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Chapter

An Introduction of
Business Etiquette

Etiquette has to do with good manners. It is not so much our own good manners, but making
other people feels comfortable by the way we behave. It is more or less thinking of others and how
others perceive us. An etiquette or good manner is one of those basic principles. Rules of good
behavior have been built up over hundreds of years; worthless ones are continually being

discarded and those proven to be useful are kept and improved upon.

> 1.1 The Definition of Etiquette

Etiquette refers to some standard behaviors observed by people in their communication. It is
also a kind of civilization accumulation of home being and b_ecomes fixed, handed down from
generation to generation. Many experts say that etiquette is simply showing respect for others and
yourself at the same time. So, even though aspects of good manners do vary from place to place
and some rules may be added to keep up with technology or lifestyles — the foundation of
etiquette, its meaning, will forever remain strong,

Good manners are not only indispensable in society, but they have a very practical value in
the business world. Breeding is an essential part of the equipment of anyone who wishes to go far
in_his particular work or profession. No doubt many failures can be traced to boorishness( ¥l &),
to lack of consideration for one’s fellows, to neglect of the courtesies essential to civilized living...
In both social and business life we seek the people with whom we can be at ease, the people
whose manners do not offend us and in whose company we feel entirely comfortable. There is,
indeed, nothing that costs less and at the same time is of more value to you than good manners...
However, it must be remembered that... Just as words die from our language and others are born
into it, just as skirts soar to the knees one season and tumble to the ankles the next, so do the
formalities and outward gestures of etiquette vary according to the times. Although the spirit of
etiquette remains always essentially the same, the expression of etiquette — the rules of conduct
which govern social life and our associations with one another, is forever adjusting itself to new

conditions. So, in other words, learn the definition of etiquette early. Take in all the basic
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knowledge that you can now, so that you too can adjust to our ever changing world.

> 1.2 The Definition of Business Etiquette

Business etiquette is a kind of good manners performed by businessmen in their business
activity. As good manners can guide them to behave in a certain way, the important element for a
successful business is to acquire a good knowledge of different business etiquettes.

In recent years, business environment is becoming increasingly more global. Meetings,
phone calls and conferences are held all over the world and attendees can come from any point on
the globe. On any given business day, We can find ourselves dealing face-to-face, over the
phone, by e-mail and, on rare occasions, by postal letter with people whose customs and cultures
differ our own. We may never have to leave home to interact on an international level.

While the English old saying “When in Rome, do as the Romans do” still holds true,
business clients and colleagues who are visiting this country should be treated with sensitivity and
with an awareness of their unique culture. As we know every culture represents a certain choice of
behavior patterns from the infinite patterns of human experiences. Not to do your homework and
put your best international foot forward can cost you relationships and future business. One small
misstep such as using first names inappropriately, not observing the rules of timing or sending the

wrong color flower in the welcome bouquet can be costly.

> 1.3 Rules of Business Etiquette

There is no one set of rules that applies to all international visitors so do the research for each
country that our clients represent. That may sound like a daunting task, but taken in small steps,
it is manageable and the rewards are worth the effort. Keeping in mind that there are as many

ways to do business as there are countries to do business with, here are a few tips for minding your

global P’s and Q’s.
1) Building Relationships

When we do business with foreign clients, it is advisable to take time to get to know our
clients and build rapport before you rush to the bottom line. Business relationships are built on

trust that is developed over time, especially with people from Asia and America.
2) Dressing Conservatively

People in some countries like to dress for fashion and comfort (e. g. American), but people

from other parts of the world are generally more conservative. Our choice of business attire is a
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signal of our respect for the other person or organization. It is advisable to leave your trendy

clothes in the closet on the days that you meet with our foreign guests.
3) Observe the Hierarchy

It is not always a simple matter to know who the highest-ranking member is when we are
dealing with a group. To avoid embarrassment, err on the side of age and masculine gender, only
if we are unable to discover the protocol with research. If we are interacting with the Japanese, it
is important to understand that they make decisions by consensus, starting with the younger

members of the group. By contrast, Latin people have a clear hierarchy that defers to age.
4) Understanding the Handshake

With a few exceptions, business people around the world use the handshake for meeting and
greeting. However, the styles vary among different countries. For example, the American style
handshake with a firm grip, two quick pumps, eye contact and a smile is not universal. Variations
in handshakes are based on cultural differences, not on personality or values. The Japanese give a
light handshake. Germans offer a firm shakes with one pump, and the French grip is light with a
quick pump. Middle Eastern people will continue shaking your hand throughout the greeting.
Don’t be surprised if you are occasionally met with a kiss, a hug, or a bow somewhere along

the way.
5) Using Title and Correct Forms of Address

People are very informal in the United States and are quick to call others by their first name.
Approach first names with caution when dealing with people from other cultures. Use titles and
last names until you have been invited to use the person’s first name. In some cases, this may
never occur. Use of first names is reserved for family and close friends in some cultures.

Titles are given more significance around the world than in the United States and are another
important aspect of addressing business people. Earned academic degrees are acknowledged. For
example, a German engineer is addressed as “Herr Ingenieur” and a professor as “Herr
Professor”. Listen carefully when you are introduced to someone and pay attention to business

cards when you receive them.
6) Exchanging Business Cards

The key to giving out business cards in any culture is to show respect for the other person.
Present your card so that the other person does not have to turn it over to read your information.
Use both hands to present your card to visitors from Japan, China, Singapore. When you receive
someone else’s business card, always look at it and acknowledge it. When you put it away, place
it carefully in your card case or with your business documents. Sticking it haphazardly in your

pocket is demeaning to the giver. In most cases, wait until you have been introduced to give
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someone your card.
7) Valuing Time

Not everyone in the world is as time conscious as Americans. Don’t take it personally if
someone from a more relaxed culture keeps you waiting or spends more of that commodity than you
normally would in meetings or over meals. Stick to the rules of punctuality, but understand when

your contact from another country seems unconcerned.
8) Honoring Space Issues

In general, people in a country have a particular value for their own physical space and are
uncomfortable when other people get in their realm. If the foreign visitors seem to want to be
close, accept it. Backing away can send the wrong message. So can touching. You shouldn’t risk
violating someone else’s space by touching them in any way other than with a handshake.

Whether the world comes to you or you go out to it, the greatest compliment you can pay your
international clients is to learn about their country and their customs. Understand differences in
behavior and honor them with your actions. Don’t take offense when visitors behave according to
their norms. People from other cultures will appreciate your efforts to accommodate them and you

will find yourself building your international clientele.

>> 1.4 Business Etiquettes in China

Doing business in one country could be quite different from the way in which it is done in
another country. Doing business in China means that business people will come into increasingly
frequent contact with Chinese business people and officials. It is imperative that those doing
business in China learn about areas such business culture, business etiquette, meeting protocol
and negotiation techniques in order to maximize the potential of their business trip. Here are some

business etiquettes in China:
1) Greetings

When businessmen do business with people from the other cultures, it is avoidable to make a
greetings or introduction, which is the very important in business activities. Address a person
using his or her family name only, such as Mr. Chen or Ms. Hsu. The Chinese family name
comes first and is usually one syllable. A one or a two-syllable given name follows a family name.
For example, in the case of Zheng Linyin, Zheng is the family name and Linyin is the given
name. In some instances, Westernized Chinese might reverse their names when visiting and
sending correspondence abroad. Therefore, it is always a good idea to ask a native speaker which

name is the family name.
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For business purposes, it is traditionally acceptable to call a Chinese person by the surname,
together with a title, such as “Director Wang” or “Chairman Li. ” Avoid using someone’s given
name unless you have known him or her for a long period of time. Formality is a sign of respect,
and it is advisable to clarify how you will address someone very early in a relationship, generally
during your first meeting.

Do not try to become too friendly too soon, and do not insist that your Chinese counterparts
address you by your given name. The Western pattern of quick informality should be resisted.

Chinese way of greeting is a nod or slight bow. However, when interacting with Westerners,
Chinese usually shake hands. Bear in mind that a soft handshake and a lack of eye contact do not
necessarily indicate timidity. It only implies that the person is not accustomed to the firm

handshakes commonly used in the West.
2) Business Meetings

In China, it is assumed that the first person that enters the room is the head of the group.
Westerners should observe this convention so as not to confuse the Chinese. Important guests are
usually escorted to their seats. If the meeting room has a large central table, the principal guest is
likely to be seated directly opposite the principal host.

When you exchange business cards, hold out your card using both hands with the writing
facing the recipient. Cards should always be exchanged individually (one-on-one). Never toss or
“deal” your business card across the table, as this is considered extremely rude. Receive a
business card with both hands and scan it immediately for vital information. Then lay the card in
front of you on the table. It is demeaning to put someone’s card directly into your pocket without
looking at it first.

Meetings begin with small talk. Resist the temptation to get down to business right away.
Also, avoid telling western-style jokes, because jokes sometimes do not translate across cultures

and can cause confusion or hurt feelings.
3) Social Events

In social events, seating arrangement is often determined by the host, being a guest, you
should wait to be seated rather than seating themselves. At a formal banquet, do not eat or drink
anything ( except tea) until the host/hostess has delivered the welcome toast and eating.

If you are the guest of honor, be prepared to give a short, friendly speech in response to the
host’s speech. It is polite to sample every dish served. Your host may serve some food for you,
and it is nice to reciprocate if you feel comfortable doing so.

Never drink your alcoholic drink alone. If you would like to take a sip from it, find someone
else at the table that you can toast with and them you can drink.

The Chinese hosts often place some food on their guests’ plates as a sign of respect, do not

feel obliged to finish everything on your plate, just leave something on your plate at the end of the
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meal or your host might think that you are still hungry.
No matter how good a drinker you are, do not challenge a Chinese into a drinking contest.

As big drinkers, certainty they will win.
4) Gift-giving

Unlike many countries, the giving of gifts does not carry any negative connotations when
doing business in China. Gifts should always be exchanged for celebrations, as thanks for
assistance and even as a sweetener for future favors. However, it is important not to give gifts in
the absence of a good reason or a witness. This may be construed differently.

When the Chinese want to buy gifts it is not uncommon for them to ask what you would like.
Do not be shy to specify something you desire. However, it would be wise to demonstrate an
appreciation of Chinese culture by asking for items such as ink paintings or tea. Business gifts are
always reciprocated. They are seen as debts that must be repaid.

When you give gifts, do not give cash. They need to be items of worth or beauty. Do not be
too frugal with your choice of gift otherwise you will be seen as an “iron rooster”, i. e. , getting a
good gift out of you is like getting a feather out of an iron rooster.

If is appropriate to bring a gift, particularly something representative of your town or region,
to a business meeting or social event. Gifts indicate that you are interested in building a
relationship. A gift should always be wrapped, but avoid plain black or white paper because these
are the colors of mourning. Present the gift with both hands as a sign of courtesy and always
mention that this is only a small token of appreciation. Do not expect your gift to be opened in
your presence. This indicates that it is the thought that counts more than the material value.

Never give a clock, handkerchief, umbrella or white flowers, specifically chrysanthemums,
as a gift, as all of these signify tears and/or death. Never give sharp objects such as knives or
scissors as they would signify the cutting of a relationship. Lucky numbers are 6 and 8 ( especially

in a series, such as 66 or 888). An unlucky number is 4.

> 1.5 The Important Role of Business Etiquette

Business etiquette plays a very important role in foreign business. Companies know that
business etiquette skills can directly affect productivity, profits and retention. Doing business with
foreign clients requires more than just financial acumen. A lack of knowledge about a customer’s
culture can lead to misunderstanding, frustration and potential embarrassment. When making
market research, exporters should have a clear picture of their foreign clients’ cultures and
regional etiquettes when preparing to export. The building of successful business relationships is a
vital part of any international venture, and such relationships rely heavily on an understanding of

each partner’s expectations and intentions.



