
21 PR Commandments for Public Officials  
 
1. Be on time for meetings. Even being late one minute is a long time.  
 
2. Smile. It is a trademark of a friendly person and we all like to deal with pleasant people. 
 
3. Call people by name. The most important name in the world is the person’s to whom you are 
speaking.  
 
4. Don’t argue. Even if you win, you lose.  
 
5. Sell your municipal position. When you speak well of your office, you speak with of 
yourself.  
 
6. Show your appreciation. A person does not like to feel that you are performing a favor by 
serving him/her.  
 
7. Show your enthusiasm. It’s contagious.  
 
8. Be a good listener.  
 
9. Make saying “thank you” a habit. It never gets old.  
 
10. Don’t be a stuffed shirt. People can see through a false front.  
 
11. Put yourself in the other person’s shoes. When requests are made, you may understand 
his/her position.  
 
12. Keep Cool. Lost tempers can be damaging.  
 
13. Do small favors. They are more important than big favors.  
 
14. Don’t gush. Be sincere.  
 
15. Know what you are talking about. People may depend upon you for accurate information. 
If you guess, you may guess wrong.  
 
16. Keep promises.  
 
17. Look the part of the official. People judge you by your appearance.  
 
18. Be tactful. Tact is the consideration of the feelings of others.  
 
19. Be helpful. You are obligated to serve the public.  
 
20. Don’t be afraid to admit to mistakes.  
 
21. Avoid jargon and acronyms. Not everyone has the same information or is aware of local 
government language.  


