The speech
Slide 1. Good morning/afternoon everyone. Thank you for having me. My name is __ __ and today I’m going to talk about business etiquette 
Slide 2. Firstly, we will study some main rules of business etiquette, then we’ll talk about how to properly introduce yourself to business colleagues, after that I’ll tell you whether you should use your smartphone during a business meeting or not, then we’ll discuss cultural aspects in business as well as global business languages and I’ll conclude by telling you the main ethical aspects while dealing with business mail.
Slide 3. To begin with, always introduce people to others whenever the opportunity arises, unless you know that they’re already acquainted. It makes people feel valued, regardless of their status or position. Then, you should remember to use a handshake. Not only does this simple gesture demonstrate that you’re polite, confident and approachable, it also sets the tone for any potential future professional relationship. In a very casual work atmosphere, you might be able to get away with a nod or a hello, but it’s worth it to make the extra effort to offer your hand. Also, you should always be polite and include such words as “please” and “thank you” in your speech.
 Slide 4. Another important rule is not to interrupt others. We’ve become a nation of “over-talkers,” so eager to offer our own opinions or press our point that we often interrupt others mid-sentence. It can be tongue-bitingly difficult to force ourselves not to interject, especially when the discussion is heated. Don’t. It’s rude and shows disrespect for the opinions of others. Remember, be assertive, not aggressive. Always be on time. We’re all busy. Being punctual shows others that you value their time. Being late doesn’t mean that you’re busier than other people; it just means that you’re inconsiderate. Now let’s talk about phones. When you’re in a meeting, focus on the meeting discussion. Don’t take calls, text or check email. It’s disrespectful to the other attendees, not to mention extremely annoying. It also makes meetings last longer because the participants keep losing focus.
Slide 5. When it comes to introductions, every case is different, and you need to understand the room. When networking, for example, introductions tend to be shorter, but in a negotiation, you usually spend more time introducing yourself and bonding with the other party. But, in general, a professional introduction should include these three parts or steps: (1) who you are, (2) what you do, and (3) what others need to know. Once you have those three, wrap it up. Don't go on and on until the end of time. Let's look at each step individually. I'll explain them in-depth and provide some examples. The very first step is to mention your name. This part is easy! You can use the below phrases to introduce yourself:
· I don't think we've met (before).
· I think we've already met.
· My name is ...
· I'm ...
· Nice to meet you; I'm ...
The second step might sound simple, but it's actually the most important part. Usually, people say their name and their job title. But what else is there to say about you? What is it exactly that you do? The tricky part is to find the right length of your elevator pitch. You need to provide some key points your audience can hang on to without having to write an essay. The last bit of a professional introduction consists of adding other nice facts that are relevant to the people and the context. Here, you can show your contribution (what you bring to the table), and you can set the expectations for the meeting or presentation going on. Here are some phrases you can use:
· Today, I’d like to walk you through…
· For the next 20 minutes, I’m going to explain…
· I’d like us to… and decide on a follow-up for 
Slide 6. As I’ve told you before, you have to avoid using your smartphone during the meeting because it shows disrespect to other people and distracts your attention. It is important to focus on the meeting, not Instagram or other stuff.
Slide 7. Now let’s consider some cultural aspects while doing business. This topic is very important because the success of your meeting depends on well – conducted negotiations. Before the meeting you have to study the culture of your partner, at least some most important facts about it. This will show you as a well – educated, fully developed and interesting person. Then you should find some common interests with your partner, It can be anything: sports, art, cuisine, technology etc.
Slide 8. Now we’ll talk about business languages. As you can see, top – 3 business languages are:
1. English (20.77%)
2. Chinese (19.64%)
3. Spanish (6.04%)
English is the most popular language globally, which makes it a dominant language in the business world. You have to be able to speak English clearly to accurately express your thoughts. 
Slide 9. Lastly, we’ll look at some important tips when it comes to business mail. Write a clear, concise subject line that reflects the body of the email. Avoid subject lines with general words like, “Hi,” “Touching Base,” or “FYI,” and do not leave the subject line blank. “Hi” and “Hey” communicate a lack of professionalism and maturity. Begin your email with phrases such as “Good morning,” “Good afternoon,” “Good evening,” or “Hello.” “Good day” or “Greetings” are other phrases used frequently in the international arena. In cultures like the U.S., the best practice is for the sender to introduce themselves by first and last name with some background information in the first few lines. For example, “Dear Ms. Mandell: My name is Sharon Schweitzer, founder of Access to Culture. I was referred to you by . . .” or “My name is Sharon Schweitzer and I am an International Business Expert writing to you about . . .” This is especially important when introducing yourself to new contacts, potential customers, clients, and employers who want to know how you received their contact information. When sending emails to people from indirect cultures, it is proper protocol and a best practice to research country customs. For example, in Japan, it is polite, appropriate, and customary to inquire about the weather in the first sentence of a business email. Contrastingly, it would be inappropriate to send an email introducing yourself to a potential Japanese contact. In indirect cultures, introductions are only made by mutually respected third parties due to custom; cold emails are ignored, deleted, blocked, and/or marked as junk. Emails can easily be misinterpreted through text without context. Humor is culture-specific. Avoid both humor and sarcasm in emails as the recipient may be confused, or worse, offended. Remember to double-check all your attachments. Replying within 24 hours is common courtesy. Leave someone hanging for any longer and you are not only perceived as rude—it could cost your business in the long run. If you’ve unintentionally kept someone waiting longer than 24 hours or extenuating circumstances arose, politely explain the situation and express your apologies. Check and recheck for spelling and grammatical errors. These errors make you seem unprofessional and will reduce the likelihood that the email will be taken seriously. Finally, do not forget the conversation closer. By letting the recipient know that a response isn’t needed, the email cycle doesn’t continue on in perpetuity. Close with “No reply necessary,” “Thank you again,” “See you at the board meeting Tuesday” or “Please let me know if I may be of further assistance.” End your email with a closing such as “Best,” “Best Regards,” “Sincerely,” “Thank you” or another appropriate phrase.
Slide 10. Thank you for your attention. It was a real pleasure to discuss with you the topic of business etiquette.






