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Text A

Handshakes

In the currency of business encounters, the handshake is the dollar. Traditionally,
the handshake has been a sign of trust. In the past, extending your hand in friendship
demonstrated that you were unarmed.

The handshake today - important symbol of respect and in many countries it’s
the proper business greeting. To be taken seriously, whether you are male or female,
you must shake hands appropriately. Like it or not, you are often judged by the quality
of your handshake.

When do you need to shake hands?

Knowing when to shake hands is mostly common sense, but “ handshake
moments” include these customary times: when you are introduced to someone and
when you say goodbye; when a client, vendor or any visitor from the outside enters your
office; when you run into someone you haven’t seen for a long time; when you enter a
meeting and are introduced to participants; when a meeting ends, to say goodbye and
to help formalize any agreements that have been reached; whenever you feel that it will
be appropriate, you will develop a sense for it.

How can you conduct an effective handshake?
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Do you know how to shake hands? Yes, of course you do. And yet, some people
provide limp handshakes, or squeeze your hand so hard that you want to cry. Many of
these people think they have the proper technique and would be surprised by the
negative feedback. Does your handshake give you a lightweight appearance or the
respect you deserve?

There are three keys to an effective handshake ;

1. Say your name and extend your hand. In most situations, the higher-ranking
person should extend the hand first. If he or she doesn’t, you should.

2. Extend your hand at a slight angle, with your thumb up. Touch thumb joint to
thumb joint. Put your thumb down gently once contact has been made, and wrap your
fingers around the other person’s palm.

3. Provide a firm handshake, but not a bone-breaking one. Two, possible three,
pumps are enough. Then drop your hand.

If you extend your hand and there is no response, just put your hand down and
carry on. Your behavior is correct. It’s the other person’s problem, not yours.

If you are wearing gloves, there are two possible ways to react. Somie say to take
the gloves off first; others say that if you are outside, leave them on. Good manners
require that you should be logical ; there’s no point fiddling with your gloves when it’s
extremely cold outside!

If you receive a two-handed shake, you shouldn’t pile your free hand on top of the
other person’s. Most people consider this approach too intimate for business. Others
call it a power pat. Because it can confuse or intimidate the recipient, you are
recommended not to use it.

If something is in your hand—shaking hand, put it down or use your free hand.
Make sure that you don’t extend your hand when you have sweaty palms. Use a cloth
handkerchief or tissue to absorb the sweat before the handshake.

Not any more. It used to be considered polite for a man to wait for the woman to
extend her hand. That is no longer the case unless the woman is elderly. But people
often do what they were taught, even when those rules no longer apply. For that
reason, some men, even those with higher status will wait for the woman to start the

process. Some women, though, still hesitate to shake hands with men or with other
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women.

Many men think they can hug and kiss women during the greeting. ( And while you
know that some men can do so, not all men should. ) This is another good reason for the
woman to say her name and extend her hand first; she is establishing the greeting. This
may not eliminate all of the unwanted hugging or kissing, but it should eliminate most
of it.

For many reasons, women often hesitate to shake hands with other women. Many
women in business today were taught not to shake hands. In social encounters, women
remain less likely to use a handshake with other women as part of the greeting.
However, in business settings women should work through any initial awkwardness and
shake hands with other women both in mixed groups of men and women where a round

of introductions is being made and in one-on-one situations with another woman.

New Words and Expressions

currency 1.
encounter 7.
extend ut.
demonstrate  ut.
unarmed adj.
like it or not
customary adj.
vendor n.
co-worker n.
participant  n.
formalize wt.
develop a sense for
limp adj.
squeeze  ut.
lightweight adj.

n.

O AL B

2ot , b I, e

fi it AR
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SRRy, FHHR, ST
REERRER, AEREREHE
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FRe - A BRI T
R F A1

R

EREEM,

TR TN, PR B S AR A



4 Unit 1

negative feedback n.

TE R SR, 52 T 44 ST

higher-ranking adj. HRG7 &5

thump joint n. KA RTT

gently adv. B, IR

palm n. FE

pump n. EFES

fiddle . TR A 12 5 ; 1R 2% (B A])
pile . B, I, WS
intimate  adj. FEHW, B

power pat n. 7~ 1R AR sRE
intimidate  vt. B, (EE AR
recipient n. ZHE ERZE
recommend  ot. M R

tissue n. =S

status n. By

eliminate 1.

initial awkwardness

B, R, K HERR , IR
RIS , DI IR A&

one-on-one adj. — b P, TE X 1T Y

Nz

. In the currency of business encounters, the handshake is the dollar.

FERT 55 32 bR B, B AT AL e g =t

WIS T BB s, S B EPRE AT 5% dollar 3 HoMy handshake £ A {7/
HAE ALY

. Like it or not, you are often judged by the quality of your handshake.
ABEIRNTT S , ANTE 5 SRR T4 7 BE AL 35 FITR 00 R A

. «..whenever you feel that it will be appropriate, you will develop a sense for it.
------ LARARBEAS BT & IRES A BT 5T FHBTFAL,

4k it 4% handshake,

. Good manners require that you should be logical; there’s no point fiddling
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with your gloves when it’s extremely cold outside!

REFE2E 1 BSRIREITT IR A TR H : B7ER R B AT B RS EF
FEMBERZELEXAF!

There’s no point doing sth. ff:--- ZTE X

5. Not any more. (#2F4L745) MBA LKL,

6. That is no longer the case unless the woman is elderly.

WMAHE B It AR, BRAEX T R — AR K &t

. . . she is establishing the greeting. ------ FEENEXTHITHEITE,

Ak establish B A“ EahFFER” , A 24T “initiate, begin”

8. This may not eliminate all of the unwanted hugging and kissing, but it should

eliminate most of it.
2 AR AN AT BE G B BT A RS IR M PR AN % v, (HRT LSk S K B30I 0L F 1Y
PSRy Z %,

9. However, in business settings women should work through any initial
awkwardness and shake hands with other women both in mixed groups of
men and women where a round of introductions is being made and in one-on-
one situations with another woman.

SR, FERT R AR L LIRS IR BT BRI, MBI BE 2N B S 5 A
A——F, @i E—-XN—HMFHE T 5L HTFRFL,

Exercises

I . Choose the best answer according to the text.

1. In the past, extending your hand friendly
A. demonstrated that you were polite
B. indicated that you were impolite
C. showed that you were unarmed
D. told others that you were very friendly

2. The appropriate handshake can indicate that you respect the other person as it
is considered as

A. a good habit B. a traditional habit
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C. an important symbol of respect ~ D. a logical habit
3. When you receive a two-handed shake, you are recommended not to pile your
free hand on top of the other person’s
A. so that you might dissatisfy the other person
B. lest you should puzzle the recipient
C. lest you should frighten the recipient
D. both B and C
4. According to the passage, it is a good manner
A. not to call attention to the other’s inappropriate behavior when you shake
hands with him
B. to wait for a woman to extend her hand to you if you are a gentleman
C. to extend your hand at a slight angle with your thumb down
D. to wear your gloves and shake hands with others
5. Giving a bone-breaking handshake means
A. squeezing one’s hand so hard that one wants to cry
B. putting a piece of bone into one’s hand when shaking hands
C. exciting one so greatly that one wants to cry
D. breaking one’s hand when shaking hands
6. One of the reasons why women initiate handshaking is that
A. they feel like shaking hands with men
B. they want to avoid unwanted hugging and kissing
C. they want to eliminate unwanted hugging
D

. they want to eliminate unwanted kissing

II. Work in small groups and discuss the following topics.
1. Please discuss the sentence “In the currency of business encounters, the
handshake is the dollar”.
2. Discuss the situations when you need to shake hands, then report in your own
words.
3. Some people think that the way of handshaking is used as a reliable means to

judge a person. What is your opinion?
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4. Have you ever encountered a situation when the other person doesn’t want to

shake hands with you or when you don’t want to extend your hands? Please

describe the situation.

I. Choose the right word or phrase to complete each of the following sentences,

making some changes if necessary.

intimidate  recommend vendor contact participant
formalize  logical eliminate demonstrate customary

1. It is for guests in European countries to give a tip to waiters in
restaurants.

2. We can him as a good agent here for the sale of your products.

3. The bank is its risk and avoiding “taking a position” in foreign
exchange.

4. He was bargaining with a banana when I saw him in the street.

5. The manager told me that the agreement had been signed and would be
soon.

6. The children were into silence when the murderer rushed in.

7. We are pleased to get in with you in the hope of establishing business
relations with you.

8. Some associated low productivity in agriculture, construction and other
services with the presence of trade and investment restrictions.

9. Itis that those who earn more money should pay higher taxes.

10. The salesman is a new-type computer to some customers.

IV. Give the English equivalent for each of the phrases or terms below.

1. A%k 2. BB %E
3. fE—X—MBT 4. —BNH

5. fEftacE A 6. Hil

7. ERFHES 8. SefFlalfE

9. KEFHhfhHF 10. EELHMY
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Text B

Table Manners in Anglo-America

“Oh, no! Here I am at an American family’s home at the dinner table. There are
all kinds of plates, saucers, cups, and silverware at my place. Which should I use for
which food? Should I sit down first or wait for the host to invite me? Should I have
brought a gift? Someone please tell me what to do!”

Have you ever been in or had a nightmare about this situation? Don’t worry! This
article will help steer you through the rocks and reefs of Anglo-American table manners
so that if you are ever abroad in Canada or the United States, or at someone’s home
from one of those countries, you will feel right at home.

It is important to distinguish what kind of occasion you will be attending before you
plan for a pleasant evening. Most Anglo-Americans enjoy entertaining at home, but
they don’t enjoy stuffy, formal dinners. They invite their friends over for a fun evening,
not as a test of one’s knowledge of cultural traditions. If, however, you are invited to a
formal affair, such as a so-called “sit-down” dinner, you may want to know in advance
some basic rules of “black tie” etiquette.

The first thing to remember when attending a dinner at a Western home is that you
are the guest and that you are a foreigner. No one will invite you if he does not really
want you to enter his “castle”, so you can be sure that you are wanted. Additionally,
as you do not come from the same country or culture as your host, he or she or they will
surely be aware of this, and will be very forgiving if you unintentionally do or say
something that would otherwise offend them. Keeping these two simple tips in mind
should greatly ease your concern about being present at a dinner in someone else’s home.

Before arriving at your host’s home, you may want to make sure of three things.
First, be a few minutes late, say, about five to ten minutes if possible. Never be early,
as the host may not have everything prepared yet. Nor should you be more than 20
minutes late. Your host may begin to worry about whether you are able to attend the
dinner or not. Next, as to whether to bring a gift, in most informal gatherings, it is not

necessary. If you like, you can bring some fruit or sweets, or, especially if there is a
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hostess, some flowers. These are thoughtful and cheerful gifts sure to please. Do not
bring alcoholic beverages unless you are sure of your host’s or hostess’s preferences in
drinks. Above all, do not spend a lot of money, and never give money. As we say in
English, “it’s the thought that counts”. Finally, wear comfortable clothing. For a
special occasion or religious holiday, such as a retirement party or Christmas, a tie and
jacket would be suitable for the gentlemen and a dress or sweater and skirt for the
ladies.

For more formal affairs, you will probably be told what to wear, such as “formal
dress requested” , etc. A tie and jacket or tuxedo for the gentlemen and an evening
gown for the ladies would be in order here. If you are unsure what to wear, you can
always ask the host. Gifts are seldom appropriate for these affairs, unless for a wedding
reception, at which gifts are more customary than cash.

Your host in his home will usually motion you where to sit. At formal gatherings,
name cards are sometimes provided, or you will be told where to sit. Do not be alarmed
by a great deal of cutlery: simply start from the outside and work your way in. Formal
affairs often have several courses of food with the appropriate cutlery for each dish.
There is no harm in checking with your neighbor to see what implemenf he is using.
After all, “When in Rome, do as the Romans do”. It is customary to ask others to
pass dishes to you for self-serving; at a formal dinner party, there is usually catering
(service). Again, do not hesitate to ask others for information or advice. They are
usually pleased to help you.

The most important piece of advice is this: enjoy yourself. No host enjoys seeing
nervous or fearful guests who are struggling to “do the right thing” at his home or
expensive formal dinner parties. Watch others or ask for their advice, and join in the
conversation and good times as best as you can . If you do, after the first such evening

out, you will certainly look forward to the next!

New Words and Expressions

saucer - n. IRIE, IR
silverware n. [ EFR4REE a8
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nightmare n. BEAS

steer . %I?f,*‘é‘g‘r,ﬁgl

rocks and reefs n. (M |28, B0 ; fE I8 i) AR

distinguish ot B, X3, X 43

stuffy adj. ULIYEY , Z BRI, PRI FAHY

black tie adj. (#RGE) BRE L FES/MLURIHH BEMEH
n. RN ES/MLR, B

etiquette n. ALY

castle n. FEAL , SRR | B M

forgiving adj. W N1 I

unintentionally adv. B Hb , ToLHb

otherwise adv. FEHAM T, UARK TR

tip n. HI, Bn

ease ot IR, B , AT AR

say . [ TR sRAfr 8 ) o ] B aniie, b ife

gathering n. Re BaRE

alcoholic  adj. (&) TR H0 5 R BE Y 5 TR P R FY

beverage n. Posk(amsak , 25,10 %)

preference n. W () s RA(RD) s % (R

count i, AUHE, BEH, B L

tuxedo n. (BL) &L, TRRALIR

gown n. (o) BB, KM, KAMK

motion  t. l‘ﬁ] ...... ?]‘q:'.gn ; ['EJ ...... }:“5\ % ﬁ'—\‘%‘:

cutlery n. [ERIARHTINEL

implement n. [(EEI4&E, TH

catering n. & adj. RARE KRS () B E AT (5)

Nz

1. This article will help steer you through the rocks and reefs of Anglo-American
table manners so that if you are ever abroad in Canada or the United States ,




