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Unit 1

Text A Etiquette and Protocol in Business

In an era of globalization understanding the basics of etiquette and protocol —
thatis the type of behaviour that others expect of you in both informal and formal
settings — is an important skill. It can instill an individual with confidence to handle
almost any situation in any culture and allow a businessperson to concentrate on the
deal at hand rather than worrying about such peripheral distractions as which fork to
use or which hand to use for passing food. Without an understanding of the basics of
etiquette and protocol you risk coming off as a boorish Neanderthal. You may even
put your company’s image at risk or risk potential failure in the formation of key busi-
ness relationships that are vital to global success. Finally a well-honed sense and ap-
preciation of local customs etiquette and protocol can make you stand out as a world-
savvy individual in a competitive global market.

Proper ctiquette in today’s business world goes well beyond basic table manners they
are after all a given in most cultures and common courtesies allowing an esteemed col-
league or superior to precede you through a doorway for example . Think of all the ele-
ments that go into making a first impression. The list is lengthy. There is your manner of
dress your professional appearance the color of your dress or tie your body language
handshake posture amount of eye contact on introduction where you put your hands how
you accept a business card and how you present yours as well as the actual content of the card
— and you haven’t even sat down to begin talks.

Many experienced international business travelers will advise you that® when in
Rome do as the Romans do”. While this may work if you are trying to figure out which
fork to use or whether to bow or shake hands itis in most cases far easier said than
done. And besides except in superficial areas doing what the Romans do may be
against your ethics morals company policy or home government laws.

Regardless of the culture proper etiquette means maintaining your own values
while respecting those of others. It does not mean slavishly following the rituals and
practices of others to please your host. If you make an effort at the language at un-
derstanding the basics of common courtesy and avoid any flagrantly offensive or ob-
noxious acts don’t be overly concerned about the subtleties — at least the first time
around. To be honest not that much is really expected of the first time visitor to an-
other culture though a deeper understanding will be expected each time you visit. The
value in understanding etiquette and protocol is in the confidence it gives you and the
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impression it makes on colleagues.

Words & Expressions

boorish ‘buarif adj .

colleague kolig n.
confidence 'konfidons n.
courtesy kartist n.
distraction drstrack fon n.
element 'elimant n.
esteem Istiim ot .

ethics 'e01ks n.

etiquette ‘etiket n.

flagrantly flaegrontli adwv .
globalization gloubalarzer[ o n
handle 'haendl ol .

image 'midsy n.

instill mn'stil ot .

lengthy TenOr adj .
Neanderthal ni'eendota:l n.
obnoxious obnok[as adj .
offensive ofensiv adj .
overly ‘suvall adv .
peripheral pariforal adj .
posture 'post [o n.

potential paotenfol adj .

precede prisi:d v.

present prizent ot .
professional profefonal adj .
protocol 'pravtoknl n.

ritual ritfuol n.

savvy s&evI n.

setting setin n.

slavishly slervifli adwv .

subtlety satltr n.
superficial sjupafifol adj .
superior sjurprorio adj .
well-honed adj .
vital 'vaitl adj .

4 .
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at hand

come off

concentrate on

figure out

go well beyond

regardless of

stand out

Exercise ]| Reading Comprehension

A. True or False?

1.

—_

3 U1 W N

Without an understanding of the basics of etiquette and protocol you are not al-

lowed to do business internationally as you damage your company’s image.

. If you worry about your table manners with foreign colleagues during a meal you

may make them feel nervous.

. In most situations if you do not know the local customs just act’ when in Rome do

as the Romans do”.

. Nowadays understanding the basics of etiquette and protocol will be very helpful to

global success.

. Studying a foreign language will help you a lot if you want to maintain your be-

haviour in another culture.
If you understand the basics of ectiquette and protocol you may do business

favourably.

. If you understand the subtleties of another culture you may feel confused about

how to deal with your foreign friends.

. If you want to learn another culture you just go to that country and stay there for a

year or two.

. Answer the following questions:

. What is an important skill according to the author Have you equipped yourself

with such skill

What can you benefit from the important skill

Why does the author use the word® risk” twice in paragraph one

Please make a list of proper etiquette in today’s business world.

How does a businessman do* when in Rome do as the Romans do”

Try to explain’ proper etiquette means maintaining your own value while respecting

those of others”.

Exercise [ Vocabulary Practice

A . Match the following words from the passage with the definitions and synonyms on
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the right .

offensive a. necessary or characteristic feature
obnoxious b. business agreement

moral c. standards of behaviour

superficial d. understanding

savvy e. nasty very disagreeable

esteem f . disagreeable

lengthy g . to introduce gradually

instill h. very long

deal i. not thorough or profound
element j . to respect greatly

From the words listed below, select a word to fit each space with proper form in the

sentences . Use each word only once .

eye contact regardless of image courtesy setting present pre-
cede superior subtlety distraction
Today it is more necessity than a to have your card translated into the

local language of the country you are visiting.
Naming systems differ greatly and even within cultures there are that
make guessing at a person’s proper name and title a minefield

the country you are in it is essential to accept any invitation to meet out-
side of business hours.
Depend on your telephone manners it can be used to build your and a po-
tential personal relationship or it can get things off to a poor start.
Eye contact is considered a statement of equality and is too personal a gesture to
use with strangers in a social
Direct is taken as a sign of honesty and sincerity
In most Asian cultures a card with two hands conveys respect and
appreciation of the importance of the ritual.
Choose one place for your study area. It may be a desk or a chair at home or in the
school library but it should be comfortable and it should not have

The singer who is the pop group in the programme is very good.

. Just because they have more money than I do they think they are so

Text B Meeting and Greeting

Introduction
In Britain we introduce
6 .



— men to women

— younger people to old people.

Sometimes there might be exceptions to these basic customs. For example it is
sometimes difficult if the woman clearly very young and the man is elderly and very se-
nior in his work and achievements. If a distinguished male poet has just given a lecture
then we might introduce a young woman to him rather than the other way round.

You will find that many people in Britain now introduce people by their first
names or the first and surname together. Sometimes on formal occasions we introduce
people by their titles Mr Miss etc. Customs change and all you can do is to listen and
look and see what the people around you are doing. Here is an example

John Race Mr Hawkins. May I introduce Miss Williams to you

They shake hands.

Mr Hawkins How do you do I am very pleased to meet you.

Miss Williams Hello. I'm so glad to meet you. I love your poetry.

John Race Miss Williams 1’d like to introduce Brian Parker to you.

Miss Williams Hello nice to meet you.

Brian Parker Hello.

John Race Mr Hawkins I believe you know Mr Parker don’t you

Mr Hawkins Yes of course. Hi Brian. How are things

Introducing Yourself

If you are at the party you can go up to another person and introduce yourself.

“ Hello my name is Andrew Vincent. Are you a friend of ... ” You don’t have to wait
to be introduced. And by the way at parties we assume that everyone will talk to a
lot of people. It is quite normal for someone to have a short conversation with you and
then go on to talk to other people Don’t think they dislike you or that they are impo-
lite It is the custom at many parties in Britain particularly where people are standing
up rather than sitting down.

based on How to Communicate Successfully by Andrew Wright

Words & Expressions
assume osjuim ot .

distinguished distiggwift adj .

exception ik'sepf o n n.
normal 'normal adj .
occasion okerz o n n.
poet 'pourt n.

senior SInro adj .

title tartl n.



Proper Names

Andrew Vincent ‘eendru: 'vinsant
Brian Parker 'braren 'pake
Hawkins ‘hokinz

John Race dzpn rers

Williams ‘wiljomz

Exercise | Reading Comprehension
Answer the following questions:

1. Do you know how to make introduction in English

[\

What are basic customs according to the author
How do people introduce by name in English

3
4. If you go to a party how do you introduce yourself

Text C Handshake

Outside of Asia the handshake is most common and most meaningful physical
contact you will have with a business colleague. Of course not everyone shakes hands
alike and not all variations are deliberate. Still analyzing a colleague’s handshake af-
ter the fact may provide some clues into his or her character and intentions. This is by
nature a rather inexact science. Some handshake basics

A handshake in which an individual grips firmly but not too firmly pumps your
hand once or twice and looks you straight in the eye can signify an individual who is
confident sees you as an equal and intends an honest up-front negotiation or discus-
sion. If a person continues to hold onto your hand for longer than expected he or she
may be attempting to show sincerity.

If while shaking your hand an individual tries to guide you into a room or towards
a seat it may indicate that that individual likes to be in control and insists on having
his or her way. It can signal difficult talks if things do not go their way. In many Asian
nations however such an action should be seen as a sign of respect and friendship
not a power play.

If someone grips your hand then twists his hand so it is on the top the signal is
that of a competitive person who is saying that although you may be starting out as
equals he or she will win in the end.

Most people have been the victim of a handshake where an individual attempts to
crush your hand in a vice-like grip. This is an indication of a person who is competitive
and plans to win at all costs and associates physical strength with acuity. Their bark or
in this case their handshake is often much worse than their bite.

8 .



When offered by a Westerner the limp handshake that resembles grabbing hold of
a dead fish usually indicates someone with low energy and a lack of enthusiasm and
confidence. In Asia such a handshake is common and is an indicator of equality not
deference. Some Southeast Asian societies will actually use their other hand to support

their handshaking wrist. This is a sign of respect not weakness.

based on International Business Culture by Charles Mitchell

Words & Expressions
acuity okjuurtr n.
associate a'sau[1ert ol .
bark bak i .

bite bart V.

clue klu: n.

deference 'deforons n.
deliberate dilib o rot adj .
equal nkwoal n.

grab graeb v.

grip grip ot .

handshake 'heendferk v.

indicate 'mdikert ot .
inexact migzakt adj .
intention intenf o n n.

limp limp adj .
meaningful 'mimigful adj .
negotiation nigovfrerf @ n n.

physical fizik o 1 adj .

pump pamp ot .
resemble rizembl ot .
signal signal ol .
signify signifar ot .
sincerity sm'seriti n.

vice-like adj .
victim ‘viktim n.

wrist rist n.

at all costs
by nature
go one’s own way

have one’s own way



Exercise ]| Reading Comprehension

Answer the following questions:

1. Have you ever taken notice of variations about handshake

2. What kind of handshake may show a person who is confident according to the au-
thor Do you agree with the author

When someone likes to dominate the situation what is his handshake like

When a competitive person wants to win what is his handshake like

Can you explain when most people become the victim of a handshake

What do you think of limp handshake

S O oA~ W

Exercise I Student’s Activity
Role Play: Exchange Business Cards

Background In business through business card you will make one of your first im-
pressions on a foreign colleague. The exchange of business cards is a meaningful ritual
rather than a casual informality.

Directions Find a partner to do an oral practice. Show your classmates how both
of you greet and exchange business cards. You may refer to the following scenes
1. Show the etiquette of exchanging business cards in Western culture.

2. Show the etiquette of exchanging business cards in East Asia.

10 -



Unit 2

Text A Gift Giving

Gifts should never replace the basics of good business practices and etiquette. They
are a supplement to not a substitute for a sound business proposition. Of course a
gift should never take on the appearance of a bribe even in countries where such prac-
tices are commonplace. A gift is just that — a freely given token that shows apprecia-
tion or respect. A bribe — well that is part of the mandatory cost of doing business in
some places in the world.

Some basic questions to consider if planning to give gifts internationally

Who are the appropriate people that should receive gifts Is there someone you
must give a gift to

What is an appropriate gift and what might be considered culturally insensitive

When should you give the gift At the first meeting At the conclusion of a con-
tract

And finally how should you present the gift

International gift giving can become a cultural minefield. The taboos vary from
culture to culture. To give the proper gift one must understand the culture of the re-
ceiver.

Giving the appropriate gift in a timely fashion not only cements personal relation-
ships in some cultures but it can truly enhance a company or personal image. The right
gift conveys respect to the individual and by the same token can convey a company and
personal image of global sophistication even power. In relationship-driven cultures
the gift reflects the company’s image and intentions and gives a potential partner in-
sight into how both you and your company think and are likely to act in the future.
Still the main purpose of any gift should be to please and honor the recipient. If you
keep that in mind you will never produce a gift that can be inappropriate or worse
insulting.

One basic rule of thumb in international gift giving ideally any gift you present
should be manufactured in your home country. Take special care to make sure that gift
is not manufactured in a country or region that may cause insult to the recipient for
example it would be insulting to give Saudi Arabian colleague a gift manufactured in
Israel .

Another point that should be remembered Gifts with company logos should be
used as small tokens only not as a major sign of appreciation. Even when logos are
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used they should only be placed on gifts of the highest quality and the best taste. Re-

member even the smallest gift reflects your company’s image and personality. Keep

the logo small so that it doesn’t look as though the gift is nothing more than a company

advertisement.

Words & Expressions
appropriate Sprauvpriert adj .
bribe braib n. & vt.

cement siment ot .
commonplace 'komenplers n.
convey kon'ver ol .

enhance im'ha:ns orf .

ideally ardroalr adv .
insensitive m'sensitiv adj .
insight 'msart n.

insult m'salt n. & vt.

logo lougou n.

mandatory ‘maendotort adj .
manufacture maenjufekt|o ot .
minefield ‘mainfr:ld n.
proposition propazif 9@ n n.
recipient risiprant n.

reflect riflekt vt .

Saudi Arabian saud1 oreibron adj .

sophistication sofistikerf @ n n.
substitute sabstitjust n.
supplement ‘saplimont n.

taste terst n.

timely tarmlr adj .

token touken n.

keep in mind
make sure
rule of thumb

take on

Exercise ]| Reading Comprehension

A. True or False?
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