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Em “ER” ATH—RKIEBAER
Invisible Clothes Leading to Upper-Level People
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W, U B, BEHALWAGUE, BAETRNE BB ALx, ‘LR R
MR, BEXMLRT LB, BRBmEALN. EFRAE S
AFIERER, BRESMEYLE L EAYKTRER, Kbl ERAT
HIESRER, KEERALHERFRBEERMARNTRER, F%5.

BEAR T, RERI AL, EAKRMER, MREER “LE” , BRF
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Business Etiquette

UL E—BRESEA 016

Appearance Etiquette: Be A Charming Person at the First Sight
BN HERLERRA 016

Judge People by Their Appearance

BEMN: TPOREERMER 025

Dressings: Adjustment & Coordination by TPO

FIPFLAL: BFUERIMIRNSMMSR 036

Manners Etiquette: Behaviors Reveal Your Taste & Quality
WY FEIFMANEFE 042

Meeting Etiquette: Good Impression at First Sight

MR ERRBHE—F 042

Introduction Etiquette: First Step to Familiarity

BAZHRINL: AMUXEEDAMEE 044

Business Card Exchange Etiquette; Not Only A Question of Formality

EBFILM NBEDBFFHRIIHE 046

Hand—Shaking Etiquette: Communicaté with Others from Palm

RHALI: FTRIREARETF 050

Conversation Etiquette; Break Off Your Confined Circle

RRBARN. IHZRRHFR 051

Basics for Conversation: Most Effective in This Way
BTREAIN. FITRAESST Bl 058
Hearing Etiquette: Listen Accompanies with Think
MG FIEASAKEER 058

Words of Courtesy: Narrow Gap between People

BiFLN: FERIHEREIAS 070

Telephone Etiquette: Unseen Signal

BEYLRIEILY 070

Desk Telephone Etiquette

WITFNALN. BERTRYAE, BERTAIRLIL 077
Cell-Phoning: Omnipresent Communication & Etiquette

RN FIEEGEGIERER 080

Different Position Embodies Different Status
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AL RERFEER 081
Walk Etiquette: Master Sequence & Order
FeALBE T HALN. iLHTESEHR 087

Vehicle Access Etiquette: Make Journey Happy

SEMRRNL. BEERLEANRENE 097
Guest—Meeting Seat Etiquette: Appropriate Seat Makes Guests

Comfortable

WHLDRALN: AHREEMRE 09

Negotiation Seat Etiquette; Embody Respect & Demeanor
FFMNURARALN: FHMRAAE 104

Signing Ceremony Seat Etiquette: Embody Win—Win & Commitment
SWERALL: M ERFER 107

Conference Seat Etiquette: Begin with the Important
BEEADRALL WERLAX 11T

Banquet Seat Etiquette: Mutuality Etiquette

R&i: BemEngErE 113

Gathering Etiquette; A Safeguard of the Quality

BERED. F—HRAF K 13

Business Visiting: First Impression Has Only One Chance
BEEVEUL. IBABENFRE 115

Business Meeting Etiquette: Make Communication More Effective
HEESIYL. BRESIRIWIMA 120

Business Dance Ftiquette: Who Is the Most Popular at the Party

b BARILN: DRTILAFE 130

Basic Etiquettes: Unadvisable to Forget Manners When Seeing the Food

pgALIL: hEFLOGNZ D 138

Ftiquette When Having Chinese Food; What Courtesy Should You Remember?

BAIRH. AXEMER 138

Seat Arrangement: Sequence on the Round Table

BENN. FRFERFILE 4

Tableware Rule: Good Helper Or Trouble Maker?

007

2112nb112 1n0Qe Suiy|e] 1I2WOoRIX

I




3 Iswawoo [ $im ]

& & L ¢

Etiquette in the Life

PRGBS SMRAHBRRE 143

Chinese Meal Etiquette Inhibitions; Guard Your Manners
BRI EAFEEMINTFE 146

Etiquette When Having Western Food: Begin with Courlesies
BT RIZLEKEB—4 146

Seat Arrangement: Which Side of Long Table Do You Sit?
REHN. FEULTIFTER 148

Tableware Rules: Don' t Let Knives & Forks Fight
RAIM: £WBHEREEE 151

Meal Etiquette; Soup First Or Fish First?

BBVRALL: BRNEARKI 163

Cafeteria Etiquette; Be Natural, Deliberate & in Good Manners
REMBEHARZN. EFREY 164

Faking Food:Rules for Graceful Manners

BRESILN: DXBESmRAELS 188

Cocktail ‘Party Etiquette; Good Manners Coordinate with Great Wine

P KA ARETGERIELOGAR 169

1

Drinking Etiguette: Rules for Drinking Wine Elegantly
BRI REFRERAT 169

Basics: Don’ t Pretend to Be An Adept When Ordering A Wine
WEBEEILN. WERREAR 172

Red Wine Drinking Etiquette: Dip into It

ERSKENIYHEL 173 .

Dishes Go with Red Wine Well

BERSILN. HRIMERE—E 180

Daily Gathering Etiquette: When We Gather Together
IR B RARAITIE 180
Wedding Etiquette; Extend Your Wishes Decently

HEUQ BzARRLENTE 183

Birthday Dinner Etiquette: Deliver Most Suitable Blessings to

the Elder



AN REABBRAER 184

Funeral Etiquette: Express Your Sorrow Quietly

WERHILN. FLLECHAITIMtAR TR 185
Performance Watching Etiquette: Don’ t Groom Yourself as A Lead

Actor

WELLTIL. FLHERAUR 187

Match Watching Etiquette: Strive to Be A Qualified Viewer
SUEYIEILN: THSEREEMRBHA 194
Museum Sightseeing Etiquette: Don’ t Be A Coarse Person

SMBEIN. HHLMNRE 198
Dance Etiquette; Cormivance with Your Partner
BRI LA RARRYEE 199
Visiting Etiquette: Let Others Feel Your Warmth
RERELFAIE 199

Select Right Time

REMNMSEEE 199

Choose Appropriate Topics

REAMFEEE 200

Purchase Gift Carefully

MExILALIL: FLREKAL 200
Gift Presenting Etiquette: Gift Stands for My Mind
EALEBMRE 20

Present Gift to His/Her Comfort
HXTBALEGFAL 204

Choose Right Time

WER LFEER 206

Hang—ups on the Gift Menu

TR REIALY 206

How to Accept Your Gift

| EEALINTSRTE 206
Decline A Gift Cleverly

ERBAtbEIRL 207

Return Gift Brightly
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Overseas Travel Etiquette

RN FFOEREAH 208

Flower Presenting Etiquette: Good Wishes Go with Flowers
XERIEE 208

Read Flowers' Languages

RESTERIE S 211

Whom Your Flowers Will Present to ©

 BEXTRNER 212

Taboos about Flowers in Different Countries

HiRmRER: MCHNEEERER 218

Make Full Preparation Before Outgoing
TP RANERIE 218

Draw Passport and Go through Formalities

HARE L F4E 218

What Formalities Are Needed before Outgoing

BRI RITER 220

Pack Up Your Suitcase

ANEBEALAL: SHEETERLRN 22
Admission Etiquette; When You Get Over the Boundary
AL R 22

Good Mamners Recuce Troubles

RS NERWFE 223

Don’ t Be A Boring Passenger

HABERAGE—EE 225

First Thing You Should Do When You Set Foot On Foreign Territory

HEERRFHLN: FRAERFHEAL, 227
Lodging & Visiting Etiquette: Are You A Cultured Guest?
NFEELEEIR 227

Necessary Common Sense Before Lodging

FEARIEER 228

Attention Is Paid in the Room

EFRETHNR 230

Leave Good Impression When Leaving



REREMILN 230

Etiquette on Lodging Residential Houses
MELEMANTEZE 231

Don’ t Be An Unexpected Guest

ATHhAILIL: EREETHEMERE 233
Etiquette on the Travel: Get to Know Things Aboard
ZHREREN 235

“Ladies First” Principle

NSRRI 237

Tipping Is An Untold Rule

BN 239

Shopping Also Needs Courtesies

HFEEMLERL 240
Elegant Rules in the WC

BEMAMNRL 243

Respect Others’ Privacy
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