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Unit 1

Business Etiquette

Unit Objectives
After studying this unit, you will be able to:

O explain what business etiquette is;

© note down the tips of business etiquette;
© talk about how to improve business etiquette;

© write a thank-you letter.
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Warming Up |

A Good business etiquette can have a positive impact on your career. Here are some
business etiquette tips for your professional image.

The Basics of Business Etiquette

7/ A\

Be on Time Recognize Your Team Respect Shared Spaces

A 4

Dress Appropriately Build Emotional Intelligence

B Match proper business etiquette with examples, and tell how will you do in these

situations?
1. Greeting A. I'm afraid I'm not available then. | can join at the same time
the following week, or I'd be happy to join if the meeting is
2. Communication shifted to after 14:00.

B. We require professional clothes for meetings and presentations.
3. Punctuality
C. Good morning/afternoon/evening.

A Budiness Gk D. We should make sure our business cards are professional
and up-to-date.

5. Dress Code E. The manager always arrives a few minutes early for meetings.
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Audio Zone

Situation 1

Enzo is asking Mrs Li the dos and don’ts in writing business e-mails. Listen to the dialogue and finish
the following tasks.

A Choose the best words or phrases to complete each of the following statements

according to the information you hear.

b~ W N

YYD YYD Y)Y Y Y Y DY D

short mistakes the right name polite attachment
. Check you've got in the “To" box.
. Don't forget the before you start writing.
. Keep e-mails
. Remember to be and friendly.
. Check and correct the before you hit“Send”.
Think and Discuss

Read the replies Ivan has received. What did he forget when he sent the e-mails?

From: Yoko (yoko.nakahata@aecel.biz) : From: Jackie (jackie@aecel.biz)
To: Ivan (ivan.dunski@aecel.biz) - To: Ivan (ivan.dunski@aecel.biz)
Subject: RE: Ivan’s new proposal : Subject: RE: IT request

r
Hello Ivan, : Hello Ivan,

Thanks for your e-mail asking for my - You sent me an IT request. However,
thoughts about your proposal. Unfortunately, ; I don’t work in IT. I think you meant to
I can’t comment, as you haven’t sent the = < write to Jack, not me. We both have similar
proposal with your e-mail. : names!

Regards, Best wishes,
Yoko ; Jackie

B Listen to the dialogue again and answer the following questions.

1. What kind of suggestions does Mrs Li give?

2. Why can’t we write “CAN YOU LET ME KNOW THIS WEEK”?
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3. If you make mistakes in your e-mails, what will other people think?

Situation 2

Enzo is going to receive an important client and will invite him to dinner. He is a little nervous and
wants to consult Alice. Listen to the dialogue and finish the following tasks.

A Fill in the table according the dialogue.

Invite a Client to Dinner

o Ask for a 1. table, so one can accomplish the
Reserving a Table mission set out to accomplish.
o [Look professional.

Make Good Introductions | Know the client’s name, position and 2.

Wear the same things one wears to the office. It’s not advisable to

Dress Code dress better than the boss because he might 3.

It’s a sign of 4. . If you just check your texts or
Turn off the Cell Phone | answer your phone, the other person will think they’re not
important enough for your undivided 5.

B Work in pairs. Please make a dialogue with your partner based on the following
situation, and you may pay attention to the points mentioned in the above dialogue.
Situation: Suppose you are the sales manager of ABC Company. You are going to receive Mr. Brian,
who is the deputy head of a cooperating company. You will pick him up at the airport and then invite

him to a restaurant for dinner. How will you properly receive Mr. Brian?




Unit1 Business Etiquette

Oral Practice

Task: You are required to describe the following chart, and present your analysis of the

survey results.

B Rate Your Coworkers’ Manners

= Very Polite
M Well Behaved

1 Adequate but Sometimes Iffy

Downright Rude

DewnrighdRuds M Plenty of Room for Improvement

Expressions for Reference

1. as can be seen from the chart, ... KB P T AA S, -t
. Compared with... 5+ iR

. while &

. account for the largest proportion & 3 X W4

U o W N

. According to the information gathered above, we may reach the conclusion that... A& #%& A _E4Z
B, BAVTOAFE e

Reading Field

Text A

Punctuality Is Important for Business

The importance of being on time is taught to us from a very young age. Being on time helps
you establish a good reputation and allows others to trust you. When you are punctual, your

professional image appears polished and organized.

If the person you are negotiating with walks into a meeting ten / \
minutes late, would you trust them to stay organized throughout \ \
your relationship? The answer is likely no. In this case, something /

as harmless as a bad habit can ruin a business relationship before \
it even begins.

When you consistently complete documents, finish projects,
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or produce any other kind of output on time, it positively reflects your work ethic and the
quality of your work. Not only will colleagues notice your personal standards, but they will also
acknowledge your commitment to your company and its success.

Punctuality in the workplace and in business reflects professionalism. Your reputation is an
important asset for getting ahead. When team leaders regard you as punctual, and someone they
can rely on, they are more likely to include you in new and important projects. Every employee
is a reflection of the organisation. If someone is constantly late, it will affect the firm or the
business, which can cause customers to lose confidence.

Being on time shows respect for other people’s time and commitments. When you arrive
promptly for meetings, appointments, or social gatherings, you demonstrate consideration for
others and their schedules. In the age of smartphone, no matter why you are late (unless there is a
real emergency), you can always send a quick e-mail or message explaining what happened, the
estimated time for arrival and, most importantly, an apology for the delay.

Of course, there can be circumstances where being late is unavoidable due to unexpected
events or circumstances beyond your control. However, in general, striving to be punctual is
beneficial for both personal and professional relationships. There is much truth to the saying, “the

early bird catches the worm!”

Word List

punctuality [ papktfu'eloti] n. 428 ; AEE;

«x Teputation [repju'terfn] n. &% ; % &

punctual ['panktfuol] adj. #8+ 49 ; AEBFEY

s+ polished ['polift] adj. A8y ; HAFE; B ; BB
«+ negotiate [nr'goufiert] v. ¥ ¥|; W@

++ acknowledge [ok'nolidz] v. /Kik; Adh; EZFEF]

«+ professionalism [pro'fefonalizom] n. % kK-F; % LF R
promptly ['promptli] adv. B3 ; Fik db

++ demonstrate ['demonstrert] v. iER; JE%; TG
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Phrases and Expressions

professional image 32 b7 %

getahead ZF | F I KA F FEIFH T IR
rely on & #

beyond one’s control J. ik 45 %) #9

the early bird catches the worm F-#2 89 & )LA &7,

St A B 37 0 AR AR b B SR L 4B YR D kA A Word List B <% A BB L kARE N A KL

Notes

1. When you are punctual, your professional image appears polished and organized.

B2d) i fkput ot E, (RHER LB R e B4R 0h AR A A,

E!_@ E XA EF, “polished” 1 “organized” # & v.-ed (FHEW T £ 41 ) B,
ZAEBIEFE, EXRIE, ARARAEZBENFAIENARRS, ST -4
WEWE, BERRAERENLI LW ERAIESHRR: A EBSKTHE, A
FEENFHENAZHE, FEE RN by, Bldn:

The coffee cup was broken by Mary. "=E AR B R ATHL T -

(was A Bh#)i3, broken A FHiEA )

The meeting room was crowded with people. 2L F ZH i T A,

(was % 23018, crowded #if k4573 )

2. In the age of smartphone, no matter why you are late (unless a real emergency), you can
always send a quick e-mail or message explaining what happened, the estimated time for

arrival and, most importantly, an apology for the delay.

B £xmFIERHR, RRREARE (BRERNARANRL), HERHLR
WFH AR EL, BERIREE, WitBAKAE, EREEME, KN LAR
2] .

BED) no matter 244 # &4 “E#b” “FE7, 51 FKFLF HRENA . no matter +who/
what/where/when/how/why + * & + 1H &, 4.

No matter who you are, you can achieve your dreams. T4k A#, A TIAEIE TehH4,
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A Read and choose the information mentioned in the passage.
[ 1. Something as harmless as a bad habit can ruin a business relationship.
[ 2. Punctuality demonstrates that you’re reliable.
[ 3. Being punctual builds your self-confidence.
[ 4. Being punctual shows your respect for others.
[ 5. If you wouldn’t think of taking ten dollars from another man’s wallet, you shouldn’t think of
stealing ten minutes from him either.
[1 6. When you’re late in meeting other people, you’d better send a message explaining why.

[1 7. Being late hurts your professional career.
B Complete each of the following sentences with the proper form of the words in the box.

prompt punctuality negotiate output reflect

1. Being is one of the most important rules of business etiquette.

2. It took a few months, but I successfully a higher salary with my new employer.
3. Sara arrived at 10:00 am as we had agreed.

4. The of this product is not large, but the quality is very good.

5. A city is the product of the human mind, man’s intelligence and creativity.

C Complete each of the following sentences with the phrases in the box. Change the

form if necessary.

be beneficial for professional image getahead relyon beyond one’s control

1. ’m sorry, the hiring of staff is because I am just the gatekeeper of the company.
2. If you are willing to work hard, you will in this organisation.
3. does not stop with dress. It also includes how you carry yourself and engage with

colleagues and clients.
4. Exercise human health, so we’d better have some time for exercise every day.
5. In spite of this, she trusted me and me for everything.
D Translate the following sentences into English with the given words or phrases.
1. b SUZREIRE TAEZEK . (consistently, requirement)

2 RIS S A R A4 (strive to)

3. BERRAIEIE TG, FERTR TAE TS RIF7% (establish a good reputation)

4. AT T rh EVE R 7 5K E R 5TE& . (demonstrate, sense of duty)

5. FATUARFFFRA TV E RS, AAFEFRATAYKE . (sway, commitment)
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E Work in pairs and discuss the following questions.
1. Do you think it is important for a person to be punctual?
2. How do you feel when others are late?
3. How do you remind yourself to be on time?

4. Do you feel guilty when you are late?

F Talk about your opinion about the following situation.

Company A and Company B are about to have a crucial business cooperation negotiation,
and Company A’s negotiation team is led by sales manager Zhang Hua. The agreed negotiation
time is 9:00 am, held in the conference room of Company B. Zhang Hua and his team members
carefully planned their itinerary the day before and reserved sufficient time for possible traffic
congestion. They arrived at Company B smoothly at 8:45 the next day. Zhang Hua led his team
members to take a break at a coffee shop near Company B, sorted out relevant materials and

ideas, and arrived at the meeting room of Company B early at 8:55.

Text B

Meeting Etiquette for Professionals

What is meeting etiquette?

Meeting etiquette is a standard of behaviour that is expected while you are in the office or
during meetings. Good meeting etiquette includes being on time, being off your phone for the
entirety of the meeting, providing a detailed meeting agenda, staying attentive, and avoiding
interruptions.

Why is meeting etiquette important in business?

We may spend a lot of money and devote a lot of time to meetings—which means we need to
make the most of that time. Meetings are essential in any workplace, but they become valuable
when meeting etiquette is followed. Meeting etiquette is important because it creates a positive
and professional work environment. Effective meeting etiquette can improve communication,
increase productivity, and strengthen relationships among employees. Besides, no one enjoys

spending hours preparing a presentation only to feel like no one paid attention to it.

Meeting Etiquette to Remember

Be Punctual Come Prepared

Arrive at the meeting on time to show respect for ~ Make sure that your meeting agenda is sent well

other people’s time. in advance, so attendees can add to the agenda
and prepare ahead of time.




MESREE MR Bl
Speak Clearly Actively Listen and Participate

10

Speak loudly and clearly enough so that everyone

can understand.

Give Others the Opportunity to Speak

Be patient and wait for your turn to speak and
look for the right cues to contribute to the
conversation.

Ask Clarifying Questions

Ask questions at the appropriate time when the
question is relevant to what is being discussed.

Match Column A with Column B.

Find a good balance between listening and
participating in discussions. A good rule of
thumb is to listen at least twice as much as you
speak.

Follow the Agenda
Stay on topic to make your discussion more
productive and ultimately save time!

Pay Attention to Your Body Language

Try to avoid actions such as clicking your pen,
rustling paper or checking your phone, as these
can seem rude or disrespectful.

 Coumna )

L EEREES

2. F & TR

3. AR

4. Sp Bt

5. Y iE &

6. |o] L &

7. BT A5 5
8. A AR B Wle

A. be punctual

B. come prepared

C. speak clearly

D. actively listen and participate

E. give others the opportunity to speak
F. follow the agenda

G. ask clarifying questions

H. pay attention to the body language

Read the text and answer the following questions.

1. What is meeting etiquette?

2. Why is meeting etiquette important in business?

3. When is the best time to ask a question during a meeting?

4. What’s the best way to split your listening and talking time during a meeting?

5. What are the body movements to pay attention to during a meeting?




Unit1 Business Etiquette

Workplace Writing

Thank-you Letter
A thank-you letter is a correspondence that expresses sincere gratitude to others. It should clearly state
the reason for thanks. In scenarios like workplace collaboration or business cooperation, it can strengthen
relationships between the two parties.
Structure:
1. Opening (Greeting + Gratitude): Address the recipient politely and clearly state the purpose of
thanks.
Expressions: I’'m writing to sincerely thank you for...
I want to express my gratitude for...
2. Body (Specific Details): Explain the recipient’s helpful actions, your situation, and the value
brought by their assistance.
Expressions: You took on my workload means a lot to me.
You ... even though...
Your help made it possible for me to...
Thanks to your support, ...
3. Closing (Reaffirmation of Gratitude + Outlook): Reiterate your thanks and express your
willingness to reciprocate or continue cooperation in the future.
Expressions: I truly appreciate your generosity/ dedication.
Thank you again for your invaluable help.
I look forward to returning the favor someday.
Wish us continued cooperation.
4. Signature: Conclude politely, and include your name and title.

Sample:

Hey Kevin,

I just got back from spending some much-needed time away with my family. I want to thank
you for stepping up and taking over my duties when I was gone. | know you already have a lot on
your plate and the fact that you took on my workload as well means a lot to me. I just want you to
know I really appreciate what you did.

Thank you!
Best,

11
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A Please complete the following letter according to the Chinese given.

[ o o o
Dear Lisa,
I’m writing to sincerely thank you for 1) (/R8I ) when T was down
with the flu last week.
You took over the client proposal even though 2) (A A S E 2
TEH LR HIARTSE A ), and your careful revision made the proposal 3) ( s
° BRI E PR ). Without your help, I would have 4) (5L TSR H

W, B RET).

I truly appreciate your kindness and reliability. Thank you again for your invaluable support.

I look forward to 5) ( FERAERS BRRE 2R 5 ). o

— @

B Replace the following expressions with more appropriate workplace jargon while
maintaining the original meaning.

1. Thanks for your help. —

2. You did a good job. —

3. I’ll help you later. —

C Write a thank-you letter based on the given situation and reference expressions.
Situation: Write a thank-you letter to your business partner for his hospitality during your trip to his
country. Thank him for the thoughtful arrangements during your visit. Explain how his reception has
promoted the cooperation between the two sides. Express the willingness to further cooperation in
the future.

For your reference:

G X FF hospitality

ZHEZ 1 arrange meetings

fEEEAE facilitate cooperation

HAHE 3 A4E look forward to future collaboration

12
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Workplace Culture

Cultural Influences on Business Etiquette

In today’s globalized business world, understanding and practicing proper business etiquette is
essential for building successful professional relationships. Just as cultural differences influence time
management, as we’ve seen in different countries, they also play a significant role in business etiquette.

Dress Code

The way you dress in a business setting can convey a lot about your professionalism and respect for
the occasion. In many Western countries, business formal attire typically includes a suit and tie for men and
a pantsuit or skirt suit for women. However, in more casual workplaces, business casual may be acceptable.
In some Asian countries, business attire is usually very formal. Men often wear dark-coloured suits, and
women opt for conservative and elegant outfits. The emphasis is on neatness and modesty, reflecting the
cultural values of respect and order.

Communication Styles

Effective communication is at the heart of good business etiquette. In the United States, direct
communication is often valued. People tend to be straightforward about their opinions and expectations.
For example, in a business meeting, an American might clearly state their point of view and suggest a
course of action without much preamble. In contrast, in countries like India, communication can be more
indirect. Building rapport and showing respect through polite language and non-verbal cues is important
before getting down to business.

Gift-Giving

Gift-giving in a business context varies greatly across cultures. In China, giving and receiving gifts
is a common practice to build and strengthen business relationships. However, there are certain rules to
follow. Gifts should be of moderate value, and they are usually presented and received with both hands as a
sign of respect. In Australia, gift-giving is less common in business settings. If you do give a gift, it should
be a small token of appreciation, such as a souvenir from your home country. Overly expensive gifts may

be seen as inappropriate and could raise ethical concerns.

Think and Discuss: In your opinion, what are the potential advantages and disadvantages of both

direct and indirect communication styles in international business negotiations?
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Checking Progress

Words I’ve learned in this unit are:

] punctuality [] reputation

[] consistently [] professionalism
] output [] reflect

[] etiquette [] entirety

] clarifying

Other words I’ve learned in this unit are:

Expressions I’ve learned in this unit are:

[] professional image [] get ahead

[J rely on [] beyond one’s control
[] the early bird catches the worm

Other expressions I’ve learned in this unit are:

[] talk about how to develop good business etiquette;

[] develop the skills to receive and entertain clients;

[] describe a chart of a survey’s results;

[] know the importance of being on time and meeting etiquette;

[] write a thank-you letter.
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