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It's easy to understand the general demise of common courtesy in everyday life, given the world's
fast pace and the emergence of the "me first" attitude adopted by so many today. I think it stinks, but
I can see the logic behind it. After all, other than being the "right thing" to do, and possibly having
others think well of you, where's the payoff?
What I can't possibly comprehend, however, is the lack of courtesyâ€”common and otherwiseâ€”in
the business world. Don't people realize it's about taking MONEY right out of their pockets? Not
smiles, not warm and fuzzy feelings, not good vibes, but the almighty buck!
Let's start with Public Enemy #1. What is the one type of business behavior remembered more
negatively than any other? Studies point squarely at unreturned phone calls, and from a personal
standpoint, I couldn't agree more. If there is such a thing as stupid, counterproductive business
behavior, that's it.  Why?
If someone is calling you, there's a reason. It could be as simple as wanting to say hello, or they're
trying to sell you something, or they may have information or an opportunity to communicate to you.
Even if you're a mind reader who knows exactly what they want, and are not in the least bit
interested, call back anyway. It affords you the opportunity to:

a) prove how smart you are by confirming your suspicions, in which case you can be forthright (with
courtesy, of course) about your lack of interest, thereby freeing yourself from the necessity of
dodging future calls and/or further alienating the individual. If they persist, you can then, in good
conscience, ignore them.

b) If for some reason you are unable to make contact with the caller, you may leave a simple
message that you called. This puts the ball back in their lap, you've relieved yourself of your
obligation, and if it's important enough to them, they'll call back. If they don't, once again, your
conscience is clear and you've avoided alienating anyone. Always remember (and this, too, is borne
out by studies) that some of the people whose phone calls you try to ignore will tell others about
itâ€”including the people you do want to hear from.

There is absolutely no excuse for not returning phone calls!

- If you're "too busy," then it's time to sit down and closely analyze your duties and responsibilities.
You're either poorly organized, managing your time unwisely or trying to do too much. Returning
phone calls is a requisite part of everyone's job description. The reality is, that by doing it, you are
practicing good time management.



- Occasionally (as in once in a great while), returning a call in a timely manner (maximum 48 hours)
is a problem. A suggested solution: Have someone else call, acknowledge your receipt of the
message and the fact that you are inaccessible until such and such a date, and offer either
someone else's attention or a firm commitment as to when you will be in touch. (It goes without
saying that you're expected to honor that commitment.)
If you want to enhance your image and reputation as a businessperson, there is no easier way than
to simply return all phone calls in a timely manner. Thatâ€”and that aloneâ€”will leapfrog you ahead
of the majority of people out in the business world today.
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