E UNIT

] Make Small Talk

1  Read the tips on business etiquetie. Then read the situations below., Decide if the behavior in each
situation is appropriste or inapprapriate.
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IPS ON BUSINESS ETIQUETTE

Ahwanys neroduce the mast important
person first.

Use your business card as a way Lo stay in
toush with people you meet. Exchaoging and
savmg business cards con holp you “network”
with people later,

Baing on time |5 absoheely necessary for
busingss eppointments. The rule @ t arvive
ten to fiftean mintes sark. Howewr, for
soial syents, such as business parties, it is
considerad impolite to arrive early,

n major cities, busmass clathing & uually formal Blee, black, or gray sets are
congervative and always appropriste, In waem climates, neat and coméortabla khakis,
mang, or glacks, semetimios with a jacket, are OK. Howsver, the first tima you visit 8

compay, it i always best to start with 8 consarvativa look,

Bueiress comersationa often take place during mests. The mesls are @ e o eels,
get o know the other person socially, and then talk o ite business. Depending on
the person's schedule, these meetings can be at breakfast, bnch, or dinner,

Eye contact is very important Always iook 8t sveryone in your conerdacion group.
Ivhiowe your Byes from one person ta another. it mekes people feel important and

holde their stbention,

+ Whille wou'ne meeting with a client, the CEQ of your company

and twn executives come into your office. You' infroduce the  Clappropriate
CEQ to your client first,

You are meeting with a group of four peeple. Whike speakire,

wou're laoking ondy at the highest level manager in the group, Oappropriate
¥ou have an interview at a new company on Friday, You

kniow the company allows employees to dress casually on

Fridays, s you decide to wear casual Cothing. Dappropriate
- You don't hawve tirme during regultar business hours o mest with

achient. You decide to meet over dinner, Dappropriate

You're imvited to a business party and the invitation says the

party is from 7200 to 9:00 p, Yo arrive at 545, Ol appropriate

O inappropriate

O inappropriate

O inappropriate
[ nappeagpriate

O inappropriate
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2 Match the correct response Lo each statement of question. Write the letter on the line.

1, Mioe to meet you, a. Mot really. People tend to be more formal heee,

2. What ks the custorm heee? b. Please call me by miy nicknamae,

3. How would you like to be called? €, Nice to meet you, too.

4. Are ot people on a fisst-nare basis? o Mo need to be so lormal. Please call me Robert.

5. Mice to meet you, Mr. Reston, & T'm nat sure. It probably best to watch what
olhers do.

3 WHAT ABOUT YOUT Answer the questions in your own way,
1. What do you prefer to be called by your family?
2. What doyou like to be called by your friends?
3. What do you prefer o be called by your colleagues or classmatas?

4 Put the conversation in the correct arder, Write the number on the line.
— HilIt's a great day, lsn't it?
— Miee bo meet you, oo, Would it be rude to call you Joe?
It really is Allow me to introduce mysedl. 1'm Amanda Decker.
— Absolutely not. Please do.
— Great. And call me Amanda.
—— I'm Jee Hanson. It's nice 1o meet you,

5  Complete each with a tag

. Ha didn't know about that custom, 7
2, Wsagreatdaytogotothebeach, 7
. You learned |apanese i schoal,
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5. You're not from Turkey, =3

6. The program in Bali wasn's very successhal, 7

7. I'm presenting my reportatd, ¥

8. There weren'ta lot of people at the conference, 7
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