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Cﬁqpter One

The Importance of Business Etiquette
BEALINBEENE

" Objectives (% 9 8 4z )
After you have studied this chapter, you should be able to:
U Realize the necessity of learning business etiquette
U Analyze the concept of etiquette theoretically and recognize the characteristics of
etiquette

[ Cultivate the cross-cultural awareness in business communication

v Lead-in (&)

Good manners are cost-effective because they not only increase the quality of life in the
workplace, contribute to optimum employee morale, and embellish the company image, but also
play a major role in generating profit. Succeeding in business today requires not only mastery
of one’s job but also mastery of the common courtesies of give and take and of consideration
for others. Put them to work today, and you will find that they will work for you in your whole
career.

REFaALECMEREM B TSR, AR TR, RMUEARIESR, WHEAZBhEE
r AR, BARAE. W04, BRI ORI TER L L TAERAE, WHAEZK
OGRS T IE | SR AU AL TR 3h, AT AL & &,

o) Test yourself (4 #m &)

Some of the questions that arise regarding etiquette are greeting visitors, making
introductions, table manners, choice of clothing, the etiquette of business letters, business
entertaining, proper forms of address, smoking, conversation business relationships between men
and women in the office, gift giving, planning seminars, meetings, and many, many more. In the
following chosen situations, make your own judgment and hence commence with learning about

business etiquette.
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1.When you have a business meeting in the UK, you should

A. get down to business straight away Yes [1No []
B. spend time eating and drinking and getting to know each other Yes [ No []
2.The most ill-mannered things to do at a business meal is

A. order a lot of food Yes (D No
B. use a mobile phone Yes [J No [J
3.You have a meeting with a client but are expecting a call. You should

A. turn your mobile phone off Yes [ No []
B. tell your client you are expecting a phone call Yes (] No [
4. When you receive someone else’s business card you should

A. immediately pass them your business card Yes [] No []
B. look at the card and acknowledge it Yes (1 No []
5.When expressing thanks to a business client who has given you a gift, you should

A. send an e-mail because it is faster and more efficient Yes [ No []
B. send a handwritten note Yes (] No []
6.When you’re being introduced to someone, you should

A. stand up Yes [] No [
B. sit because it helps establish your presence Yes [1No []

7. To show your politeness, you should

A. only say “thank you” once or twice during a conversation. Otherwise, you may make

yourself seem somewhat helpless and needy Yes [1No []

B. say as many. thanks as possible Yes [ No [
8. In a business setting, you should

A. follow the social gender rules, always pull a female client’s chair out for her ~ Yes [] No []
B. never pull out someone’s chair for them regardless of gender Yes [1 No [
9. When dining during professional occasions, you can

A. never ask for a to-go box because you are there for business, not for the leftovers

Yes [] No []
B. ask for a to-go box to avoid the waste of money Yes [1No [
10. As a female host, you should
A. always pay for a bill regardless of gender ~ Yes [1No []
B. fight a bill over if a male guest insists on paying Yes [1 No [
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Part| The Concept of Business Efiquette
ASF LI

In China, good manners are very important. Manners develop a person’s personality. Well-
mannered people are always welcome to everyone. Manners are something used every day to
make a good impression on others and to feel good about someone. No matter where you are—at
home, work, or with friends—practicing good manners is important.

But, it is surprising that many people get confused about good manners or etiquette. Because
sometimes when we try to impress others in a polite way, we do not achieve the desired results.
Consequently, we should first have a study of etiquette to find out the reasons.

TEPE, P4 RFa928 L B8 0 EE ALAUE TR AR A 2R G823 00
BROAFFILRA ST ILSHREE T RS . REFHZIERER D ANEFREEA
iz —. BIRER . TETIESIr, ERMWATE &, FLBSENZ ERMEREREN.

B AR, RZAAIXT R AR IR sl AO™ A4 T IR ORI, AR H3RAT
E AL R T SR AASIERS, AE AR R REBOR . Fitk, AOEEER—T
AL, LAER X R A A

1.The Concept of Business Etiquette & 4 L4 ¢ . &

As is known to all, etiquette is one of the most misunderstood words in the English
language. Most people, when asked what etiquette means to them, reply, “Manners”, “Politeness”,
“Thank-you notes”, “Rules”.

American etiquette expert Emily Post defined etiquette as: “Whenever two people come
together and their behavior affects one another, you have etiquette. Etiquette is not some rigid
code of manners; it’s simply how persons’ lives touch one another.” Actually, etiquette is about
building relationships, plain and simple.

Etiquette is a set of practices and forms which are followed in a wide variety of situations.
Each society has its own distinct etiquette, and various cultures within a society also have their
own rules and social norms. Because the social norms of different cultures are so different, so
people should study etiquette before traveling or entering a new social circle to ensure that they
do not cause offense or embarrass themselves. Nobody actually wants to cause offense, but as
business becomes ever more international, it is increasingly easy to get it wrong. Sometimes the

person lacking the etiquette simply does not realize the action taken is offensive.
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ARETER, AU REAFEBEIECZ— SR A KX SR,
TR ER R “AALS”  CRSOURKET , SGER CSULEAT “EETL” .

K EAE ZEOKEN « BRI E SO “ TR fi, HEEMA ALE—iz,
F BABNTHAT AR E X T5, B T AL ALBOF AR IR P —FE, #RLESEN
AIFL TS, TRMEANTRAERRRE MW" o LIRS AN S AZBERR BT,
NS T ] B

ALBURTES PR T il 25 BHBE T AU . BRE S A2 A R B AL ASOR
o, mEARKSUEE FhA AR AR 2. hTAR SO = T 2 s
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2.The Effects of Business Etiquette & %44 & /& A

(1) It coordinates employee relations

Professionals are aware of the many advantages of proper business etiquette. In professional
situations, extending proper courtesies can help you to make a good impression on colleagues. In
addition, it will make the office environment much more pleasant and will make for better-quality
work when employees treat each other well. Proper etiquette will also make it more likely that a
team of workers will come together to complete a project, which further means that deadlines will
be met and employees will feel less burned out.

RERH AN LERBN Lok G a TRERRE 5L TERZSE, [Effiz FIFLILAE
SAMNET RGHEIR. flan, FUERSEAMIMELRE, AR TEGERE R TSR, $#
m LAER R . WA ALBGE AR T TAER AR BO DM, e 58 it HAE 5

(2) It creates a good image of employees and companies

Business etiquette is a kind of civilization accumulation of human being. It is also kind of
standard behavior observed by employees. Of course, it can regulate employee’s behavior while
employees represent the companies they work for. The best intrinsic quality of each employee
comes from the continuous penetration by proper etiquette. As it is well known good manners
- make a positive impression. Etiquette, therefore, keeps employees’ goodwill as well as maintains

the company’s image and reputation.

RFAUMBER AR R, W2 A TESFR TN RIS R TR %
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(AT LAt 53 T A AR LAGREE 1T B T LA R T G R 75 5545 LA A

(3) It helps international business negotiation more effectively

International business negotiation focuses more and more techniques and tactics. But
this does not mean that the success of negotiation will depend only on techniques and tactics.
Sometimes human emotion also plays a significant role. Etiquette is the code of conduct and
guidelines of communication in business activities. A small mistake in etiquette might lead to
embarrassment or even break up the negotiation. Etiquette in business negotiation is essentially
about building relationship between/among negotiation parties. That is why “etiquette” is
considered to be a part of negotiation. Most negotiators have two main goals: creating strong
deals and building good relationships. In today’s business climate, it is critical that negotiators
achieve both goals. And etiquette plays an important role in helping achieve the goals.

FE e i 95 VR I B B TSRO 5 AR, (LSO AN AR R A 04 B 56 4 B T SR B
AR o A AR O A AR b A SRR E I o ALBCE AN IHERT 5516 8 3e i 51
AT A HE AR . FEIRAT, RIS/ NAL S R T BB R P A H
8, SCPEORAIKI . ALAAERT SR A v i) B BV AR B B XU 5 Jr 2[RI T R4 Y
KR RPEALGE E AR SRR 5 R A — B MR . REBORAIE FER A B #R S
TN EE A —REZENAY; RSN ELRIFMNXR, XFRAFENS, T
TESAS RS IE T, EERNSEIX A iR, MALSGEAE X &4 mElEA.

So, learning international business etiquette is beneficial to associate with others. It gives
us clues as to how we should act and what we should do in any given situation, so that we can
be as successful as possible in our interactions with the people around us. Far from stifling your
personality in a strait jacket, etiquette—by giving you the confidence to handle a wide variety of
situations with ease and aplomb—actually lets you focus on being your own, relaxed self, and the
real you.

Wi, 2#>] EERE SAUA FI T AT S AR ATE. RS S AMIEEES S RIZM
A 2 Bt B A B AT, R A ABROE R AFERY . AL 2 REE A B4,
MR ESSA T MRS SRR G L, IHMEZFESMANZEPREAD .
BrAS, HIHEWACD.
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Part Il The Principles of Business Etiquette
S5 ALIBY R MY

International business etiquette is not easy to establish or maintain. Although we
communicate by using faster media, such as facsimiles, e-mail, and wireless phones, we do not
necessarily communicate more intelligently. In order to avoid the occurrence of this kind of
circumstance, we should have a clear study of the principles of international business etiquette so
that we can have a deep and through understanding about the etiquette.

FE PR 5 AL DR MES R AR fr . A NS, FRA T3 Ao ol F— S o e o £ Aok i
frimad, fim, R, BEpE, T, ERITRUERE B SAZGR. R TR
XFPEOLA A, ATTE Sk T EPRRT S ALIUSEN , DMERRSSEEIRZ IR . BB RA# ALY

1.Etiquette and Manner #L{{ & sL %

Etiquette is the power that fuels our relationships, by helping us know how to act and how
to expect others to act in any kind of situation. Etiquette accomplishes this through a powerful
combination of manners and principles.

AAERATAGE, FEfIRMELL TR AR 8L, Al IERHE AR . ALBCEAL YT AR
WA D4ha, IERXFESEALIUES T A5 AZECR AT

In many situations, manners can help us determine the right thing to do, but there are always
exceptions, and so we have to judge when a manner applies and when we should do something
differently rather than by the book. Manners tell us two types of things:

(1)What to do in all kinds of situations—What fork to use; whether to hold a door for
someone else; How to introduce yourself to another person?

(2)What we can expect other people to do?

TEARZIELL T, ALTTERREE M AT 028 1k, (ERSA IS, FrLAIRATR ZH W2
BRPHAFLTY, POEMRHE AL TTHEABA AR L,

FLATEURRATILL T P

(1) &G E T ENDLZERMS— I E X F; BENIAFFT; anffie 5]
AEAET?
(2) AR ERER BN ?

If you extend your hand to shake hands, you fully expect the other person to reciprocate.

When he does, everything is fine. If he does not extend his hand, however, you immediately start
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to wonder if you have body odor or bad breath, or if you did something to insult him. In essence,
manners are guidelines to help us as we interact with the people around us, by sketching out the
appropriate actions, appearance, and words that will help us build successful relationships.

WRIRES GHAE T, REEA BT RIE TR E K. MEMESREFT,
—PIEHR . B2, WRMBEARFMiR, RrzsEsfacRARA RS ZEOR,
WA T AR R T AR B, AL REANT SRR A LR ER, H
WA TR S BE AT 28 1 ARRTNE FEREN RIFIABR KR

2.The Three Principles That Govern All Etiquette #L4{ & = A~ /& %]

Principles are the guiding concepts on which all manners are based. Among other things,
they tell us:

U Why a certain manner is called for?

U What to do when there is no prescribed manner or a manner does not work?

O How to resolve relationship situations?

For example, while attending a business dinner, an elderly client begins to excuse herself
from the table. Since business etiquette is meant to be non-gender specific, the appropriate
“manner” states that you, as a male, should not stand as she gets ready to leave the table. But
you also know the client is old-school—and so you decide that, despite the latest guideline or
“rule”, you will stand. As you do, she smiles and says, “Thank you.” By understanding the unique
circumstances of the situation, and showing respect for your dinner companion by standing in
spite of what the “rule” says, you have made her appreciate you much more. In turn, you have
helped yourself and your company builds a better relationship with her.

Virtually, all the manners you will find in etiquette books—and, indeed, all the choices that
you will ever make about your actions, appearance, and words—are governed by three principles:
consideration, respect, and honesty.

In order to understand these principles and how they are used in etiquette, it is necessary to
define each of them:

ALACHY = AN S B A ALAOE Y48 AR, BT A LR R AE X A 2Eh H i ik
. X =AM AR

Q AftamdsEZiree il

Q 7eReey s, BARERILEE A MFLSURA ERSZE AT

Q LA R A PR 2R Hh R A B SRR L 7



W, CR—
' Intenational Business Etiquette | EIRREIB LY (BAR )

B, E—1RFEBEL, —(FEELE I EESEITE T (RSP ERATE
WX ) , VER BRI VR ROZAE B T 38PN, (ER AR AIE X A% P R
ERK, FTUARYSE ANBALACGR LA Sal2 e, o Tk, YIRuERR, thisEE
FEXFORUE WA 1 SRR IR ET A BRAR , LA RH TR S R [T AR 4 N A 25 AR S
BRI R “HUE" 8, (BRRAG T xR, I BAR TARFRE 2 &
S AR

HE b, FrAALTERAT AZEALACB R, W HAA S TAT 2 1 SNRANE S Rk
PR A TR B Ao — R

Jo TR T AR EIE, R AT, ALELAEATTNE X,

(1) Consideration {4 st

Consideration means looking at the current situation and assessing how it affects everyone
who is involved. This is Why etiquette—defined simply as being sincerely considerate, respectful,
and honest—is invaluable. Etiquette allows the real you to thrive, by giving you the skills and
confidence to build the best relationships possible, which in turn will give you the opportunity to
be as successful as you want to be. With the help of etiquette, the sky is the limit.
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S (2) Respect &5 H

Respects means looking at how your possible actions will affect others in the future. To
respect the others is the essential etiquette in interpersonal communication. Respect is often
displayed in the trifles, such as listening to the others attentively, not interrupting the other’s
conversation, remembering the names of new acquaintances, replying promptly to the letters,
phone calls and messages.
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(3) Honesty ELif{

Honesty means acting sincerely and being truthful, not deceitful. Contrary to what some
people may think, a concerted effort to make a good impression through the use of etiquette does
not mean putting on airs, playing games, betraying yourself, or compromising your integrity.
Phoniness and pretentiousness are one thing; observing guidelines of behavior that have



