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Business
Etiquette

Learning Objectives

After learning this unit, you will be able to:

© explain what business etiquette is;

© note down the specific information about business etiquette;
© seek ways to improve business etiquette;

© know the business etiquette around the world;

© write a letter to establish a business relationship.
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Case Study

In a meeting between Company A and Company B to
discuss a potential partnership, Mr Lee from Company A arrived
10 minutes early, greeted everyone with a warm smile and firm
handshakes, and introduced himself clearly. During the meeting,
he listened attentively when others were speaking, made eye
contact, and waited for his turn to share ideas.

In contrast, Mr Smith from Company B was 5 minutes late,
rushed in without proper apologies, and frequently interrupted
others while speaking. In the end, Company A was hesitant to
proceed with the partnership due to Mr Smith’s lack of business
etiquette.

Read the above case and answer the following questions.
1. What were the positive behaviours demonstrated by Mr Lee

from Company A during the meeting?
2. Why was Company A hesitant to proceed with the partnership?

Warming Up

Task A Improving your business etiquette can have a positive
impact on your career. Here are some effective strategies
to develop good business etiquette. Discuss with your
partner about the importance of them.

The Basics of Business Etiguette

Always Be on Time Recognize Your Team  Respect Shared Space
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Dress Appropriately Build Emotional Intelligence

Task B Match proper business etiquette with examples, and
tell how you will do.

I’m afraid I’m not available then—I can join at the same
time in the following week, or I’m happy to join if it’s
shifted after 14:00.

Greeting

>

We require professional clothes for meetings and

Communication .
presentations.

o

Good morning/afternoon/evening.

We should make sure our business cards are professional
and up-to-date.

O

O
N N N N

Business Cards

The manager always arrives a few minutes early to
meetings.

Dress Code

ESS
ICT
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Listening and Speaking

Task A Listen to a dialogue and choose the best answer.
1. What is the first suggestion Mrs Li gives for writing e-mails?
A. Attach the file before writing.

Words & Phrases

attach v. ¥ k&

conduct n. 474, #1E
executive n. £ %, £#
assess V. R

B. Keep e-mails short.
C. Check the name in the “To” box.

idiomatic adj. 1% 1 & D. Be polite and professional.

respond V. B4, WA 2. Why does Mrs Li think writing “CAN YOU LET ME KNOW THIS
intimidating adj. &A% 3k WEEK” is not good?

R A. Because it makes the e-mail too long.

B. Because it sounds like shouting at the reader and is rude.
C. Because it is too professional.
D. Because it is too friendly.
3. What might people think if you make mistakes in your e-mail
according to Mrs Li?
A. You are very polite.
B. You are very friendly.
C. You are good at writing e-mails.
D. You also make mistakes in your work.

Task B Listen to the passage and fill in the missing words.

Client etiquette is your manner of professional conduct. Whether you are a top executive or a
new 1) in the office, your clients will be 2) and assessing you.

Everyone uses some idiomatic expressions and titles to show 3) . However, you can truly
distinguish yourself from others by 4) your way of speaking. Any time a client says “Thank
you”, always respond with “My 5) ”” instead of “You’re welcome™ or “No problem”. Don’t
say “I'm sorry” or “Sorry about that™, but always respond with “My apologies™. It is more 6)

Don’t say “I don’t know” if you don’t know something. Say to the client “I would like to verify the

most 7) answer. May | call you right back after | make sure?”
Always dress one level higher than you 8) . You may think that your clients want a
9) and less intimidating atmosphere, but that’s just your opinion. Your professionalism

needs to reflect the 10) paid by your clients.
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Task C Critical thinking. Please share your opinion about the following topic.

Etiquette or Ethics
Business etiquette requires people to maintain politeness
and respect for others in business situations, which overlaps

with basic moral requirements. So, is business etiquette just

Business

an external manifestation of moral standards in the business .
Etiquette

field? Explore the relationship between business etiquette
and ethics from the perspectives of intrinsic motivation,
behavioural constraints, and their shared impact on business
behaviour.

Presentation

Business Etiquette and International Business

This infographic presents several statistics related to business etiquette and international
business. Please talk about what information is shown in the infographic, making comparisons and
adding your own comments if possible. Then make a presentation to the class.

2%

0O o0 o ©
@ @ @ @ 1 Iy, /////
TR REED -
o O s
W

W

8 OUT OF 10

business people are not
fully educated on “correct”
international business
etiquette.

of respondents have
encountered an awkward
situation due to not being
fully educated on foreign

business etiquette.

Only 2% of business people
have attended business
etiquette classes while 98% have
either taught themselves or
just hoped for the best!

1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
N
1 N 1
: LTI :
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1

But We Are Confident People

\'

N

>
7 W\
LTI

%,

7 o
K

of respondents said people from outside
the UK who travel to Britain mostly or
definitely understand British business
etiquette.

of respondents said that not
understanding international business
etiquette doesn’t affect their desire to
travel with work.
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Reading

International
Business

Etiquette

Successful entrepreneurs understand good business is about good relationships. By
establishing partnerships with suppliers, competitors and new connections, they can build
a healthier and stronger business. It’s necessary for people who travel abroad for business
to educate themselves and their teams on proper business etiquette.

In China, punctuality is important. Being late for business meetings is offensive.
Chinese professionals appreciate a conservative dress code. The philosophy of
Confucianism is deeply entrenched in Chinese society and influences business etiquette
significantly. Confucianism emphasizes respect for elders, and authority, and promotes a
sense of duty and loyalty. Consequently, Chinese business culture is high context, where
indirect communication, harmony, and long-term relationships play a crucial role.

It's common for Japanese professionals to show a calm and collected demeanor
in business communications. Be patient in negotiations. “Don’t rush the process, as it’s
important to demonstrate that you’re thinking long-term,” explained Yushiro Kato, CEO
and co-founder of CADDI, a manufacturing platform based in Japan. “Quick decisions are
seen as impulsive, while patience is a sign of respect and seriousness.”

When conducting business in the US, you should greet people with a firm
handshake. First name terms are usually used but you should wait for an invitation to do
S0 to be polite. Business cards are used in the US. In business meetings, some small talk is
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acceptable before discussing business. However, when business is being discussed, it is
often direct and to the point as time is considered precious especially in larger firms or
big cities.

In France, it is vital to make appointments for both business and social
occasions. It is not acceptable to drop in on someone unannounced. Punctuality is
valued but sometimes treated casually in France, so do not be surprised if your French
colleague arrives late. Though French people are known for greeting each other with
a kiss on the cheek, you greet each other with a handshake in French business. The
French appreciate any effort to speak their language so try to learn some useful
phrases.

One of the most important things to remember with company culture in the United
Arab Emirates is never to use your left hand when shaking hands, passing documents,
sharing company cards or dining as the left hand is for maintaining bodily hygiene. Using
your left hand can be seen as disrespectful.

Research the country where you’re doing business to learn about workplace culture
ahead of time to show respect and build strong professional relationships.

1
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etiquette ['etikat/ n. ALY, AU, B
entrepreneur /,pntrapro'nai(r)/ n. bz, AhlkE
punctuality I panktfu'elati/ n. UERS), ST}
offensive /o'fenstv/ adj. BAURY, JoALi; sEXerER
conservative /kon's3:votrv/ adj. PRSFHY

n. PReyas Ry 30K
philosophy /falpsofi/ n. Yok ¥, A4
Confucianism  /ken'fju:fonizom/ n. R, L2l
entrench /m'trentf/ V. fEAb TR E AL 5 2R ST
hierarchy Iaroraki/ n. LY Suin®ER; JRRIKR
authority /o?0orati/ n. B, BWRL AURR
harmony 'ha:meni/ n. R, @bE; PhiE, —E
collected /ka'lektid/ adj. RN, R RN
demeanor /dr'mi:na(r)/ n. TR, Zk, &F
impulsive /im'palsiv/ adj. W, S sy
casually Ikaezuoali/ adv. SR ML ; BlfEH; 1BARZO0H
hygiene [hardzim/ n. TA:; PR

Phrases & Expressions

dress code F M)
small talk PR, PRI
to the point EHH T RIES

drop in on someone

ahead of time

BEEEIE IN
PERT; R

Proper Noun

CADDi Jj2—Z ML T HARY B2B 1T, B ] Tolk A AT hiliEny, feftihd . .
PIIRDIE] . R, Boeg . EIE. 4RI TA4AARSS . CADDI - SCi P AL 4w Tl il 59
3D CAD %ff&, RENS W/RAHSGHRM ANSebely], Ffadad JLUC ity BT SE T o




1. It’s necessary for people who travel abroad
for business to educate themselves and their
teams on the proper business etiquette.

B N THERERNAKRR, BYUETECHHE
A TESB IR S LNEE .

. First name terms are usually used but you
should wait for an invitation to do so to be
polite.

D BE=FEREFEZRRIE, ERTIRE
W, IREOZERIW RS 5 FEIXAFFRIT .

. One of the most important things to
remember with company culture in the United
Arab Emirates is never to use your left hand
when shaking hands, passing documents,
sharing company cards or dining as the left
hand is for maintaining bodily hygiene.

0D EAARSERKENASXMAH, BicH
NREENEBZ—R, &EF. fBEXH. X
BRATERNBEN, XEArEZERELF, BN
EFRRTHRESKRIEERN.

Unit 1 Business Etiquette
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XE-—NERNEASH, It EW
A E£iE, EIEHW £ i%F & to educate
themselves and their teams on the
proper business etiquette, who travel
abroad for business & — /™ & 1& A 4],
164 48477 people, ¥, B 2 5 2 A (P
WEAHERTHA) o

X & — A i A 37 % 17 but % #
3£ )4, to be polite 2 H Bk iE .
first name terms are usually used 7§ #
ERAF (MAEHEKRKEERXH
et ) RARER A, Bl A F John
i A & Mr Smith.

KE-NERKEMN AT,
F i& £ One of the most important...,
Hone of.. E | ¢ e >,
to remember... % & & F &, & i
things. # 20 17 & is, % i& & never
to use your left hand when... bodily
hygiene., maintain bodily hygiene *
T CRIFAERLAE

- O ==

Task A Reading Comprehension. Choose the best answer.
1. According to the passage, which of the following is NOT true
about business etiquette in China?
A. Punctuality is highly valued in business meetings.
B. Chinese professionals prefer a conservative dress code.
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C. Confucianism has a profound impact on Chinese business
culture.

D. Direct communication is preferred in Chinese business
culture.

. In Japan, what does patience in negotiations indicate?

A. Impulsiveness.

B. Lacking of respect.

C. Thinking short-term.

D. Respect and seriousness.

. When doing business in the USA, which of the following

behaviours is appropriate?

A. Using first names immediately without waiting for an
invitation.

B. Engaging in long small talk before getting to business.

C. Greeting with a firm handshake.

D. Not using business cards.

. In France, which of the following is correct about business

etiquette?

A. It’s acceptable to drop in on someone unannounced.

B. Punctuality is always strictly adhered to.

C. Greet with a kiss on the cheek in business settings.

D. French people appreciate efforts to speak their language.

. In the United Arab Emirates, why is using the left hand in

business interactions considered disrespectful?

A. Because it’s a cultural taboo.

B. Because it’s used for maintaining bodily hygiene.
C. Because it’s associated with bad luck.

D. Because it’s a sign of impatience.

Task B Language Focus. Fill in the blanks with the words in the

box. Change the form if necessary.

entrepreneur  punctuality offensive  philosophy  hierarchy
authority harmony collected casually etiquette
-

N

1. Good table is essential in formal dinners.
2. The police have the to enforce the law.
3. We should strive to live in with nature.




Unit 1 Business Etiquette 11

4, is highly valued in this company.

5. The young has successfully launched several startups.

6. His rude behaviour at the party was really to everyone
present.

7. Her of life is to always stay positive.

8. The of this organization needs to be simplified to
improve work efficiency.

9. The lady remained calm and throughout the crisis.

10. Enzo dressed for the picnic, wearing a pair of jeans

and a simple T-shirt.

Task C Translation Appreciation. Read the following English
sentences and Chinese translations, paying attention to
the translation of the bold words.

1. With a history of 5,000 years of civilization, China is known
as the “land of etiquette”, and the Chinese people are also
known for their polite manners. As an important part of
Chinese traditional culture, etiquette civilization has exerted
a far-reaching influence on the development of Chinese society
and history.

PEEEATENREE, FE U2 2R, REAELL
EWaLBINERMERTE . 1SR ENPEES L
— P ERAEMEND , W HE SR ER T ZRIZAISNE

2. When the guests arrive, the host should first extend his hand
to shake with the guests. When the guest leaves, the guest
should first extend his hand to shake with the host. The former
means “welcome” and the latter means “goodbye™.

SEANRAR, MAFABESLREFRESARE. MEEA
HEA, AEABSEEFRSEARE BIERERT W
w”, FEERER ‘B




12 FrARAESHEIE

Task D

Developing skills. In the fiercely competitive job
market, punctual employees are often considered more
reliable than those who are always late and rush to
meet deadlines. If you find yourself feeling guilty about
being late frequently, then you can do something to
develop a habit of being punctual.

Prioritize timeliness. g Determine the time

required to complete
certain tasks.

Strictly follow the H Develop a work

task list. schedule.

Set up automatic B Consider the traffic

reminders. conditions during
commuting.
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Writing

'

- O Y

Establishing
RV % 1= P e N 1 T A = % NG /N 10 [ e T Bu Si ness
BT AL R RDLAN 4R EH AR, JFIRAE e VAl 2
SYEAUH R . HAZ O HR7E Tl 85 & i e, i

KRSy, SERE A

BuUllERRISHII—RRith:

FRIF

RGNS, ATLUR HAARRR R ARILES , dunl LU X
T A EIRATRIT, BRI HA X,

BENA

N ACEME, AR 2B, TEXIIT R AR ST 5

NEBECHRE]

N ACHEA R AR, CIrARMNFMI LG EFR, BT e A m I A 4
RECT

BRI B A ERAR RS EREEH

VR IR A A28 T RIS I AT o ARG SRR 728 W) b 45 Y T LA K ) Jr 78
Ty IS0 8 0t , S FLR e Mk WU 2 R R4 B R i ) S L2 .

ARWON 7 28 il Do LA

1. RS ES (trade show)

2. B4t 327ESD (business networking event )

3. WEFEE (network platform )

4. s A3E7F (recommended by others )

©ZRE
SIS T3 AR 18] B BRI I8 SRR A, HIECHALSR A7 s AR . ALA LR 25 TR
LR 28 T

y 4 y 4 y 4 y 4

D N D N D N
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Sample: A Letter of Establishing Business

From: @ ~ Templates ~

Dear Mr Wu,

I am the CEO of P&G Company, a well-established pet supplies sales company based
in Russia. Our company has been dedicated to providing a wide range of high-quality pet
products to customers in our local market and has gained a good reputation over the years.

We came to know about your esteemed company through the Shanghai World Expo.
During our visit to the expo, we were highly impressed by the excellent pet supplies
showcased by your company. The quality and variety of your products immediately caught
our attention, and we believe that they would be very popular among our customers.

As a pet supplies sales company, we are constantly looking for reliable suppliers with
top-notch products to meet the growing demands of our market. We are confident that your
company’s pet products, with their outstanding features and quality, can help us better
serve our customers.

We are particularly interested in purchasing a variety of your pet products, such as
pet toys, pet food containers, and pet grooming tools. We anticipate that there could be
significant business opportunities for both of our companies through cooperation.

To help you learn more about our company, | have attached our company brochure
for your reference. We sincerely hope that you will consider our proposal and look forward
to starting a long-term business relationship with your company. Please feel free to contact
me at 12345678 or via e-mail at p&gcompanyl23@hotmail.com if you have any questions
or would like to have a discussion.

Thank you for your time and consideration.

Best regards,
Elena Koshka, CEO
P&G Company

cancel Send an E-mail
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Task A Complete the content of the e-mail according to the
Chinese meaning.

Dear Sir,

Hope this e-mail finds you well. I am Tracy from ABC Company,
a leading Textiles Import and Export company in Guangdong
Province, China.

1) (FA]— BV KIEN ) and

noticed that there could be great potential for cooperation between our

two companies. Our company specializes in trading all kinds of cloth
and processing business, and we believe 2)
(FRATAY ™ T BRI L DA WA SHER ).

We are particularly interested in exploring business opportunities

in your area. We are confident that our high-quality products,

3) Chn B34 524 S i A I R a9 65 e

k5% ), can bring significant value to your business.

I would like to suggest setting up a call or meeting at your earliest
convenience to 4) (FE—ErHeF®kAT T &
). Please feel free to let me know a time that works best for you.

Thank you for your time and consideration. 5)
(TR E R EEL ).

Best regards,

Tracy Chen

\_

Task B Write a letter to establish business relationships according
to the following information.

Situation: Your company is a clothing manufacturer in the UK

that specializes in high-quality fashion apparel for both men and
women. You learned about a clothing retailer in the US through
an industry magazine. You are interested in supplying your
products to them and want to establish a business relationship.
Now write a letter to the retailer.
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Send an E-mail

Fram @ - Templates

B I = E H % = i}
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How to Pick up a Client at the Airport
Activity Goals
The purpose of this activity is to help students establish a positive professional image in their
future careers, make customer comfort and satisfaction, build good relationships, and ensure
successful business participation.
Situation
Suppose you are Lin Min. You are going to pick up Mr Brian from UK at the airport.
Process
Step 1: Preparation
1. Confirm the flight details in advance.
Contact your client before their departure or check the flight information they provided to
know the exact flight number, airlines, departure city, arrival time, and terminals.
2. Prepare necessary items.
Make a clear and visible sign with your client’s name, company name (if applicable),
or other recognizable identifiers. Use large and bold letters so that it can be easily spotted from a
distance.
Ensure that the vehicle you’ll use is in good condition, and
has enough space for the client’s luggage.
Consider bringing some bottled water, light snacks or tissues for the client’s
convenience during the ride, especially if it’s a long journey from the airport to the destination.
Step 2: Arrive at the airport early.
Plan to arrive at the airport at least 30 minutes to an hour before the client’s scheduled
arrival time.
Step 3: Locate the arrival area.
Once you’re at the airport, find out baggage claim areas or arrival gates the client will be
coming through.
Step 4: Wait and look for the client.
Step 5: Greet the client.
Approach the client with a warm and professional greeting. Introduce yourself if you haven’t met
before, shake hands firmly (if appropriate in the cultural context), and welcome them to the city.
Step 6: Assist with luggage.
Help the client with their luggage.
Step 7: Head to the vehicle and start the journey.
Lead the client to the vehicle. Open the door for them to get in and make sure they are
comfortably seated.

11
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Implementing Workplace Etiquette

Workplace etiquette plays a vital role in today’s professional world. It is not just about being
polite; it serves as a powerful professional strategy that can significantly impact one’s career success.

1. Communication Etiquette

Use a respectful and professional tone when speaking to others.

Avoid interrupting colleagues during discussions and listen attentively before responding. Be
clear and concise in expressing your ideas to ensure effective communication. For example, when
participating in a meeting, wait for your turn to speak and phrase your opinions in a constructive
manner.

Pay attention to grammar, spelling, and punctuation in e-mails,
memos, and other written documents. Use a proper salutation and closing, and keep the
message organized and to the point.

2. Dress Code Etiquette
Dress appropriately according to the company culture and the nature of your work. In a
formal business environment, opt for professional attire such as suits or dresses.
3. Meeting Etiquette
Always arrive on time for meetings. If you are unable to attend, inform the
organizer in advance. Punctuality demonstrates your respect for others’ time and your reliability
as a team member.
Come prepared with relevant materials and ideas. Engage actively
in the discussion, make eye contact with others, and contribute meaningfully.
4. Office Space Etiquette
Keep your workstation clean and organized. Avoid
encroaching on your colleagues’ personal space or borrowing their items without permission.
Be mindful of the noise you make in the office.
5. Social Etiquette in the Workplace
Build positive relationships
with colleagues by being friendly, respectful, and helpful.
Show respect for the organizational
hierarchy. Use appropriate titles when addressing superiors and
follow the proper channels for communication and decision-
making.
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