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The Etiquette of Daily Commennication

Part I Lead-in Exercises

1. The following are some idioms used to describe people’s daily commu-
nication, please match the idioms from 1)-10) with the meanings from A to

J and tell their Chinese equivalents respectively.
1) What you do not want others to do to you, do not do them to others.
2) It is a sin to steal a pin.
3) Do as the Romans do.
4) Forget it, when you are a giver; remember it, when you are a receiver.
5) If you lie down with dogs, you will get up with fleas.
6) A leopard cannot change it’s spots.
7) Man proposes, God disposes.
8) Practice is better than precept.
9) Answer a fool according to his folly.

10) Friendship cannot stand always on ene side.

A. You will be influenced by the people with whom you stay gradually.

B. When you are in a new place, you should follow the local people’s practice.

C. Do not fail to do a good deed because it is small; do not fail to do a bad deed
because it is small.

D. One may plan a thing carefully, but there are many other factors beyond his
control contribute to the success of it.

E. Don’t treat others the way in which you hate being treated.

F. Old habits die hard.

G. He who receives a benefit should never forget it; he who bestows one should

e ] -
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never remember it.
H. Deal with a man as he deals with you.
I. When you teach something, it will be better known by conducting yourself.
J. It’s impolite not to make a return for what one receives.
1) 2) 3) 4) 5)
6) 7 8) 9) 10)

2. Suppose all of the following situations take place in western culture,
how will you behave? Choose one appropriate option and discuss with

your partners your reasons.
1) When you are invited to a dinner in somebody’s house, it is customary to bring

some gifts, which one is not a good one?

A. A bunch of flowers. B. A dress for the hostess.

C. A bottle of wine. D. A box of choc.

2) If a bellboy is offering help of carrying your heavy luggage to your room in a
hotel when you travel in U.K., what should youdo?

A. Say “thank you” only.

B. Write a letter of compliment to the manager of Personnel Department of the hotel.

C. Say “thank you” and offer him a tip when you get into your room.

D. Reject his help toughly.

3) You are not expected to give tips to the severs in ?
A.U.S. B. UK.
C. Thailand D. Australia

4) You received a birthday gift from your intimate friend, what should you do at
the presence of him?

A. Say “Thank you!” and unwrap it at once.

B. Say “You shouldn’t have bought it, you have wasted your money.”

C. Say “It must be very expensive.” and refuse to accept.

D. Accept it calmly and collectedly, and then unwrap it after the friend’s leaving.

5) You received an invitation has the letters R. S. V. P., what should you deal
with it?

A. Reply in time. B. Refuse in person.

C. Do nothing. D. Accept it in your heart.

e D .



Chapter One

6) You meet your tutor on campus when you are together with your friend who is
about your age, it is polite to introduce

A. your tutor to your friend first.

B. neither of the two.

C. your friend to your tutor first.

D. them to each other without mentioning their relationship with you and their sta-
tuses.

7) You are a guest in your American friend’s house. You have drunk enough Nes-
cafe when your friend is going to refill your cup again, what should youdo?

A. Cover your cup with one hand and say “No”.

B. Say “No, thank you.”

C. Say “Yes, please.” and accept his offer with reluctance.

D. Say “Please don’t bother, let me refill by myself.”

8) In the following situations, which one is not proper?

A. A woman initiates a handshaking to a man.

B. An employer initiates a handshaking to an employee.

C. A subordinate initiates a handshaking to a superior.

D. An elder person initiates a handshaking to a younger person.

9) Which of the following handshaking is highly appreciated in daily communica-

tion?

A. The dead fish handshake. B. The politician’s handshake.

C. The bone crusher. D. The firm handshake.

10) What is not a proper Sympathy Gift for your friend whose folk has passed
away?

A. A bunch of lilies. B. A book about religion.

C. A platter of food. D. A Sympathy Card.

3. Choose one response from the following answers to complete the short
dialogue which happens in communication.
1) — You look nice in this dress?

A. No, not at all. B. Thanks.
C. Where, where. D. You are flattering me.
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2) — Excuse me. May I use your laptop, please?

A. No, thanks. B. It doesn’t matter.
C. Go ahead. D. That’s nothing.
3) — This is Newman Burden speaking, may I speak to Lewis Lester?

A. Hang up, please.

B. For what matters are you calling him?

C. He is in a conference. Can I get him to call you back?
D. Sorry.

4) — Do you mind if I use the computer here?

— . It’s for Mr. Ford.

A. Not at all B. Never mind

C. ’m sorry you can’t D. Of course not

5) — Are you free tonight, how about dining out together?
A. All right. B. Not at all.

C. See you later. D. Bye.

Part Il The Etiquette of Daily Communication

We believe that the way you treat others is not about who they are, but rather

about who you are.

1. Daily Greetings

It is polite and habitual for western people to greet each other in phatic commu-
nion ( FEMEMEAZR ) when meeting, Good morning, Good afternoon, Good evening are
often used for formal greetings. The most usual answer to Good morning, etc., is to say
the same thing. Less formal greetings are Hello or Hi. When leaving others, people say
Goodbye in a formal situation, and Bye, Bye-bye or See you in an informal situation. Be
active, passionate, natural and attentive when greeting others.

For asking others about their condition, How are you? is the commonest expres-

e 4 .
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sion and common answers are: Very well, thank you or Fine, thank you; Very well (or
Fine) , thanks is less formal. After people have responded to How are you? they often
repeat (And) how are you? or less formally, and you? We also can say Whats up? How
are you doing? How's it going? How is everything? What's new? etc.
#- Greeting titles

As far as the titles used when greeting, using first names is widespread, even when
sometimes adults are addressed by children. But professionals like doctors, lawyers
and professors are often called by last names. Titles that precede the last name include
My, Mrs, Miss and Ms which is used when a woman’s marital status ( HFHARAL )
is not sure or known to you. In some formal or respect-required situations, Sir is used
independently when a man’s name is not known to you and Madam is used when a
woman’s name is unknown. Professional, academic, religious, military and political
titles, such as Judge, Colonel ( "% ) , Mayor, Reverend (Uil ) , Senator, Doctor,
and Professor are often used in social situations.

In some places or certain occasions, people also smile and greet strangers which is
quite different from the manners of Chinese.

As for who initiate ( &2 ) greeting, the common practice is just the opposite of
that in China, that is an elder person to a younger person; a superior to a subordinate;

an adult to a child, etc.

2. Personal Introduction
An introduction is called for on the occasion when people would feel unnatural

without it.
#-= Common introduction practice
When two people are introduced by the third party, the common practice is: a man
is introduced to a woman first, for example, ;
“Mprs. Allen, this is my colleague, Mr. Free-
man”; a younger person to an elder person; a
subordinate to a superior; a child to an adult;
a newly-joined person to the members of the
group, etc. A question like “Mrs. Miller, may
[ introduce my friend Tim White or Mr. Eric,

may I present my daughter Amy?” is the
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most polite form of introduction.

People usually shake hands when first introduced. In informal situations, espe-
cially in North America, introductions can be made by simply saying: “This is (name).”
“Hi” or “Hello” is often held as a response in this informal situation.

When introducing someone, give some brief appropriate information about that
person. Sometimes at a meeting or gathering, it is all right to introduce oneself to others
present.

Till the ending of a conversation with a new acquaintance, it is pleasant to say
“good-bye, it was nice meeting you.” Some expressions wishing the person a good time
or good luck like “enjoying your staying here” might be added. They are helpful to

make an appropriate ending.

3. Handshaking

Handshaking is a widely adopted practice which comes from European countries.
A handshake isn’t just about a physical
gesture, it is about connecting with the
other person. It is a physical greeting
and you want to convey your pleasure
in greeting the other person.

It falls into five forms: the firm
handshake; the bone crusher; the finger
shake; the dead fish handshake and the

politician’s handshake.

#-= When to shake hands?
It sometimes naturally accompanies an introduction, or it happens when friends

or acquaintances meet after not having seen each other for a long time or people part
in business and other formal situations. For people who meet quite often, they may just
smile or nod to each other instead of shaking hands.
#-= Who initiate a handshaking?

Who initiate a handshaking? Between persons of the same sex, it is usual for the
older to hold his hand out first; between different sexes, it is the woman who initiates
her hand or shows the intention of a handshaking; between two persons of different

ranks, it is the one with higher rank. If others offer to shake hands, it is not appropriate
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