:
	  “Hello!” When	greeting	a	person.
	  “Goodbye!” When	 bidding	 them	
farewell.
	 	“How are you today?” When	you	want	
to	know	how	a	person	is.
	 	“Fine, thank you. How are you?” When	
a	person	asks	you	how	you	are.
	 	“May I?” When	you	want	permission	
to	do	something.
	 	“Please.” When	you	want	something	
from	someone	else.
	 	 “Thank you.” When	 another	 person	
offers	you	something.
	 	“No, thank you.” When	a	person	offers	
you	something	you	do	not	want.
	 	 “You’re welcome.” When	 a	 person	
thanks	you	for	something.
	 	“Excuse me.” When	you	interrupt	a	per-
son,	leave	the	table,	bump	into	someone,	etc.

	 	“Pardon?” When	you	do	not	hear	what	
someone	says	and	you	want	the	person	to	repeat	
it. Even	saying	“Excuse me?”	is	better	than	
“What?”	Also,	“I’m sorry, but I didn’t catch 
that.”
	 	“I’m sorry.” Or “I apologize.” When	
you	do	something	wrong	to	someone	else,	or	
when	you	have	hurt	or	offended	someone.
	 	 “That’s okay, I forgive you.” And 
“You’re forgiven.” When	 someone	 apolo-
gizes.

	 171.	 (Jesus:) Unfortunately, 
many people are very weak in even 
using some of these very common 
words of courtesy.	It’s	not	just	a	few	
people	either,	but	quite	a	number.	And	
many	of	the	JETTs	and	young	people	
are	growing	up	without	these	habits	as	
well,	which	is	very	sad.	So	although	
it	might	seem	like	an	insult	to	some	
people’s	intelligence,	for	the	sake	of	
those	 who	 need	 it,	 I	 am	 including	
them	as	a	reminder.

	 172.	Acknowledge	people	who	walk	up	
to	you	when	you	are	conversing	with	some-
one	else.	The	reason	they	walk	up	to	you	is	
because	they	either	need	something	from	you	
or	they’re	hoping	to	find	someone	to	talk	to.	So	
say	something	like,	“Hi,	so-and-so!	We	were	
just	talking	about	such-and-such,	but	did	you	
need	something?”
	 173.	Or,	if	that	person	is	coming	to	join	in	
on	the	conversation,	bring	him	or	her	into	the	
conversation	by	explaining	what	you	were	just	
talking	about.	You	could	say	something	like,	
“We	were	 just	 talking	about	when	we	were	
16.”	 It’s	 rude	 and	 hurtful	 to	 leave	 a	 person	
standing	there	without	acknowledging	them;	
it’s	good	manners	to	include	them.
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	 174.	Of	course,	in	some	cases	you	might	
be	talking	about	something	that	is	inappropriate	
for	the	other	person	to	join	in	on.	This	shouldn’t	
generally	be	the	case,	as	such	private	conversa-
tions	should	usually	be	conducted	in	private.	But	
if	you	do	slip	and	are	having	a	private	conversa-
tion	in	a	public	place	where	people	might	come	
up	and	join	you—such	as	at	a	fellowship	or	a	
party	or	in	a	communal	area—then	you	could	say	
something	like,	“Hi,	so-and-so!	You’re	welcome	
to	join	us.	We	were	just	discussing	some	personal	
things,	but	we’ll	save	that	topic	for	later,	since	
we’d	love	your	company.”	And	then	go	on	to	
talk	about	something	that	is	appropriate	for	all.

	 175.	If	someone	wants	to	talk	to	you	about	
something,	but	it’s	not	a	good	time	for	you	to	
talk,	explain	politely	with	something	like,	“I’d	
like	to	talk	about	this,	but	I	just	can’t	right	now.	
Can	we	make	a	time	when	we	can	talk	later?”	
Then	suggest	a	time—and	be	faithful	to	follow	
through	on	it.

	 176.	Don’t	buttonhole	others.	In	other	words,	
you,	the	“button,”	come	along	and	push	yourself	in	
the	“hole,”	so	that	you’re	locked	in.	For	example,	
here’s	a	buttonhole	scenario.	You	see	so-and-so	
going	out	the	door,	and	you	remember	that	you	
really	want	to	talk	to	him	about	something.	So	
you	take	him	by	the	arm,	maneuver	him	into	a	
corner	where	he	can’t	escape,	and	start	talking	
to	him.	He	will	feel	very	obliged	to	listen	to	you	
because	you	have	him	buttonholed.
	 177.	Another	 scenario:	 Maybe	 you’re	
going	 through	a	battle	 and	you	 really	want	
someone	to	talk	to,	and	lo	and	behold,	one	of	
your	friends	happens	to	walk	by	and	you	im-
mediately	start	unloading	nonstop.	You	don’t	
pick	up	on	their	cues,	such	as	them	looking	
at	 their	 watch,	 their	 eyes	 wandering	 to	 the	
sandwich	they	were	just	about	to	eat,	and	the	
look	 of	 helplessness	 on	 their	 face	 because	
you’ve	got	them	buttonholed.

	 178.	Timing	is	important	in	conversations.	
Be	mindful	not	to	impose	something	that	is	
important	to	you	on	others,	if	it’s	not	the	right	
time	for	them	to	listen	to	you.	Give	people	the	
leeway	to	walk	away	from	the	conversation.	
Or	better	yet,	ask	them	first	if	it’s	a	good	time	
or	not.

	 179.	Have	a	good	sense	of	humor,	but	watch	
out	for	sarcasm.	Sarcasm	is	not	the	same	as	hu-
mor,	although	some	people	get	them	confused	
and	think	both	are	funny.	Good	humor	does	not	
hurt	anyone.	Sarcasm	is	hurtful	comments	that	
mock	people	and	put	them	down.	For	example,	
“I	really	like	you	because	you	have	so	many	
faults	that	I	can	talk	about.”	A	comment	like	
that	might	seem	funny	and	make	a	few	people	
laugh,	but	not	only	does	it	hurt	the	person	you	
made	 the	 comment	 about,	 but	 it	 calls	 your	
sincerity	into	question.	Sarcasm	is	pride.

	 180.	Be	sensitive	to	people’s	mood	and	their	
condition	or	circumstances,	such	as	if	they	had	
a	poor	night’s	sleep	or	just	heard	bad	news.	If	
you	take	note	of	these	things,	it	will	help	you	
to	know	how	to	present	things	to	them.

	 181.	Try,	as	much	as	possible,	to	pronounce	
people’s	names	correctly.	This	is	important	for	
those	 in	or	out	of	 the	Family.	And	if	you	are	
unsure	of	how	to	pronounce	it,	humbly	ask,	“I’m	
sorry,	but	how	do	you	pronounce	your	name?”
	 182.	And,	on	the	other	side	of	the	coin,	if	
you	know	that	you	have	a	name	 that	 is	often	
pronounced	wrong,	help	the	person	you	are	get-
ting	to	know	by	saying	something	like,	“I	know	
that	my	name’s	a	little	bit	unique,	but	it’s	said	
like	this…”	That	way	you	avoid	the	other	person	
feeling	embarrassed	that	they	didn’t	get	it	right.

	 183.	Don’t	fidget	with	things	when	some-
one	 is	 talking	 to	 you.	 It	 makes	 it	 look	 like	
you’re	not	interested	in	the	speaker.
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Courtesy in written communications
	 184.	When	writing	business-related	e-mails	
or	 letters,	 try	 to	avoid	a	stiff,	business-only	
message.	While	it	takes	a	bit	more	time	to	add	
a	few	extra	personal	friendly	touches,	it	can	
really	make	a	difference	in	your	interaction	
about	the	topic.
	 185.	This	doesn’t	mean	that	you	need	to	
get	a	prophecy	of	encouragement	every	time	
you	write	someone,	or	that	you	need	to	include	
a	quote	from	one	of	the	latest	Letters	in	the	
opening	 paragraph.	 Just	 include	 something	
friendly	and	loving	and	personal,	even	if	it’s	
short.

	 186.	It’s	love	and	good	manners	to	get	to	
know	the	people	you	communicate	with	via	
mail	or	e-mail	or	phone	and	find	out	what	type	
of	communication	they	like.	Some	people	like	
things	straight	and	to	the	point	without	any	
extra	frills.	Some	people	like	things	presented	
in	a	very	flowery	manner.	Some	people	like	
lots	of	explanation	about	things.
	 187.	 So	 find	 out	 what	 those	 you	 com-
municate	with	appreciate,	and	try	to	accom-
modate	their	preferences.	This	means	that	if	
you’re	a	“straight	 to	 the	point”	person,	you	
should	still	try	to	add	a	few	more	frills	or	put	
more	explanation	into	the	notes	you	write	to	
those	who	appreciate	that	kind	of	thing.	Adapt	
your	communications,	and	the	way	you	write	
and	express	things,	according	to	the	needs	of	
others.	That’s	love.

	 188.	(Dad:)	If	you	take	the	time	to	write	
someone	a	note	or	a	letter	or	a	card,	it	is	no	
doubt	special	to	you,	and	you	would	feel	hurt	
if	it	was	not	promptly	and	properly	acknowl-
edged,	but	was	instead	brushed	off,	ignored,	
or	taken	for	granted.	Do	likewise	when	you	
receive	notes,	letters,	cards,	or	gifts	from	others.	
Express	your	appreciation,	and	do	it	as	soon	
as	possible.	And	if	such	appreciation	does	not	

come	naturally	to	you,	ask	the	Lord	to	give	
you	the	words	to	say.	And,	depending	on	the	
communication	or	 the	gift,	you	might	want	
to	acknowledge	 it	again	 later.	“By	the	way,	
thanks	again	for	that	…	I	really	appreciated	
your	thinking	of	me!”

	 189.	Always,	always,	without	fail,	send	
“thank	you”	notes—or	at	the	very	least	verbal	
thanks	and	acknowledgment—to	those	who	
give	to	you;	not	just	to	those	outside	of	the	
Family,	but	also	to	those	in	the	Family	who	
give	you	something	or	do	something	special	
for	you.	Nothing	discourages	people	more	
than	 non-responsiveness	 to	 their	 acts	 of	
kindness	and	giving.

	 190.	(Comment from a Family member:)	
“It	seems	difficult	 to	get	 replies	from	some	
brethren.	 I	wonder	 if	we	 should	have	more	
etiquette	in	our	e-mail.	I	know	we	can’t	legis-
late	righteousness,	but	it	is	often	the	case	that	
I	receive	no	acknowledgments	of	my	e-mails.	
I	think	I	do	in	the	majority	of	cases.	But	since	
in	 maybe	 30%	 or	 more	 I	 don’t,	 it	 seems	 a	
bit	sad.	Recently	I	took	the	time	to	write	my	
regional	board	member	with	ideas	(exciting	
ones,	I	thought),	and	things	the	Lord	showed	
me,	for	the	first	time,	but	I	didn’t	receive	any	
reply.	I	do	find	this	discouraging.	This	is	not	
the	first	 time	this	has	happened,	and	I	have	
also	done	it	to	others.
	 191.	“I	know	we	can’t	make	it	a	policy,	but	
I	think	those	in	WS	are	very	good	examples	of	
at	least	punching	the	reply	button	and	saying,	
‘Got	it,	txs!’	Even	this	is	very	good	and	help-
ful.	It	would	be	nice	to	have	something	written	
about	this.	I	know	it’s	not	always	possible	to	
reply	right	away,	although	I	wish	there	was	a	
speedier	way	to	get	replies.”
	 192.	(Mama:)	Please	take	the	time	to	reply	
when	someone	writes	you!	Everyone	is	busy,	
but	 please	don’t	 be	 too	busy	 to	 show	 love	
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and	consideration	for	people’s	feelings	and	
needs.	As	this	person	commented,	even	if	you	
can	only	send	a	few	words	to	acknowledge	
receiving	their	message,	 it’s	 important	and	
you	should.	And	even	if	it	takes	you	a	while	
to	acknowledge	their	message	or	to	answer	
their	questions	or	consider	their	proposals,	
you	should	still	do	it.	Don’t	brush	it	off	and	
just	 forget	 about	 it,	 thinking	 it’s	 been	 so	
long	now	that	it	doesn’t	matter	anymore.	As	
you	can	see,	dear	Family,	it	does	matter	to	
people.	So	please	have	the	decency	to	reply	
to	people’s	e-mails	to	you.
	 193. And	 Family,	 please	 be	 patient	 in	
awaiting	the	response	to	your	e-mail,	realizing	
that	many	Family	members	get	dozens	or	even	
hundreds	of	e-mails	every	day,	and	it	takes	a	
long	time	to	go	through	them—much	less	to	
consider	 all	 the	points,	 counsel	 about	 them	
with	others,	pray	about	them,	etc.	E-mail	can	
be	very	fast,	but	arriving	at	a	consensus	and	
making	decisions	through	prayer,	counsel	and	
prophecy	can	take	much	longer.

	 194.	Don’t	get	going	so	fast	in	your	e-
mail	correspondence	that	you	let	the	niceties	
slip.	Don’t	let	your	notes	become	too	curt.	
Even	if	you	write	a	short	note,	it	should	still	
be	polite.	You	should	always	be	 respectful	
that	you	are	taking	someone’s	time	to	read	
your	note,	so	make	sure	your	notes	are	loving	
and	appreciative	toward	them,	and	not	just	
curt	orders	or	instructions	or	requests,	if	at	
all	possible.

	 195. Typing	in	all	caps	in	e-mail	normally	
stands	 for	 shouting,	 rather	 than	 conveying	
importance	 or	 urgency,	 and	 is	 regarded	 as	
rude.

	 196.	Spell	people’s	names	correctly.	If	you	
don’t	know	the	proper	spelling,	ask	them,	or	
ask	someone	who	does.

	 197.	In	your	writing	and	e-mails,	
avoid	 some	 of	 the	 most	 common	
grammatical	errors:

	 198.	 “Between you and I.”	
When	“you	and	I”	follows	a	preposi-
tion—such	as	“between”	or	“to”	or	
“for”—it	becomes	“you	and	me.”

	 199.	Avoid the phrase “I, my-
self.”	In	fact,	use	“myself”	only	for	
emphasis.

	 200.	Use “I” or “me” instead 
of “myself.”	 It’s	 common	 to	 hear	
someone	say,	“Both	John	and	myself	
believe	 strongly	 in	 that	 issue.”	The	
person	should	have	said,	“John	and	
I,”	 because	 the	 two	 people	 are	 the	
subject	of	the	sentence.
	 201.	In	other	cases,	people	wrongly	
say,	“Contact	Mary	or	myself.”	Here,	
myself	should	be	changed	to	me	be-
cause	it	is	the	object	of	a	verb.
	 202.	To	determine	whether	to	use	I	
or	me,	eliminate	other	people	from	the	
sentence.	You	wouldn’t	say,	“Contact	
myself,”	nor	would	you	say,	“Myself	
believes	strongly	in	the	issue.”

	 203.	Pronoun problems.	Pronouns	
are	words	that	take	the	place	of	nouns,	
such	as	I,	you,	he,	him,	she,	her,	it,	they,	
and	their	use	can	be	tricky,	especially	
when	you	have	a	compound	subject	
or	object	in	a	sentence.	“John	wants	
to	go	swimming,”	for	example,	isn’t	
a	problem.	But	is	it	“John	and	I	want	
to	go	 swimming”	or	 “John	and	me	
want	to	go	swimming”?	The	answer	
is	“John	and	I	want	to	go	swimming.”	
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The	pronoun	in	a	compound	subject	
like	 this	has	 to	have	 the	 same	 form	
as	it	would	if	it	were	standing	alone:	
“John	wants	to	go	swimming”	and	“I	
want	to	go	swimming,”	not	“Me	want	
to	go	swimming.”
	 204.	Similarly,	you	would	say	“He	
and	I	are	going	on	a	trip”	or	“He	and	she	
went	to	the	market.”	You	wouldn’t	say	
“Him	and	I	are	going	on	a	trip”	(“Him”	
is	an	object,	not	a	subject,	and	“Him”	
isn’t	going	anywhere—“He”	is).	Nor	
would	you	say	“Him	and	her	are	going	
to	the	market”	(Again,	both	“him”	and	
“her”	are	objects	of	the	sentence,	not	
subjects,	and	they	don’t	go	places).

	 205.	“Fewer” refers to items, 
things you can count. “Less” refers 
to quantities	 such	as	water,	 effort,	
and	time.	“Making	fewer	grammati-
cal	errors	will	allow	you	to	feel	less	
foolish.”	Similarly,	“farther”	refers	to	
actual	distance,	as	in	“a	mile	farther,”	
while	“further”	indicates	an	extension,	
as	in	“further	discussion.”

	 206.	Don’t use “irregardless”;	
“regardless”	is	correct.

	 207.	Avoid “feel badly.”	It	means	
you	aren’t	very	good	at	feeling	things,	
in	a	tactile	sense.	Instead,	use	“feel	
bad.”

	 208.	“Bring” and “take.”	Bring	
denotes	movement	toward	the	speaker;	
take	 denotes	 movement	 that’s	 not	
toward	the	speaker.	You	bring	home	
the	groceries,	while	you	take	the	suit	
to	the	dry	cleaner.

	 209.	 “Lay” and “lie.”	 LAY,	
LAID,	LAID	are	the	principal	parts	
of	 the	verb	“to	lay,”	which	means	
to	put	down,	to	place	or	set	down.	
“I	 will	 lay	 the	 magazines	 on	 the	
table.”	“I	laid	the	magazines	there	
yesterday.”	“I	have	always	laid	them	
there.”
	 210.	 LIE,	 LAY,	 LAIN	 are	 the	
principal	 parts	 of	 the	verb	 “to	 lie,”	
which	 means	 to	 recline	 or	 repose.	
“She	will	lie	in	the	hammock.”	“She	
is	lying	in	the	hammock.”	“She	lay	
in	the	hammock	all	day	yesterday.”	
“She	 has	 lain	 in	 the	 hammock	 all	
afternoon.”
	 211.	 The	 confusion	 between	
these	two	words	comes	in	because	the	
present	tense	of	“to	lay”	(“I	lay	the	
newspaper	on	the	TV	every	morning”)	
is	the	same	as	the	past	tense	of	the	
verb	“to	lie.”	(“After	I	said	this,	the	
newspaper	lay	there	all	afternoon.”)	
But	think	of	it	like	this:	I	lie	down	in	
bed,	but	I	lay	the	book	down	on	the	
table.	Lie	is	what	you	do	to	yourself.	
Lay	is	what	you	do	with	something	
else.
	 212.	So	as	you	can	see,	Bob	Dylan	
should	have	really	sung,	“Lie,	lady,	
lie.	Lie	across	my	big	brass	bed.”

	 213.	Tenses. “Tense”	is	the	prop-
erty	of	a	verb	that	indicates	the	time	
in	which	the	action	described	by	the	
verb	takes	place.
	 214.	 The	 three	 simple	 tenses	
are:
	 Present:	I	walk	the	dog.
	 Past:	I	walked	the	dog.
	 Future:	I	will walk	the	dog.
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	 215.	Three	 perfect	 tenses	 are	
formed	by	adding	the	auxiliary	have	
or	had:
	 Present	 perfect:	 I	 have walked	
the	dog.
	 Past	 perfect:	 I	 had walked	 the	
dog.
	 Future:	 I	 will have walked	 the	
dog.
	 216.	 Getting	 tenses	 right	 can	
be	 tough,	 especially	when	 it	 comes	
to	 deciding	 between	 the	past	 tense	
(“walked,”	for	example)	and	the	past	
perfect	 tense	 (“had	 walked”).	 Use	
the	past	 tense	 to	 indicate	 an	 action	
that	occurred	sometime	in	the	past.	“I	
finished	my	report.”	“The	campaign	
was	a	success.”
	 217.	The	 past	 perfect	 tense	 is	
formed	by	combining	had	with	 the	
past	 participle	 of	 a	 verb.	 Use	 this	
tense	to	describe	a	past	action	that	was	
completed	at	a	definite	time.	“You	had 
learned	the	secret	long	ago.”	“Before	
that	evening,	I	had never seen	such	a	
beautiful	sunset.”
	 218.	The	 past	 perfect	 isn’t	 as	
common	as	it	used	to	be,	and	if	you’re	
careful	with	your	grammar,	you	don’t	
absolutely	 have	 to	 use	 it;	 just	 take	
care	to	make	sure	the	timing	of	the	
sentence	is	clear.
	 (Grammar	tips	compiled	from	The 
Complete Idiot’s Guide to Etiquette,	
by	 Mary	 Mitchell	 and	 John	 Corr;	
The Wall Street Journal to Business 
Style and Usage,	 by	 Paul	 Martin;	
The Handbook of Good English,	by	
Edward	Johnson.)

Courtesy in phone communications
	 219.	When	talking	on	the	phone,	speak	
clearly	and	identify	yourself	right	away.	If	you	
are	the	one	on	the	receiving	end	of	a	phone	
call	 and	 the	other	person	has	not	 identified	
themselves,	then	ask	politely	who	is	calling.

	 220.	When	 talking	 on	 the	 phone,	 you	
need	 to	 be	 friendly	 and	 give	 the	 necessary	
information.	People,	especially	 those	of	 the	
older	generation,	perceive	things	like	a	curt	
response	on	the	telephone	as	impolite.

	 221.	When	you	phone	someone,	unless	
it’s	 an	 emergency,	 you	 should	 ask	 them	 if	
this	is	a	good	time	for	them	to	talk,	or	if	they	
would	like	you	to	call	back	later.	This	gives	
them	the	option	of	either	telling	you	that	it	is	
a	good	time	to	talk,	or	if	it’s	not,	to	call	them	
later.

	 222.	Smile	when	you’re	on	the	telephone,	
because	believe	it	or	not,	a	smile	can	be	“heard.”	
If	you’re	smiling	and	happy,	then	the	person	
on	the	other	end	of	the	phone	gets	that	in	the	
spirit.	If	you’re	frowning	and	your	expression	
is	not	a	happy	one,	or	you	sound	like	you	wish	
you	didn’t	have	to	be	talking	to	that	person	on	
the	phone,	it	comes	across	too.

	 223.	You	don’t	want	to	be	yelling	into	the	
earpiece,	 but	be	 sure	 that	 you	 speak	 loudly	
enough	when	on	the	phone.	It’s	your	responsi-
bility,	as	the	caller,	to	make	your	words	heard.	
It’s	even	worthwhile	 to	ask	sometime	 in	 the	
beginning	of	the	conversation,	“Can	you	hear	me	
clearly	enough?	Am	I	being	loud	enough?”

	 224.	When	you’re	on	the	telephone,	it’s	
best	to	stick	to	doing	only	that.	Don’t	engage	
in	 other	 activities	 that	 could	 be	 distracting	
either	for	you	or	the	person	on	the	other	end	
of	the	call.	It	is	especially	rude	to	be	chewing,	
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eating,	drinking,	blowing	your	nose,	or	other	
such	things	while	on	the	phone.

Mealtime manners

	 225.	(Question:) Are we, in our 
busy communal Homes, expected 
to have “textbook” mealtime man-
ners—as	far	as	the	way	our	tables	are	set,	
the	way	the	cutlery	is	put	out,	etc.?

	 226.	 (Jesus:) If you can, why 
not?	If	you	can	work	it	out,	why	not	
make	your	mealtimes	more	pleasant	
by	employing	better	manners	at	every	
meal?	You	don’t	have	to	always	practice	
“formal	dining,”	but	you	can	definitely	
improve	 things	by	setting	 the	 tables	
correctly,	putting	out	the	right	cutlery,	
ensuring	that	there	are	napkins,	etc.
	 227.	If you are able, you might 
even want to consider serving the 
food on the tables in serving bowls, 
rather than having a cafeteria-style 
serving line.	Or	you	may	want	to	do	
this	for	one,	or	a	few,	meals	each	week,	
so	that	everyone	gets	some	practice.	
This	 is	 especially	 important	 for	 the	
sake	of	your	children,	so	that	they	learn	
what	it	means	to	have	good	manners,	
and	to	sit	at	a	table	properly	set.
	 228.	But even if you do continue 
to serve your food in a buffet style, 
you can make a push as a Home to 
employ better manners when you 
sit down to eat your food. And,	of	
course,	all	of	 the	usual	 things—like	
not	chewing	with	your	mouth	open,	
not	talking	with	food	in	your	mouth,	
not	putting	your	elbows	on	the	table,	
not	blowing	your	nose	 at	 the	 table,	
etc.—apply	at	all	times.

	 229.	Let	 someone	else	 take	 the	biggest	
piece.	Let	someone	else	take	the	last	piece.

	 230.	If	there	are	a	variety	of	food	items	being	
served,	and	there’s	not	enough	of	each	thing	for	
everyone	(such	as	a	plate	of	different	types	of	
cookies,	or	different	types	of	sandwiches	on	a	
platter),	then	offer	for	others	to	choose	what	they	
would	like	before	you	take	what	you	prefer.

	 231.	Resist	the	temptation	to	gobble	up	
your	food	and	dart	back	to	work.

	 232.	There	are	countries	in	which	eating	
with	your	hands	is	not	only	permissible,	but	
also	good;	 in	 other	 countries	 it	would	be	 a	
disgrace.	Learn	the	proper	way	to	eat	for	the	
culture	that	you	are	in,	so	that	it	is	clean	and	
presentable	and	acceptable.

	 233.	Take	a	 few	minutes	 to	comb	your	
hair,	to	wash	your	face	and	hands,	and	maybe	
put	on	a	light	splash	of	cologne	before	meals.	
Looking	nice	 and	 smelling	good	when	you	
come	to	meals	is	consideration.

	 234.	Try	this:	Each	person	serves	someone	
else	their	plate	of	food	during	one	specified	
meal	time.	Ask	the	person	how	much	he	wants	
of	the	different	foods,	and	if	there	are	choices	
in	foods,	what	he	would	like,	etc.	The	idea	of	
this	 is	 to	 have	 practice	 in	 serving	 someone	
else,	 and	 taking	 care	 of	 their	 needs	 before	
your	own.

	 235.	Poor	table	manners	work	against	the	
weapon	of	brotherhood	and	unity,	because	you	
aren’t	putting	forth	the	effort	to	make	others’	
experience	with	you	at	the	table	pleasant.

	 236.	Ensure	that	you	are	employing	the	
following	basic	manners:
	 Be	on	time	for	meals.
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	 Use	“please”	and	“thank	you.”
	 Don’t	reach	over	another	person’s	plate	
or	in	front	of	their	face	while	they’re	eating.
	 Don’t	put	your	elbows,	not	even	one	
elbow,	on	the	table	while	eating.
	 Avoid	talking	when	you	have	food	in	
your	mouth.
	 Don’t	chew	your	food	with	your	mouth	
open.
	 Chew	food	slowly.	Do	not	chomp	and	
make	noises	with	your	mouth.
	 Politely	ask	the	people	who	are	sitting	
at	the	table	to	pass	you	things	that	are	not	close	
to	you.
	 Avoid	burping	(or	clearing	your	throat	
loudly)	around	other	people.	Say	“excuse	me”	
if	you	should	accidentally	burp.
	 Cover	your	mouth	and	turn	away	from	
the	 food	 and	 say	 “excuse	 me”	 if	 you	 must	
sneeze	or	cough	while	you	are	at	the	table.
	 If	you	have	to	blow	your	nose,	scratch,	
etc.,	excuse	yourself	and	leave	the	table.
	 Avoid	making	a	mess	around	you	when	
you	eat.	Use	a	napkin	to	catch	food	that	you	
might	accidentally	drop.
	 Avoid	filling	your	mouth	overly	full	with	
food.
	 Politely	excuse yourself	when	leaving	
the	table	after	you	have	finished	eating.
	 Thank	others	for	their	good	company	
and	also	try	to	thank	the	person	who	prepared	
the	food.

	 237.	When	conversing	at	mealtimes:
	 Listen	 to	 others	 and	 don’t	 hog	 the	
conversation.
	 Make	sure	your	conversation	at	the	table	
is	 appropriate,	 especially	when	children	are	
present.
	 Talk	about	edifying	things.
	 Try	having	conversation	primers	at	the	
table:	simple	questions	that	would	not	require	
lengthy	answers.

	 Try	to	include	everyone	in	the	conver-
sation	at	the	table.	For	example,	if	the	people	
at	 your	 table	 aren’t	 familiar	 with	 the	 latest	
computer	technology,	don’t	stay	on	that	subject	
too	long.	Instead,	try	to	find	some	way	to	bring	
them	into	your	conversation	too.
	 Join	 in.	 Conversations	 make	 a	 meal	
more	enjoyable.	Don’t	just	stare	at	your	plate,	
or	 look	out	 the	window.	Talk	 to	 the	people	
around	you.

	 238.	At	meals,	see	if	there	is	a	need	and	
fill	it—for	example,	for	water	or	cups. Or	get	
and	pass	out	napkins	if	you	notice	that	there	
aren’t	any	or	enough	of	them	on	the	table.

	 239.	Ask	 if	 you	 can	 get	 something	 for	
anyone	else	when	you	leave	the	table	to	get	
something	for	yourself.	For	example,	if	you’re	
getting	up	at	the	end	of	dinner	to	get	yourself	
a	piece	of	fruit,	ask	if	anyone	else	at	the	table	
would	like	a	piece	also.	Or,	take	the	initiative	
and	bring	a	bowl	of	fruit,	just	in	case.

	 240.	When	serving	your	food,	don’t	over-
load	your	plate.	Going	back	 for	 seconds	or	
thirds,	when	there	is	enough	food,	is	perfectly	
acceptable.	That’s	better	manners,	and	more	
loving,	than	taking	a	horse’s	portion	the	first	
time	around,	which	can	sometimes	cause	other	
people	to	miss	out.	And	it’s	better	than	serving	
yourself	too	much	and	then	wasting	it.

	 241.	Even	if	you	don’t	 like	what	 is	be-
ing	served,	try	to	eat	a	little	bit	of	what	is	set	
before	 you,	 “giving	 thanks.”	When	 you	 do	
this,	it	not	only	shows	the	cook	appreciation,	
but	it’s	also	a	good	sample	to	the	children.	If	
you’re	eating	in	someone	else’s	house	as	their	
guest,	it’s	doubly	important.

	 242.	Learn	how	to	eat	messy	foods	prop-
erly.	For	example,	when	eating	spaghetti,	wind	
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a	little	around	your	fork	into	a	bite-sized	por-
tion.	It’s	proper	to	use	a	spoon	to	help	you	do	
that.	Don’t	slurp	up	the	noodles,	or	let	them	
dangle	messily	from	your	fork.

	 243.	When	putting	things	like	butter,	may-
onnaise,	mustard,	ketchup,	peanut	butter,	honey,	
and	other	condiments,	on	your	bread—or	on	
other	things,	such	as	pancakes	or	potatoes—it’s	
good	manners	to	take	a	bit	from	the	jar	and	
put	it	on	your	plate,	and	then	spread	it	from	
there.	Once	your	knife	has	touched	the	bread	
(or	whatever	other	item	you’re	eating),	it’s	best	
not	to	put	it	back	into	the	jar,	as	then	you	can	
get	crumbs	or	pieces	of	the	food	in	the	butter,	
peanut	butter,	honey,	etc.	This	is	not	just	good	

manners,	but	it	helps	the	condiments	not	to	get	
mixed	together,	and	prevents	contamination.
	 244.	When	 possible,	 especially	 in	 our	
communal	Homes,	it’s	good	to	have	as	many	
of	the	condiments	as	possible—like	the	honey	
and	the	ketchup	and	mustard—in	containers	
that	you	can	squeeze	from,	rather	than	having	
to	dip	a	knife	into.

	 245. Don’t	put	your	spoon	or	fork	into	a	jar	
or	container,	then	stick	it	in	your	mouth,	and	
put	that	same	utensil	back	in	to	have	another	
bite	or	serve	yourself	more.	This	is	unaccept-
able,	and	by	doing	so	you	may	be	responsible	
for	passing	your	germs	on	to	others—or	at	the	
very	least,	spoiling	the	food.

Dining Etiquette: An Overview of 
Cross-Cultural Dining Etiquette
By	Neil	Payne,	The	Sideroad	website

Cross-cultural dining etiquette involves 
considering the following points and 
adjusting your manners accordingly:
	 246.	Seating:	Is	there	a	protocol	as	
to	who	sits	where?	Should	one	wait	 to	
be	seated?	Is	it	acceptable	etiquette	for	
men/women	to	sit	next	to	one	another?
	 247.	Eating:	What	utensils,	 if	 any,	
are	used?	Is	it	a	knife	and	fork,	hands,	or	
chopsticks?	Is	there	any	etiquette	involved	
in	using	them?
	 248.	Body language:	How	 should	
one	sit?	Is	it	bad	etiquette	to	rest	elbows	
on	the	table?	If	seated	on	the	floor,	what	
is	the	correct	position?
	 249.	Conversation:	Is	the	meal	the	
proper	place	to	engage	in	conversation?	If	
so,	is	discussing	business	appropriate?
	 250.	The food:	What	foods	are	common	
to	eat?	Is	it	good	etiquette	to	compliment

the	cook	and	how?	Does	one	finish	every-
thing	on	the	plate?	Is	it	polite	to	ask	for	more?
	 251.	Home/restaurant:	What	differ-
ences	in	etiquette	or	protocol	would	there	
be?	Does	one	 take	a	gift	 to	 the	home?	
Who	pays	the	bill	at	a	restaurant?

	 252.	 By	 way	 of	 outlining	 some	 of	
the	 cross-cultural	 differences	 in	 dining	
etiquette	around	the	world,	the	following	
countries	shall	be	used	as	examples:

Dining etiquette in Germany
	 253.	 It	 is	 good	 etiquette	 to	 remain	
standing	until	shown	where	to	sit.
	 254.	Table	 manners	 are	 continen-
tal—fork	in	left	hand	and	knife	in	right.
	 255.	 Do	 not	 begin	 eating	 until	 the	
host	signals	to	do	so.
	 256.	It	is	bad	etiquette	to	rest	elbows	
on	the	table.
	 257.	Try	and	cut	food	with	the	fork,	
as	it	compliments	the	cook	by	showing	
it	is	tender.
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	 258.	Everything	on	the	plate	should	
be	eaten.
	 259.	 Indicate	you	have	finished	by	
laying	the	fork	and	knife	parallel	across	
the	right-hand	side	of	the	plate.

Dining etiquette in Japan
	 260.	An	 honored	 guest	 sits	 at	 the	
center	of	the	table	furthest	from	the	door	
and	begins	eating	first.
	 261.	Learn	to	use	chopsticks—never	
point	them,	never	pierce	food	with	them,	
rest	 them	 on	 the	 chopstick	 rest	 when	
breaking	for	drink	or	chat.
	 262.	It	is	good	etiquette	to	try	a	bit	
of	everything.
	 263.	Conversation	is	subdued.

Dining etiquette in Turkey
	 264.	 Meals	 are	 a	 social	 affair.	
Conversations	are	animated	and	loud.
	 265.	The	head	of	the	family	or	hon-
ored	guest	is	served	first.
	 266.	It	is	good	etiquette	to	insist	that	
the	most	senior	is	served	first	instead	of	
you.
	 267.	Asking	for	more	food	is	a	com-
pliment.
	 268.	If	taken	to	a	restaurant,	Turkish	
dining	etiquette	has	strict	rules	that	the	
one	 who	 extended	 the	 invitation	 must	
pay.

Dining etiquette in the U.S.
	 269.	The	fork	is	held	in	the	right	hand	
and	is	used	for	eating.

	 270.	To	 use	 the	 knife,	 the	 fork	 is	
switched	 to	 the	 left	 hand.	To	 continue	
eating,	the	fork	is	switched	back	to	the	
right	hand.
	 271.	 If	 you	 are	 more	 comfortable	
eating	in	the	Continental	manner,	it	will	
not	offend	anyone.
	 272.	Foods	or	drinks	can	be	refused	
without	causing	offense.
	 273.	Many	foods	are	eaten	by	hand.

Dining etiquette in the Middle East
	 274.	Guests	are	honored	with	prime	
choice	of	meats—head,	eyes,	etc.
	 275.	Food	is	eaten	with	the	right	hand	
only.
	 276.	Meat	is	torn	by	holding	down	
the	 piece	 against	 the	 dish	 and	 ripping	
off	a	desired	amount	with	forefinger	and	
thumb	pressed	together
	 277.	Rice	is	scooped	up.
	 278.	Do	not	be	afraid	of	making	a	
mess.
	 279.	If	you	are	finished,	leave	food	
on	your	plate;	otherwise	it	will	be	filled	
immediately.
	 280.	It	is	proper	etiquette	to	compli-
ment	the	host	on	the	food	and	his	hospi-
tality.

	 281.	 The	 above	 are	 a	 very	 small	
number	of	examples	of	cross-cultural	dif-
ferences	in	dining	etiquette.	It	is	prudent	
to	try	and	ascertain	some	facts	about	the	
dining	etiquette	of	any	country	you	plan	
to	visit/live	in.

To be continued


