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Etiquette and Manners

~ Focus:

e Making an introduction
e Table manners

e Making apologies and requests

Before Reading

1. What is etiquette? Do you have any puzzles in communication?

2. Do you know some table manners?

3. Do you know how to be a good visitor in other countries?

Try to fill in the blanks. Then look for the answers in the reading.
1. Introduction is the formal of one person to another,in which people
each other and set up relationship with each other.
2. There are manners of inviting guests in western and eastern countries.
3. Customs of gift-giving greatly from country to country. What is considered

appropriate in France may be entirely inappropriate in Japan.






Section Business Etiquette

6.1 Making an Introduction

Text A Introduction '’

©  Check your comprehension
© Question: How can we introduce people properly?

———r e

Introduction, the formal presentation of one
person to another, is a channel through
which people get to know each other and

establish relationship with each other.

As is known to all, the first impression is
very important. A proper introduction can be a good beginning for future
communication. In business introductions people are usually introduced
according to their business rank.

Guidelines for introductions
To begin with, when a person is introduced to the others in business or

social contexts, usually the following two ways are appropriate ;

1. Use of the word “to”
e.g. “Mr. Johnson, I'd like to introduce you to Mrs. Borden. ”
2. Saying the name of the person to whom the other is being introduced

”

first, without using the preposition “to”. This is the most generally

used way in introductions.

Cultural Notes .

1. introduction: 75 & # /) 4
RH —F KRN R ATFF K,
ETHEFNFMHA, EHEE
REEWANBHEEWHA
W AEXMLEEHAY R
FRL.
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e.g. “Mrs. Borden, may I introduce Mr. Johnson?”

Other important rules in introductions

1. A man is always introduced to a woman.

2. A young person is always introduced to an older person.

3. A less important person is always introduced to a more important

person, whether male or female.

Socially this can be difficult, since it is sometimes hard to determine
who is the most important. In work places, however, it is easier to
follow this rule, e. g. If the executive vice president, James Williams,
and the new product vice president, Jennifer Green, have not met, it’s
appropriate to introduce them by saying, “James, this is Jennifer Green,
Jennifer, James Williams. ” When introducing the new office manager,
Frank Adams, to the company president, Carl Smith, you would say,
“Mr. Smith, I would like you to meet Frank Adams, our new office
manager. Frank, this is Mr. Smith, our company president. ”

When introducing people of equal rank in business situations, social rules
apply —a man is introduced to a woman, and a young person to an older

person.

Do not use first name in business introductions, unless it is the request

from the office custom or a business client ( /il &) or customer.

When introducing business associates ( fk4¥) to one another in social
situations, you can also mention what they do or something about them,
because it helps those you are introducing to begin a conversation with
one another without having to ask, “What do you do?” In this way,
people being introduced may have two topics of instant conversation —
their jobs and their shared interest. You may join in their conversation

or, if pressed to make other introductions, excuse yourself and move on.

Guidelines for making responses
Once you are introduced, you’ll attract other’s attention. At this time,
you should respond properly by selectively doing the following

1. Stand up. If you cannot stand up, you should show your intention to



do so. This rule should be followed no matter you are a lady or a

gentleman.

2. Approach and look at the other party with a smile to show respect.

3. Shake hands. Shaking hands is to show your trust and respect, and
it’s also a way to send your greetings.

4. Greet the other party by repeating his or her name. You can say,
“Nice to meet you, Mr. Brown.” or “It’s a pleasure, Mr. Brown.”
or “How do you do, Mr. Brown?”

5. Say good-bye when the conversation is over. You can say:
“Goodbye. I enjoy meeting you.” or “Goodbye. Nice meeting you
and talking to you.” or “Goodbye. I look forward to seeing you

again. ”

Greetings

There are many ways to greet people including formal and informal
greetings, verbal ( @ 2 44) and non-verbal greetings®. Informal verbal
greetings are usually used between close friends. For example, you can
say, “Hello, David.”, “Hi, Mary.” Formal verbal greetings are
usually used in business situations. For example, you can say: “ Good
morning, Mr. Williams. How are you?” Non-verbal greetings include
shaking hands, kissing and bowing. Kissing is a very personal way of
saying hello, so you have to be careful about using it in business
situations. The use of kissing should be based upon consideration on the
occasion and the setting. Kisses exchanged in® the context of business
meetings that are social in nature, such as banquets ( £ 2-) and
conventions, may be acceptable. Those exchanged in pure business
settings such as conference rooms or offices should be replaced with
handshakes. Don’t ever feel obliged ( #3% ) to give or to receive kisses.
Keep your distance and extend ( {§ £ ) your hand before the kisser has a
chance to get too close. Good feeling can be extended with a smile and
words accompanied by a warm handshake.

Text B Business Card Ftiquette’

¢~ Check your comprehension
©  Question: What is the use of a business card?

. e ——

2. There are many ways to
greet people. .. : # X4 H
REE RS, € ER
B Ao dE E K ] &, FF
& fn dEiE & &,

3. Kisses exchanged in... :
ELXRefvER. A8 S
EemBEEL EHEYR
AR,
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4. business card: 7 % £ F
EWAFREFEENLE
th, —REBERZKEFY LK
R R AE .
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One of the first impressions you will make
on a foreign friend is through your business
card, and in many cultures, especially in
Asia, the exchange of business cards is a
meaningful ritual ( 3¢ #L) rather than a
casual informality (3 EX)).

Today, it is more a necessity than a courtesy (i 4%) to have your card
translated into the local language of the country you are visiting.
Bilingual ( #04%&49) cards are the norm (#7f%), with one side printed
in your home language and the other side in the foreign language in

which you are dealing.

If you are using a one-sided card, always hand your card to a friend with
the printed face up. Never fling (£L#3) a card across the table or onto a
desk. It is a bad manner. Asians consider it an extraordinarily rude

gesture.

If presenting to a multitude ( % #) of contacts at once, give your card
to the highest-ranking individual or leader of the delegation first. This is
a sign of respect and avoids embarrassing ( 4~ A 3t &) other
relatively low-ranking members of the delegation who may even refuse
your card if their head has not yet received one. In most Asian cultures,
presenting a card with two hands conveys respect and an appreciation of
the importance of the ritual. It is best to hold the card by the two corners
when making the presentation. Likewise, you should receive a business
card with both hands.

Once you have it in hand, take time to read it—not merely a glance ( %
% —7# ) but a deliberate (& % # & &) study. Often this is an ideal
time to read the person’s name, which will help you connect the face to
the name. In Japan and in many other Asian cultures, it is insulting to
put the card directly in your pocket, wallet or card case without giving it
sufficient study time.

In the Islamic (/##7 2 49) world, the left hand is considered unclean.
Even in many non-Islamic areas of Africa and Asia, this tradition has



evolved ( £ J&) into using the right hand in preference over the left. So

when presenting or receiving a business card in these areas, use the right
hand.

In Europe and North America, business cards are far less formalized ( 7
X 4L) and are used merely to keep track of who-is-who during a meeting
schedule. If you come to sell something in these societies, your hosts

will be concentrating on your product, not your business card.

Text C Privacy’ (}2%.) as Border

© Check your comprehension

~ Question: What are the questions that are supposed never to be asked about?

L e

et e

There are quite a few questions that are

supposed never to be asked about.

These topics include one’s age, income,
marriage, religious belief, political belief as

well as any other fields of privacy.

In order to understand the American or Western idea of personal concept
of privacy, one may think of “territory (4%} )”. A nation has borders
or boundaries with other countries and everything within the border

belongs to the nation alone and no one else.

One’s home —one’s castle (3% %)
Is one able to enter another country without a passport—a permit from

that country? Absolutely not. It is the same for one’s home.

If one enters someone else’s home without asking for permission, he is
likely to be charged with trespassing ( 3F i A4Z) or even burglary ( A
£47% ). Everything inside the house is within the territory of the owner

and no one may enter the territory without permission.

5. privacy: 7 W J7, AL &
RFRG. Tl xsEM L
KM OE B A A R —
B
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Inside the room — confidential (% &)

No one has the right to open the closet, desk or drawer in one’s room—
these may be something secret in the host’s or hostess’ castle. On top of
the desk there may be letters, business papers or exercise books — these
too are within the owner’s territory. Never touch them or read them!
Similarly never read over one’s shoulder when he or she is reading
something! You don’t want to behave like a spy, do you? Anything one

is reading is his or her private property. Don’t invade (4%#5 ) it!

Income —a top secret

In the United States, one’s income is the top secret. Never even try to
ask any questions about it! In the same way, it is impolite to inquire
about one’s property (% /) or the cost of some articles. You may say
how cool something is, but never even try to inquire about the price.

Age—taboo ( 2 2.) for everyone

Age is considered a taboo, especially for the ladies. They hate any topic
about age, simply because they hate to get old, and because they want to
stay young forever! Never make any comment like “ You have grey
hair” , otherwise you’ll annoy other people.

Religion — sensitive (4 % #9)
Religion is what one believes in personally. It is totally a personal
matter. Never ask questions like “Why do you worship Christian?” It is

none of your business. Everyone has his freedom in belief.

Politics — big men’s affairs

Politics is a sensitive topic too. It is completely of personal opinion.
Such questions as “Do you believe Israel will accept the conditions for
peace talk?” should be on the agenda (iX#2) of those “big men”, not

for common people.



6.2 Invitations and Replies

Text A Invitations and Thanks

©  Check your comprehension

©  Question: Are there any different manners of inviting guests in western and eastern

countries?

T ——— M

In modern life, various public relations
activities are very frequent. It is more than
often to invite some leaders, celebrities
(&% A), clients, colleagues and friends to
join in the activities so as to make them

more influential.

Manners of inviting guests in Western countries are different from that of
Eastern ones. Foreigners in English-speaking countries tend to respond to
the invitation with a direct and clear answer. For example, if one
Western friend invites you to a dinner but you will be occupied at that
very moment, you should respond with “Thanks, but I'm afraid I can’t
go because. . . " Foreigners will certainly accept the excuse. Unnecessary
chinchin® ( % £ ) should be avoided.

In English, there are various ways to refuse a request or an invitation. It
is important to learn which refusals are strong and which means “ Ask me
again some other time. ” It is always good to soften a refusal and find a
proper excuse for it. For instance, you should say: “I'm sorry, but I'm
busy on Saturday. ” instead of saying, “No, I don’t want to go. ” It isn’t

necessary to do something you really don’t want to do just to be polite.

6. chinchin: % 7 A f£ # %
BEHERSR T, F,F
FR—ERTHH AT, Bl B
FWN 2O EEE,TE
S HHF A2 U AT HE
T #IE,
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