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Unit 1

Business Etiquette

You should be able to:

e know what is business etiquette

e know the cultural difference about business etiquette
e use some helpful business etiquette expressions

e use proper etiquette in business situations
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Lead-in

Business et)'quette involves the customs or rules governing
behaviors regarded as correct or acceptable in business interactions. It
depends heavily on culture and what is excellent business etiquette in
one country may shock another. However, having a good understanding
of business etiquette of different cultures, you will find it benefit a lot to
establishing business relationships, strengthening friendship, and
promoting cooperation.

Task 1

Take a small quiz and see how you fare in the following business situations.
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In Business Reception
In Business Meeting : S

H

Who should be the first to reach out to shake

A sales manager and his assistant have

hands? The r— received a client from the airport. Which seat
1ands? » man or the woman?

(1-4) should each of them take in the car?

In Business Negotiation

In Business Dinner

Door

O @ O

LR o

There are two parties in the negotiation, the host

party and the guest party. Which side should they Of the tableware in the formal table setting,

how many can you make out?

be sitting at the table?
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Listening and Speaking

Word Bank

f

wardrobe A4, A< i executive H HLA Gt shade of gray JK &
hem (A AR %5 (4 ) ¥4 14 break [H] [ , 4% B dress A< ik
lace-up F 7 business attire B\l %

Task 1

1. Listen to a dialogue and select the proper dress for business according to
what you have heard.
: \ A ’ 4
, A O

Suit: U] U /
Pants: l U] 1 @ L] l U]
Shoes: ‘ O ‘ O \ O]

2. Listen to the dialogue again and answer the following questions.
1)What’s the dialogue about?

2)What color is considered formal for business dress?

3)How long should the pants be?




& Task?2

.{’52.:—:5‘
o Qo . Gr
"\ Listen to a short passage and fill in the blanks.
Formal Meetings
Formal meetings can take many forms. There are , management meetings, team

or departmental meetings and business negotiations. Although they may differ in terms of
their contents, they’ll wusually have a similar structure overall. Usually, they’ll

have who will preside over the meeting. There will be minutes

including the topics to be discussed. If you are conducting a meeting _
you should make sure that everybody who is going to be attending the meeting has a copy of
all the necessary facts and figures which may be referred to at the meeting 3 or 4 days earlier

before it takes place. If possible, everybody should

Therefore, preparation is important.

Task 3

= Richard, a newcomer of your department, comes to you wearing his suit

- (picture1). As his superior, you give him some aadvice for dressing properly in

the office. Next day, he gives you a new look (picture 2). Now make a dia-
logue based on the following situation and pictures.

5

picturel picture 2

PART
Reading A

International Business Etiquette

International business etiquette can be tricky, and making the right moves can make a big
difference. Of course, there is no one set of rules that applies to all international visitors,

while the old adage "When in Rome, do as the Romans do" still holds true. When dealing

4



with your business clients and colleagues from other countries, you should have an awareness
of their unique culture. Keep in mind that the ways to do business are as many as countries
to do business with. Here are a few tips for minding your global
P’s and Q’s.

Using titles and correct forms of address

At the beginning, it is safe to use “Mr.”, “Mrs.”, “Miss”, or

“Ms.”. Use titles and last names until you have been invited to
use the person’s first name. But it is very informal in the United States and people are quick
to be called by their first name. However 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 signifi-
cance around the world and are another important aspect of addressing business people. Ti-
tles are commonly acknowledged, for example, a German engineer is addressed as “Herr En-
gineer” and a professor as “Herr Professor”. Listen carefully when you are introduced to
someone and pay attention to business cards when you receive them.

Understanding the handshake

Most business people around the world use the handshake for meeting and greeting. Varia-
tions in handshakes are based on cultural difference, not on personality or values. The
Japanese give a light handshake. Germans offer a firm and brief shake with one pump, and
the French grip is light with a quick pump. Middle Eastern people will continue shaking your
hand throughout the greeting. However, the American style handshake with a firm grip, two
quick pumps, eye contact and a smile is not universal. Don’t be surprised if you are occa-
sionally met with a kiss, a hug, or a bow somewhere along the way.

Dressing conservatively

Business attire is different from social attire and tends to be more formal. The safe guide-
line to follow for business attire is a dark suit and tie for men and a business suit or skirt and
blouse for women. Your business attire is a signal of your respect for the other person or or-
ganization and also reflects your status as a business person. Leave your trendy clothes in the
closet on the days that you meet with your foreign guests on such casual occasions like at a
bar.

Behaving courteously and kindly

Be polite and respectful at all times and never do anything that would offend your host’s
pride. Always show appreciation for the culture, music and art of the country you are visiting.
For example, before you leave on a trip, try to learn how to say “please” and “thank you” in
that country’s native language. Apologize for your lack of proficiency in your host’s lan-
guage. Don’t make comparisons unless asked. Being neither humble nor arrogant, but equal
is always the principle.

Valuing time

The principle to do everything on time applies to all business occasions. Delays affect the

work and mean that a person cannot be relied upon. Stick to the rules of punctuality, but be

i



understanding when your contact from another country seems unconcerned. Don’t take it per-
sonally if someone from a more relaxed culture keeps you waiting or to spend more time than
you normally do.

Exchanging business cards

Business cards bear business information about a company or individual. The key to giv-
ing out business cards in any culture is to show respect for the other person. Present your
card face up so that the other person does not have to turn it over to read your information.
Use both hands to present your card to others. 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 demean-
ing to the giver. In most cases, wait until you have been introduced to give someone your
card.

International business etiquette is made up of significantly more important things than
knowing what fork to use at lunch with a client. 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
countries and their customs. Understand differences in behavior and honor them with your

actions and you will find yourself building your international clientele.

Words and expressions ¢

tricky ['triki] adj. THAPHY, MEAL B BB, YEIT 2 NG

adage ['eedid3] n. EiE B

reserve [ri'za:v] vt. BA S REF CGEFAUR) ), BT S0 AR B (AL AE
b %)

aspect ['eespekt] n. 77 H

acknowledge [ek'nalid3] vt. AN BRIA - BB (AR A)

variation [,veari'eifan] n. Bk, AAE AR .

grip [grip] n. B8, B9, IME

universal [ju:ni've:sal]  adj. HiEE, &, £ F A, R

conservatively [ken'sa:vativli] adv. fR5FH, EEH D

attire [e'taia] n. AR%E, KR

guideline ['gaidlain] n. 18774, 18 R AEN

status ['steites] n. 543, #A7, B

trendy ['trendi] adj. Bf /8, HER R

courteously ['ka:tissli] adv. AALEH, FE U H

offend [o'fend] vi. kA% 189, H AL

appreciation [e'pri:fieifen]  n. KB, %K%, iR



arrogant ['zeragent] adj. HEM, B KM

punctuality [pAnktju'zeliti]  n. J™SFET(E, S

contact ['konteekt] n AN KR SRR, &0
bear [bea] vt. & vi. BoR,HH ,HEH
document ['dokjumant] n. 3, X, SCHR

haphazardly [,heep'haezadli]  adv. {5 5A H ; Bl B Hb , 2% 6L b
demeaning [di'mi:nin] adj. AEEK , BEH

compliment ['komplimant]  n. BEE(H), 25 4E0H)

P’sand Q’s %‘ﬁi"éﬂ:

casual occasions [EEMIFE

Task 1

Translate the following expressions.

R 55 ALK P’s and Q’s

RT3 eye contact

T stick it haphazardly

ANEARTT the rules of punctuality

fajsA I EF behave courteously and politely

Task 2

Choose the best answer according to the passage.

1.  Which of the following statements is correct according to the passage?
A. Handshake is the preferred greeting only in countries of Asia.
B. American handshake is a firm grip with two quick pumps.
C. Japanese will continue shaking your hand throughout the greeting.
D. You may kiss French when greeting at all times.
2. John will attend an international business meeting this afternoon, he should
A. wear business suit and ties
B. be prompt
C. Dbe courteous and respectful at the meeting
D. do all of the above

3. On business occasion the following tips are acceptable except

A. that you may free to use the person’s first name if you are invited to do so

B. that you may call someone “Professor Smith”



C. that first names are usually called by family and close friends
D. that you may always call the first name of an American

4. Business cards are_

A.  exchanged after knowing each other well

B. cards containing business information about a company and also personal

privacy

C. cards showing respect for the other person.

D. cards to make important notes on at your convenience
5.  Regarding business etiquettes, which of the following is true?

A.  Sleeveless, or strapless dresses for women can be acceptable in business.

B.  You can criticize the host’s culture when you have different ideas about it.
C.  You may blame your contact if he or she is late for the appointment.
D

Trying to say the language of the country you are visiting is respectful.

Task 3

Fill in the blanks according to the passage.

International business e can be tricky, and making the right moves can make a big
difference. So it’s necessary for a businessperson to know some basic rules. Using t
and correct forms of a is important when you meet someone for the first time. Hand-
shake is the preferred greeting in business. V in handshakes are based on cultural
difference. Therefore, knowing the differences is important. On business occasions, dressing
¢ for men and women is always safest, so conservative is the key word. Besides dress-
ing, behaving ¢ and kindly and sticking to the rules of p do present yourself
with the kind of polish. What’s more, exchanging business cards appropriately can also re-
flect your polish as a business person. When you put it away, sticking it h in your
pocket is d to the giver. Finally, keep in mind whether the world comes to you or you
go out to it, the greatest ¢ you can pay your international clients is to learn about their

countries and their customs.

Tips ——

" Do you know? AnEwar
Your boss, Ms. Alpha, enters the room  No. Always introduce the more important
when you’re meeting with an important person first. You should address your

client, Mr. Beta. You stand up and say client and say “Mr. Beta, I'd like you to

“Ms, Alpha, 1°d Hke you to meet M meet our Vice President of Development,
- ’ : "~ Ms. Alpha.” Remember t le’
Beta, our client from San Diego.” Is this ; p a. em.em er. M-stERRe:
formal business titles—it helps to make

1 1 v 7 A
introduction correct? them feel important.



Reading B
" Word Bank_|

rectangular [rek'teengjula] adj. K7 TE M, AEIE 1) assume [a'sjurm] vt. fRi%X, W8

barrier ['baeria] n. FEfiF recommend [reka'mend] vt. #E¥% , /47
acquainted [8'kweintid] adj. T f# 1), &KW defensive [di'fensiv] adj. B fH ¥, B <F /9
hamper ['heempa] vt. Wi % , H 4 potentially [pa'ten[ali] adv. ¥ 7 H

autonomous [9:'tonameas] adj. HIEHY, A 389, A A FAUY  as much 1, 6] FE

Business Seating Arrangements: The Language of Seating

Where you seat people or where they sit on their own can affect communication. There is
a "seating" language. If you, like many people are not aware of it, read on, you can create
equality in your relationship-building efforts by where you sit and where you seat others at
meetings, conferences and after-hours events.

Power Position

The power position in a meeting being held at a rectangular
table is always in the center facing the door, where the person
can see who is coming and going. On television clips, you'll
notice it’s where the president of a country sits. The second

most important position is to the person’s right, the third to his/

her left.

Cooperative

Let’s assume that person A is calling the meeting. The most cooperative position is next
to him/her B, because there are no barriers between them. People who already know each
other frequently assume this position in business and social situations. Although it is
acceptable and recommended, business people meeting each other for the first time rarely use
this position.

The next most cooperative position is C, which has the corner of the table between the
two. Business people often use this arrangement at a first meeting or until they get better
acquainted. It is recommended for a job interview. It allows two people to be close while still
having the corner of the table as a safety zone.

Competitive

The most competitive position to A is D, which is directly across from the A. The table is
a barrier between them, and people may become competitive and defensive when seated
across from each other. If you have a choice, don’t set up a competitive situation
unnecessarily. It can hamper an otherwise potentially positive relationship-building situation.

When seated in the competitive position, a person also becomes defensive about his/her



personal territory (or half of the table). Don’t accidentally push items into someone else’s
space, as it is as much an invasion at dinner as if you had reached into their space and
touched them.

Autonomous

A fourth position E, is autonomous. It’s across the table and in the position next to
competitive. It is where you sit when you need to share a table, and you do not want to be
involved with the other person. You might choose it at a library or in a self-serve restaurant.
You may have to share space, but not necessarily conversation.

Meetings

You can direct or control responses in a meeting through seating arrangements. Putting
chairs in a circle encourages equal contributions. A horseshoe or “T” will recognize and
emphasize people at the head of the table. Theater seating or side-by-side says, “You are
here to listen, not to talk.”

In a training situation, you can use circles for small group discussions, a horseshoe for
workshops led by internal or external experts and theater seating for a keynote presentation.
When you add a raised speaking platform, you are giving special status to the speaker, as
well as setting up more of a barrier between him/her and the audience. Interaction is reduced;
in fact, people usually wait to be called upon.

Business seating arrangements is indispensable in business etiquette. Done incorrectly, it
can not only have the opposite effect to what you desire but you can seriously put people’s
noses out of joint too. It’s also important to remember that business seating arrangements can
differ depending on the countries and cultures. So it’s always important to familiarize yourself

with the etiquette and business customs of the country you’re traveling to in order that you

maintain good business relations.

1. safety zone: a curbed area in a roadway from which traffic is excluded; provides safe
area for pedestrians <3 >(5h % b R P17 AN B) & 4 Mol (A0 % 2 5, AFTREE 5%)
2. theater seating 5% B J {7 % HE
3. Put people’s noses out of joint. ZF A ZK Y sl #: N Z <
e.g. Peter, her assistant for many years, is to be promoted over her head. That will certainly
put her nose out of joint. {13tk B F L 45 , MAERZEAF Mt L7 T, X &S
o 4t SR B+ o R
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Task 1

Read the passage and mark the following statements numberd 1-7 with true
(T) or false (F) and fill in the blanks numberd 8-10.

() 1. The power position in a meeting being held at a rectangular table is always in the
center backing the door.
() 2. The president of the United States should sit on the power position.
() 3. Business people meeting each other for the first time usually use the most cooperative
position.
) 4. For a job interview, the next most cooperative position is often recommended.
) 5. A competitive situation unnecessarily can hamper an otherwise potentially positive
relationship-building situation.
() 6. Autonomous position is where you may have to share space, but not necessarily
conversation.
() 7. Putting chairs in a circle in a meeting doesn’t encourage equal contributions.

8. emphasizes people at the head of the table.

9. In a training situation, for small group discussions you can use B

10. - in a meeting sets up more of a barrier between the speaker and the

audience.

Task 2

You learn to do: mark the corresponding letters with the seats (circles) ac-
cording to the passage. A, B, C, D, E are exactly the letters mentioned in

the passage.

(A)

@ O @0
!

() —0O O—0)
f
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