Polite Conversation Norms in the Office

Dear Team,

I hope this message finds you well. As we continue to collaborate effectively in our workplace, |
would like to gently remind everyone of some polite conversation norms that can enhance our
communication and foster a positive work environment.

o Please listen attentively when someone is speaking, allowing them to express their
thoughts fully before responding.

e Use polite language and expressions of gratitude in your interactions.

« Avoid interrupting others and wait for an appropriate moment to share your ideas.

« Be mindful of your tone and body language, ensuring it conveys respect and openness.

e Welcome diverse opinions and encourage others to share their perspectives.

By following these norms, we can create a respectful and collaborative atmosphere that benefits
us all. Thank you for your attention to this matter.

Best regards,
[Your Name]

[Your Position]



