GRETINGS AND BUSINESS CARDS GIVING
The USA

Greetings
· The hand shake is the common greeting.

· Handshakes are firm, brief and confident.

· Maintain eye contact during the greeting.

· In most situations, you can begin calling people by their first names.

· Most people will insist that you call them by their nickname, if they have one.

· In formal circumstances, you may want to use titles and surnames as a courtesy until you are invited to move to a first name basis, which will happen quickly.

· Business cards are exchanged without formal ritual.

· It is quite common for the recipient to put your card in their wallet, which may then go in the back pocket of their trousers. This is not an insult.
__________________________________________________________

The UK

Greetings
· A firm handshake is the norm; there are no issues over gender in the UK.

· People shake upon meeting and leaving.

· Maintain eye contact during the greeting but avoid anything prolonged.

· Most people use the courtesy titles or Mr, Mrs or Miss and their surname.

· Wait until invited before moving to a first-name basis. People under the age of 35 may make this move more rapidly than older British.

· Business cards are exchanged at the initial introduction without formal ritual.

· The business card may be put away with only a cursory glance so don’t be offended if not much attention is paid to it.

Turkey
Meeting and Greeting Etiquette

. When meeting shake hands firmly. When departing it is not always customary to shake hands although it is practised occasionally.
. Friends and relations would greet each other with either one or two kisses on the cheek. Elders are always respected by kissing their right hand then placing the forehead onto the hand.
. When entering a room, if you are not automatically met by someone greet the most elderly or most senior first. At social occasions greet the person closest to you then work your way around the room or table anti-clockwise.
. Greet people with either the Islamic greeting of 'Asalamu alaykum' (peace be upon you) or 'Nasilsiniz' (How are you? pronounced na-sul-su-nuz). Other useful phrases are 'Gunaydin' (Good Morning, pronounced goon-ay-dun), 'iyi gunler' (Good Day, pronounced ee-yee gun-ler) or 'Memnun Oldum' (pleased to meet you).


Business Card Etiquette
. Business cards are exchanged without formal ritual. 
. Use both hands to exchange cards. 
. Present your business card to the receptionist when you arrive.  
. Have one side of your business card translated into Turkish. Although not a business necessity, it will impress your business colleagues. 
. Quite often Turks do not give their business card unless they are certain that they wish to establish a business relationship.

_______________________________________________________________
Sweden

Meeting and Greeting

Business Personnel in Sweden are typically fairly reserved and as such it is important that all dealings are formal and serious until it is deemed acceptable by the respective Swedish personnel to allow events to become more relaxed.

Key suggestions are as follows:

. Ensure that, maintaining eye contact coupled with a firm handshake, you shake hands with all attendees on both arrival and departure.
. Ensure that you address your hosts with either their professional title or their honorific title and their surname - Mr. - Herr or Mrs. – Fru.
. Younger people are likely to move more quickly to a first name basis than older people. 
. Personal space is important in Sweden and as such it is recommended that you maintain an awareness of someone’s personal space and that you do not invade it. Avoid any unnecessary touching.
Business Cards

There are no particular protocols for the exchanging of business cards in Sweden.
South Korea
Meeting Etiquette

. Greetings follow strict rules of protocol. 
. Many South Koreans shake hands with expatriates after the bow, thereby blending both cultural styles.
. The person of lower status bows to the person of higher status, yet it is the most senior person who initiates the handshake. 
. The person who initiates the bow says, "man-na-suh pan-gop-sumnida", which means "pleased to meet you." 
. Information about the other person will be given to the person they are being introduced to in advance of the actual meeting. 
. Wait to be introduced at a social gathering. 
. When you leave a social gathering, say good-bye and bow to each person individually.

Business Cards
. Business cards are exchanged after the initial introductions in a highly ritualized manner. 
. The way you treat someone's business card is indicative of the way you will treat the person. 
. Have one side of your business card translated into Korean. 
. Using both hands, present your business card with the Korean side facing up so that it is readable by the recipient.  
. Examine any business card you receive carefully. 
. Put the business cards in a business card case or a portfolio. 
. Never write on someone's business card in their presence.


__________________________________

Saudi Arabia

Meeting Etiquette

. Men shake hands. Good friends may greet each other with a handshake and a kiss on each cheek.
. Women generally hug and kiss close friends.
. Men and women would not greet each other in public I from outside the family.
. When Saudis greet each other they take their time and converse about general things.


Business Cards
. Business cards are given to everyone you meet, although it may be an idea to be selective if you have few in your possession.
. Have one side of your card translated into Arabic. Be sure to check the translation carefully as there is often confusion with the order of western names.
China

Meeting Etiquette

. Greetings are formal and the oldest person is always greeted first. 
. Handshakes are the most common form of greeting with foreigners.
. Many Chinese will look towards the ground when greeting someone. 
. Address the person by an honorific title and their surname. If they want to move to a first-name basis, they will advise you which name to use. 
. The Chinese have a terrific sense of humour. They can laugh at themselves most readily if they have a comfortable relationship with the other person. Be ready to laugh at yourself given the proper circumstances. 

Business Cards
Business cards are exchanged after the initial introduction. 
. Have one side of your business card translated into Chinese using simplified Chinese characters that are printed in gold ink since gold is an auspicious colour. 
. Your business card should include your title. If your company is the oldest or largest in your country, that fact should be on your card as well. 
. Hold the card in both hands when offering it, Chinese side facing the recipient. 
. Examine a business card before putting it on the table next to you or in a business card case. 
. Never write on someone's card unless so directed. 
Austria

Meeting Etiquette

o Greetings are formal.
o A quick, firm handshake is the traditional greeting.
o Maintain eye contact during the greeting.
o Some Austrian men, particularly those who are older, may kiss the hand of a female.
o A male from another country should not kiss an Austrian woman's hand.
o Women may also kiss men, but men never kiss other men.
o Titles are very important and denote respect. Use a person's title and their surname until invited to use their first name.
o When entering a room, shake hands with everyone individually, including children.


Business Cards
o Business cards are exchanged without formal ritual.
o Have one side of your card translated into German. Although not a business necessity, it demonstrates an attention to detail.
o Include any advanced academic degrees or honours on your business card.
o If your company has been in business for a long time, include the founding date on your card as it demonstrates stability. 

Spain

Meeting Etiquette

. When introduced expect to shake hands. 
. Once a relationship is established, men may embrace and pat each other on the shoulder. 
. Female friends kiss each other on both cheeks, starting with the left. 
. People are often referred to as Don or Dona and their first name when in formal occasion as a general rule. 
. Many men use a two-handed shake where the left hand is placed on the right forearm of the other person.

Business Cards
. Present your business card to the receptionist upon arriving. 
. Have one side of your card translated into Spanish. 
. Hand your card so the Spanish side faces the recipient.
Japan

Meeting Etiquette

. Greetings in Japan are very formal and ritualized. 
. It is important to show the correct amount of respect and deference to someone based upon their status relative to your own. 
. If at all possible, wait to be introduced. 
. It can be seen as impolite to introduce yourself, even in a large gathering.
. While foreigners are expected to shake hands, the traditional form of greeting is the bow. How far you bow depends upon your relationship to the other person as well as the situation. The deeper you bow, the more respect you show. 
. A foreign visitor ('gaijin') may bow the head slightly, since no one expects foreigners to generally understand the subtle nuances of bowing.  

Business Cards
. Business cards are exchanged constantly and with great ceremony. 
. Invest in quality cards.
. Always keep your business cards in pristine condition.
. Treat the business card you receive as you would the person.
. You may be given a business card that is only in Japanese.
. It is wise to have one side of your business card translated into Japanese.
. Give your business card with the Japanese side facing the recipient.
. Make sure your business card includes your title, so your Japanese colleagues know your status within your organization.
. Business cards are given and received with two hands and a slight bow.
. Examine any business card you receive very carefully. 
. During a meeting, place the business cards on the table in front of you in the order people are seated. 
. When the meeting is over, put the business cards in a business card case or a portfolio. 

India

Meeting Etiquette
· Religion, education and social class all influence greetings in India.

· This is a hierarchical culture, so greet the eldest or most senior person first.

· When leaving a group, each person must be bid farewell individually.

· Shaking hands is common, especially in the large cities among the more educated who are accustomed to dealing with westerners.

· Men may shake hands with other men and women may shake hands with other women; however there are seldom handshakes between men and women because of religious beliefs. If you are uncertain, wait for them to extend their hand.
Business Cards
· Business cards are exchanged after the initial handshake and greeting.

· If you have a university degree or any honour, put it on your business card.

· Use the right hand to give and receive business cards.

· Business cards need not be translated into Hindi.

· Always present your business card so the recipient may read the card as it is handed to them.
France

Meeting Etiquette

. The handshake is a common form of greeting. 
. Friends may greet each other by lightly kissing on the cheeks, once on the left cheek and once on the right cheek. 
. First names are reserved for family and close friends. Wait until invited before using someone's first name. 
. You are expected to say 'bonjour' or 'bonsoir' (good morning and good evening) with the honorific title Monsieur or Madame when entering a shop and 'au revoir' (good-bye) when leaving. 
. If you live in an apartment building, it is polite to greet your neighbours with the same appellation.

Business Cards
. Business cards are exchanged after the initial introductions without formal ritual. 
. Have the other side of your business card translated into French. Although not a business necessity, it demonstrates an attention to detail that will be appreciated. 
. Include any advanced academic degrees on your business card. 
. French business cards are often a bit larger than in many other countries.


