INTERCULTURAL NEGOTIATIONS
Afghanistan

Business Meetings
o Business is very much personal in Afghanistan. If you have not already invested some quality time in getting to know your counterparts, then you must use initial meetings to establish trust. 
o Once this has been accomplished you can move on to the nitty-gritty of business. 
o Do not be surprised or offended if during meetings people walk in and out of a room or phone calls are taken. 
o If the meeting involves a group of people it will be led by the leader who will set the agenda, the content, and the pace of the activities. 
o Meetings are usually held to communicate information and decisions that have already been rather than a forum for discussion and brain storming. 
o Meeting schedules are not very structured. Start times, points of discussion, etc are all fluid and flexible. Be prepared for a lot of tangents in the discussions. 
o Afghani communication style is rather indirect. It is therefore sometimes necessary to read between the lines for an answer rather than expect it to be explicitly stated. For example, if someone is asked if they can complete a job on time, you will rarely get "no" as the answer. It is therefore also important to phrase questions intelligently. 
o Honour and shame should always be considered. Always express yourself in a way that is not direct or pins blame on someone. Never make accusations or speak down to anyone. 

Negotiating 
o Negotiating can be a tricky, frustrating but often an enjoyable affair if approached correctly. 
o Always make sure you negotiate with the most senior person possible as they are the decision makers. If you negotiate with someone more junior they may be there to simply test the waters. o As a rule Afghans generally negotiate with a win-lose mentality. The goal is always to get the best for yourself at all costs. 
o This means that there is always a stronger/weaker party. This can however be used to your advantage if you play your cards right. Always start wildly high in negotiations and very slowly work your way down, always explaining why you are dropping in price but at the same time explaining the damage it is doing to you. 
o Always appeal to their sense of fairness and justice and use the fact you are looking to build a strong relationship. 
o If monetary matters do not work then try pushing the idea that a deal with you will bring prestige, honour and respect. 

Australia

Business Meeting Etiquette
o Appointments are necessary and relatively easy to schedule.
o They should be made with as much lead time as possible.
o Punctuality is important in business situations. It is better to arrive a few minutes early than to keep someone waiting.
o Meetings are generally relaxed; however, they are serious events.
o If an Australian takes exception to something that you say, they will tell you so.
o If you make a presentation, avoid hype, making exaggerated claims, or bells and whistles.
o Present your business case with facts and figures. Emotions and feelings are not important in the Australian business climate. 

Negotiating and Decision Making
o Australians get down to business quickly with a minimum amount of small talk.
o They are quite direct and expect the same in return. They appreciate brevity and are not impressed by too much detail.
o Negotiations proceed quickly. Bargaining is not customary. They will expect your initial proposal to have only a small margin for negotiation.
o They do not like high-pressure techniques.
o Decision-making is concentrated at the top of the company, although decisions are made after consultation with subordinates, which can make decision making slow and protracted.

Denmark

Meeting Etiquette
. Appointments are necessary. 
. Confirm appointments in writing.
. Initial correspondence should be made to the company and not an individual. 
. Do not try to schedule meetings from mid June through mid August as many Danes are on vacation. 
. You should arrive at meetings on time. The Danes you are meeting will be punctual. 
. Telephone immediately if you will be detained more than 5 minutes. 
. Shake hands with everyone upon arriving and leaving. Handshakes should be very firm and rather short. Maintain eye contact while being introduced. Always shake hands with women first. 
. Business cards are exchanged. Your business card should have the physical address of your company and not a post office box. 
. Danes use their professional title and their surname. If someone does not have a professional title, use Herr (Mister), Fru (Misses) or Froken (Miss). Danes move to first names quickly. Nonetheless, wait to be invited before using someone's first name. 

Business Negotiation
Send an agenda before the meeting and work from it without deviation. 
. Decisions are made after consulting with everyone involved. 
. Presentations should be well-organized and factual. Use facts, figures and charts to back up statements and conclusions. 
. Maintain eye contact while speaking. 
. There will be a minimal amount of small talk. Danes prefer to get down to business quickly. 
. Communication is direct. 

Austria

Business Meeting Etiquette
o Appointments are necessary and should be made 3 to 4 weeks in advance when meeting with private companies.
o Do not try to schedule meetings in August, the two weeks surrounding Christmas, or the week before Easter.
o Punctuality is taken extremely seriously. If you expect to be delayed, telephone immediately and offer an explanation.
o It is extremely rude to cancel a meeting at the last minute and it could ruin your business relationship.
o Meetings are formal.
o Presentations should be accurate and precise.
o Have back-up material and be prepared to defend everything: Austrians are meticulous about details.
o Meetings adhere to strict agendas, including starting and ending times. If you have an agenda, it will be followed.
o Follow-up with a letter outlining what was agreed, what the next steps are, and who is the responsible party. 

Business Negotiation
o Do not sit until invited and told where to sit. There is a rigid protocol to be followed.
o Meetings adhere to strict agendas, including starting and ending times.
o A small amount of getting-to- know-you conversation may take place before the business conversation begins.
o Austrians are more concerned with long-term relationships than making a quick sale.
o Rank and position are important. Since most companies are relatively small, it is often quite easy to meet with the decision- maker.
o Business is conducted slowly. You will have to be patient and not appear ruffled by the strict adherence to protocol.
o Austrians are very detail- oriented and want to understand every innuendo before coming to agreement.
o Avoid confrontational behaviour or high-pressure tactics. It can work against you.
China

Business Meeting Etiquette
. Appointments are necessary and, if possible, should be made between one-to-two months in advance, preferably in writing.
. If you do not have a contact within the company, use an intermediary to arrange a formal introduction. Once the introduction has been made, you should provide the company with information about your company and what you want to accomplish at the meeting. 
. You should arrive at meetings on time or slightly early. The Chinese view punctuality as a virtue. Arriving late is an insult and could negatively affect your relationship
. Pay great attention to the agenda as each Chinese participant has his or her own agenda that they will attempt to introduce. 
. Send an agenda before the meeting so your Chinese colleagues have the chance to meet with any technical experts prior to the meeting. Discuss the agenda with your translator/intermediary prior to submission. 
. Each participant will take an opportunity to dominate the floor for lengthy periods without appearing to say very much of anything that actually contributes to the meeting. Be patient and listen. There could be subtle messages being transmitted that would assist you in allaying fears of on-going association.
. Meetings require patience. Mobile phones ring frequently and conversations tend to be boisterous. Never ask the Chinese to turn off their mobile phones as this causes you both to lose face. 
. Guests are generally escorted to their seats, which are in descending order of rank. Senior people generally sit opposite senior people from the other side. 
. It is imperative that you bring your own interpreter, especially if you plan to discuss legal or extremely technical concepts as you can brief the interpreter prior to the meeting. 
. Written material should be available in both English and Chinese, using simplified characters. Be very careful about what is written. Make absolutely certain that written translations are accurate and cannot be misinterpreted. 
. Visual aids are useful in large meetings and should only be done with black type on white background. Colours have special meanings and if you are not careful, your colour choice could work against you. 
. Presentations should be detailed and factual and focus on long-term benefits. Be prepared for the presentation to be a challenge. 

Business Negotiation
. Only senior members of the negotiating team will speak. Designate the most senior person in your group as your spokesman for the introductory functions. 
. Business negotiations occur at a slow pace. 
. Be prepared for the agenda to become a jumping off point for other discussions. 
. Chinese are non-confrontational. They will not overtly say 'no', they will say 'they will think about it' or 'they will see'. 
. Chinese negotiations are process oriented. They want to determine if relationships can develop to a stage where both parties are comfortable doing business with the other. 
. Decisions may take a long time, as they require careful review and consideration. 
. Under no circumstances should you lose your temper or you will lose face and irrevocably damage your relationship. 
. Do not use high-pressure tactics. You might find yourself outmanoeuvred. 
. Business is hierarchical. Decisions are unlikely to be made during the meetings you attend. 
. The Chinese are shrewd negotiators. 
. Your starting price should leave room for negotiation.

France

Business Meetings Etiquette
. Appointments are necessary and should be made at least 2 weeks in advance. 
. Appointments may be made in writing or by telephone and, depending upon the level of the person you are meeting, are often handled by the secretary. 
. Do not try to schedule meetings during July or August, as this is a common vacation period.
. If you expect to be delayed, telephone immediately and offer an explanation. 
. Meetings are to discuss issues, not to make decisions. 
. Avoid exaggerated claims, as the French do not appreciate hyperbole. 

Business Negotiation

. French business emphasizes courtesy and a fair degree of formality. 
. Wait to be told where to sit. 
. Maintain direct eye contact while speaking. 
. Business is conducted slowly. You will have to be patient and not appear ruffled by the strict adherence to protocol. 
. Avoid confrontational behaviour or high-pressure tactics. It can be counterproductive. 
. The French will carefully analyze every detail of a proposal, regardless of how minute. 
. Business is hierarchical. Decisions are generally made at the top of the company. 
. The French are often impressed with good debating skills that demonstrate an intellectual grasp of the situation and all the ramifications. 
. Never attempt to be overly friendly. The French generally compartmentalize their business and personal lives. 
. Discussions may be heated and intense. 
. High-pressure sales tactics should be avoided. The French are more receptive to a low-key, logical presentation that explains the advantages of a proposal in full. 
. When an agreement is reached, the French may insist it be formalized in an extremely comprehensive, precisely worded contract.

________________________________________________________________________
Hong Kong

Business Meetings & Negotiations
.Appointments are necessary and should be made between 1 and 2 months in advance if you are travelling to Hong Kong. 
.Avoid trying to schedule meetings during Chinese New Year (late January or early February) as many businesses close for a week during that time. 
.You should arrive at meetings on time. 
.If you are detained, telephone and advise the person you are meeting. 
.There will be a period of small talk before getting down to business discussions. 
.When meeting your Hong Kong business associates, allow the most senior person in your delegation to lead the group and be introduced first. 
.Business negotiations happen at a slow pace. 
.Avoid losing your temper or you will lose face and damage your relationship. 
.Do not use high-pressure tactics. You might be out-maneuvered. 
.Decisions are usually made at the top of the company. However, the pace of decision making is swifter than in other Asian countries. 
.Your starting price should leave room for negotiation. Never offer your best price initially. 
.Business is more price than quality driven. 
.If you are signing a contract, the signing date may be determined by an astrologer or a feng shui practitioner.
Germany

Business Meeting Etiquette
. Appointments are mandatory and should be made 1 to 2 weeks in advance.
. Letters should be addressed to the top person in the functional area, including the person's name as well as their proper business title.
. If you write to schedule an appointment, the letter should be written in German. 
. Punctuality is taken extremely seriously. If you expect to be delayed, telephone immediately and offer an explanation. It is extremely rude to cancel a meeting at the last minute and it could jeopardize your business relationship.
. Meetings are generally formal. 
. Initial meetings are used to get to know each other. They allow your German colleagues to determine if you are trustworthy. 
. Meetings adhere to strict agendas, including starting and ending times. 
. Maintain direct eye contact while speaking. 
. Although English may be spoken, it is a good idea to hire an interpreter so as to avoid any misunderstandings. 
. At the end of a meeting, some Germans signal their approval by rapping their knuckles on the tabletop.
There is a strict protocol to follow when entering a room:
. The eldest or highest ranking person enters the room first. 
. Men enter before women, if their age and status are roughly equivalent. 

Business Negotiation
. Do not sit until invited and told where to sit. There is a rigid protocol to be followed. 
. Meetings adhere to strict agendas, including starting and ending times. 
. Treat the process with the formality that it deserves. 
. Germany is heavily regulated and extremely bureaucratic. 
. Germans prefer to get down to business and only engage in the briefest of small talk. They will be interested in your credentials. 
. Make sure your printed material is available in both English and German. 
. Contracts are strictly followed. 
. You must be patient and not appear ruffled by the strict adherence to protocol. Germans are detail- oriented and want to understand every innuendo before coming to an agreement. 
. Business is hierarchical. Decision-making is held at the top of the company. 
. Final decisions are translated into rigorous, comprehensive action steps that you can expect will be carried out to the letter. 
. Avoid confrontational behaviour or high- pressure tactics. It can be counterproductive. 
. Once a decision is made, it will not be changed.

India

Business Meeting Etiquette 

· If you will be travelling to India from abroad, it is advisable to make appointments by letter, at least one month and preferably two months in advance.

· It is a good idea to confirm your appointment as they do get cancelled at short notice.

· The best time for a meeting is late morning or early afternoon. Reconfirm your meeting the week before and call again that morning, since it is common for meetings to be cancelled at the last minute.

· Keep your schedule flexible so that it can be adjusted for last minute rescheduling of meetings.

· You should arrive at meetings on time since Indians are impressed with punctuality.

· Meetings will start with a great deal of getting-to- know-you talk. In fact, it is quite possible that no business will be discussed at the first meeting.

· Always send a detailed agenda in advance. Send back-up materials and charts and other data as well. This allows everyone to review and become comfortable with the material prior to the meeting.

· Follow up a meeting with an overview of what was discussed and the next steps.


Business Negotiating
· Indians are non-confrontational. It is rare for them to overtly disagree, although this is beginning to change in the managerial ranks.

· Decisions are reached by the person with the most authority.

· Decision making is a slow process.

· If you lose your temper you lose face and prove you are unworthy of respect and trust.

· Delays are to be expected, especially when dealing with the government.

· Most Indians expect concessions in both price and terms. It is acceptable to expect concessions in return for those you grant.

· Never appear overly legalistic during negotiations. In general, Indians do not trust the legal system and someone's word is sufficient to reach an agreement.

· Do not disagree publicly with members of your negotiating team.

· Successful negotiations are often celebrated by a meal.

Italy
Business Meeting Etiquette
. Appointments are mandatory and should be made in writing (in Italian) 2 to 3 weeks in advance.
. Reconfirm the meeting by telephone or fax (again in Italian). 
. Many companies are closed in August, and if they are open many Italians take vacations at this time, so it is best not to try to schedule meetings then.
. In the north, punctuality is viewed as a virtue and your business associates will most likely be on time. 
. The goal of the initial meeting is to develop a sense of respect and trust with your Italian business colleagues. 
. Have all your printed material available in both English and Italian. 
. Hire an interpreter if you are not fluent in Italian. 
. It is common to be interrupted while speaking or for several people to speak at once. 
. People often raise their voice to be heard over other speakers, not because they are angry. 
. Although written agendas are frequently provided, they may not be followed. They serve as a jumping off point for further discussions. 
. Decisions are not reached in meetings. Meetings are meant for a free flow of ideas and to let everyone have their say. 

Business Negotiation
 In the north, people are direct, see time as money, and get down to business after only a brief period of social talk. 
. In the south, people take a more leisurely approach to life and want to get to know the people with whom they do business. 
. Allow your Italian business colleagues to set the pace for your negotiations. Follow their lead as to when it is appropriate to move from social to business discussions. 
. Italians prefer to do business with high-ranking people. 
. Hierarchy is the cornerstone of Italian business. Italians respect power and age. 
. Negotiations are often protracted. 
. Never use high-pressure sales tactics. 
. Always adhere to your verbal agreements. Failing to follow through on a commitment will destroy a business relationship. 
. Heated debates and arguments often erupt in meetings. This is simply a function of the free-flow of ideas. 
. Haggling over price and delivery date is common. 
. Decisions are often based more on how you are viewed by the other party than on concrete business objectives.

______________________________________________________________

Japan

Business Meeting Etiquette
. Appointments are required and, whenever possible, should be made several weeks in advance. 
. It is best to telephone for an appointment rather than send a letter, fax or email.  
. Punctuality is important. Arrive on time for meetings and expect your Japanese colleagues will do the same.
. Since this is a group society, even if you think you will be meeting one person, be prepared for a group meeting. 
. The most senior Japanese person will be seated furthest from the door, with the rest of the people in descending rank until the most junior person is seated closest to the door.
.  It may take several meetings for your Japanese counterparts to become comfortable with you and be able to conduct business with you. 
. This initial getting to know you time is crucial to laying the foundation for a successful relationship. 
. You may be awarded a small amount of business as a trial to see if you meet your commitments. 
. If you respond quickly and with excellent service, you prove your ability and trustworthiness. 
. Never refuse a request, no matter how difficult or non- profitable it may appear. The Japanese are looking for a long-term relationship.
. Always provide a package of literature about your company including articles and client testimonials.
. Always give a small gift, as a token of your esteem, and present it to the most senior person at the end of the meeting. Your Japanese contact can advise you on where to find something appropriate. 

Business Negotiation

. The Japanese are non-confrontational. 
. They have a difficult time saying 'no', so you must be vigilant at observing their non-verbal communication.
. It is best to phrase questions so that they can answer yes. For example, do you disagree with this? Group decision-making and consensus are important. 
. Written contracts are required.
. The Japanese often remain silent for long periods of time. Be patient and try to work out if your Japanese colleagues have understood what was said.
. Japanese prefer broad agreements and mutual understanding so that when problems arise they can be handled flexibly.
. Using a Japanese lawyer is seen as a gesture of goodwill. Note that Japanese lawyers are quite different from Western lawyers as they are much more functionary.
. Never lose your temper or raise your voice during negotiations.
. Some Japanese close their eyes when they want to listen intently. 
. The Japanese seldom grant concession. They expect both parties to come to the table with their best offer.
. The Japanese do not see contracts as final agreements so they can be renegotiated.

Holland

Business Meeting Etiquette
.Do not try to schedule meetings during the summer (June through August), as this is a common vacation period.
.Punctuality for meetings is taken extremely seriously. 
.Being late may mark you as untrustworthy and someone who may not meet other deadlines. 
.If you expect to be delayed, telephone immediately and offer an explanation.
.Cancelling a meeting at the last minute could jeopardize your business relationship.
.Meetings are rather formal in nature. Little time is spent on pleasantries. 
.Meetings adhere to strict agendas, including starting and ending times. Do not attempt to deviate from the agenda. 
.Maintain direct eye contact while speaking. 

Negotiations
.The Dutch prefer to get down to business quickly and engage in relatively little small talk. 
.Communication is direct and to the point, and may seem blunt. 
.Make sure your arguments are rational as opposed to emotional. 
.Use facts and figures to confirm your statements. 
.Business is conducted slowly. The Dutch are detail-oriented and want to understand every innuendo before coming to an agreement. 
.Decision-making is consensus driven. Anyone who might be affected by the decision is consulted, which greatly increases the time involved in reaching a final decision. 
.Avoid confrontational behaviour or high- pressure tactics. 
.Once a decision is made, it will not be changed. 
.Contracts are enforced strictly. 

Norway

Business Meeting Etiquette
. Appointments are necessary and should be made as far in advance as possible. 
. Appointments may be made in writing or by telephone. 
. If writing, address the letter to the head of the division, even if you do not know the person.
. Punctuality is imperative since it indicates trustworthiness. 
. If you are delayed even 5 minutes, it is polite to telephone and explain the situation. Arriving late without prior notice can damage a potential relationship. 
. It is often difficult to schedule meetings during July and August, which are popular vacation times; during the two weeks before and after Christmas; and during the week before and after Easter. 
. Meetings are rather informal. 
. Send an agenda before the meeting so that your Norwegian colleagues can be prepared. 
. There is not much small talk. Norwegians prefer to get to the business discussion quickly. 
. Presentations should be precise and concrete, and backed up with charts, figures and analysis. 
. Avoid hype or exaggerated claims in your presentation. 
. Leave time for Q&A at the end of a presentation. Norwegians do not interrupt and will save their questions until you have finished speaking. 

Negotiating 
. Decisions are consensus driven. 

. Expect decisions to take time as your colleagues must weigh all the alternatives. 
. Present a firm, realistic, and competitive initial price and expect a minimum of bargaining. 
. Price is often the most important deciding factor. 
. Norwegians do not generally give discounts, even to good customers or for large orders. 
. Norwegians are detail oriented. 
. Maintain eye contact while speaking. 
. Negotiations are frank. 
. Avoid high-pressure sales tactics. 
. It is imperative to adhere to deadlines and commitments. If you do not, you will not be considered trustworthy, which will destroy the business relationship. 
. New concepts should be shown to be high quality, practical, and already market tested. 
. Do not interrupt others while they are speaking.

Saudi Arabia

Business Meeting Etiquette
. Appointments are necessary and should be made several weeks to one month in advance if at all possible. 
. When meeting with government officials, a firm date will not be settled upon until you are physically in the country. 
. Try to schedule meetings in the morning. 
. You should arrive at meetings on time, although it is an accepted custom to keep foreigners waiting. 
. It is not uncommon to have a meeting cancelled once you arrive.
. Meetings are generally not private until after a relationship of trust has been developed. This means you may expect frequent interruptions. Others may wander into the room and start a different discussion. You may join in, but do not try to bring the topic back to the original discussion until the new person leaves.
. Business meetings start after prolonged inquiries about health, family, etc. Never inquire about a Saudi's wife.

Business Negotiating
. Decisions are made slowly. Do not try to rush the process. 
. The society is extremely bureaucratic. Most decisions require several layers of approval. It takes several visits to accomplish simple tasks.
. Saudis are tough negotiators. 
. Business is hierarchical. Decisions are made by the highest-ranking person. 
. Repeat your main points since it will be interpreted as meaning you are telling the truth. 
. Do not use high-pressure tactics. 
. Decisions are easily overturned. 
. When discussing price, Saudis will often make an initial offer that is extremely low when they are buying. Conversely, when they are selling, their initial offer will be extremely high. 
. You may need to compromise on a point if someone's dignity is at stake. 
. There is a tendency to avoid giving bad news and to give effusive acceptances, which may only mean 'perhaps'.

Singapore
Business Meeting Etiquette
. Appointments are necessary and should be made at least 2 weeks in advance, whenever possible.
. The most formal way to schedule a meeting is to write to the person concerned, although most Singaporeans will schedule an appointment by telephone, fax, or e-mail. 
. Do not try to schedule meetings during Chinese New Year (late January/early February), since many businesses close for the entire week.
. You should arrive at meetings on time. Punctuality is a virtue. 
. There will be period of small talk before getting down to business discussions. 
. Since questioning authority is a taboo, it is important to encourage questions when after making a presentation and then smile when a question is eventually asked. 
. Presentations should be accompanied by backup material, including charts and figures. 
. Never disagree or criticize someone who is senior to you in rank as it will cause both of you to lose face and may destroy the business relationship. 
. Pay attention to non-verbal communication.

Negotiating
. Always send a list of people who will be attending the negotiations and their title well in advance. 
. Always wait to be told where to sit. There is a strict hierarchy that must be followed. 
. Business negotiations happen at a slow pace. 
. Singaporeans are non-confrontational. They will not overtly say 'no'; likewise, their 'yes' does not always signify agreement. 
. Singaporeans give a respectful pause of up to 15 seconds before answering a question. Do not start speaking too quickly or you will miss the answer. 
. Be prepared with a mental list of concessions you would be willing to make that would not injure your own business. 
. Singaporeans are tough negotiators on price and deadlines. 
. Decisions are consensus driven 
. Avoid losing your temper or you will lose face and damage your relationship. 
. If you are signing a contract with ethnic Chinese, the signing date may be determined by an astrologer or a geomancer (feng shui man).

South Korea

Business Etiquette and Protocol Relationships & Communication
. South Koreans prefer to do business with people with whom they have a personal connection. 
. It is therefore crucial to be introduced by a third-party. 
. Relationships are developed through informal social gatherings that often involve a considerable amount of drinking and eating. 
. Individuals who have established mutual trust and respect will work hard to make each other successful.
. South Koreans treat legal documents as memorandums of understanding. 
. They view contracts as loosely structured consensus statements that broadly define agreement and leave room for flexibility and adjustment as needed. 
. Under no circumstances insult or to criticize in front of others. 
. Sensitive matters may often be raised indirectly through the intermediary that first made the introductions.
. South Koreans are extremely direct communicators. They are not averse to asking questions if they do not understand what has been said or need additional clarification. 
. This is a culture where "less is more" when communicating. Respond to questions directly and concisely. 
. Since there is a tendency to say "yes" to questions so that you do not lose face, the way you phrase a question is crucial. It is better to ask, "When can we expect shipment?" than "Can we expect shipment in 3 weeks?", since this question requires a direct response.

Business Meeting Etiquette
Appointments are required and should be made 3 to 4 weeks in advance.
. You should arrive on time for meetings as this demonstrates respect for the person you are meeting. 
. The most senior South Korean generally enters the room first. 
. It is a good idea to send both an agenda and back-up material including information about your company and client testimonials prior to the meeting. 
. The main purpose of the first meeting is to get to know each other.
. Meetings are used to understand a client's needs and challenges. They lay the foundation for building the relationship. 
. Do not remove your jacket unless the most senior South Korean does so. 
. Have all written materials available in both English and Korean.

Spain

Business Negotiation
. Spaniards place great importance on the character of the person with whom they do business. 
. Hierarchy and rank are important. You should deal with people of similar rank to your own. 
. Decision-making is held at the top of the company, since this is a hierarchical country. You may never actually meet the person who ultimately makes the decision. 
. You may be interrupted while you are speaking. This is not an insult, it merely means the person is interested in what you are saying. 
. Spaniards do not like to lose face, so they will not necessarily say that they do not understand something, particularly if you are not speaking Spanish. You must be adept at discerning body language. 
. Spaniards are very thorough. They will review every minute detail to make certain it is understood. 
. First you must reach an oral understanding. A formal contract will be drawn up at a later date. 
. Spaniards expect both sides to strictly adhere to the terms of a contract. 
 
Business Meeting Etiquette

. Appointments are mandatory and should be made in advance, preferably by telephone or fax. Reconfirm in writing or by telephone the week before. 
. You should try to arrive on time for meetings. 
. The first meeting is generally formal and is used to get to know each other. Do not be surprised if no business is actually conducted during the first meeting. 
. Agendas are often used but not always needed to be followed too strict. 
. Make sure all your printed material is available in both English and Spanish. 
. Not all businesspeople speak English, so it is wise to check if you should hire an interpreter. 
. Several people may speak at once. You may be interrupted while you are speaking. 
. Decisions are not reached at meetings. Meetings are for discussion and to exchange ideas. 
. Most Spaniards do not give their opinion at meetings. Therefore, it is important to watch their non-verbal communication.
The United Kingdom

Building Relationships 
The British can be quite formal and sometimes prefer to work with people and companies they know or who are known to their associates. The younger generation however is very different; they do not need long-standing personal relationships before they do business with people and do not require an intermediary to make business introductions. Nonetheless, networking and relationship building are often key to long-term business success. 
Most British look for long-term relationships with people they do business with and will be cautious if you appear to be going after a quick deal. 

Business Meetings
If you plan to use an agenda, be sure to forward it to your British colleagues in sufficient time for them to review it and recommend any changes. 
Punctuality is important in business situations. In most cases, the people you are meeting will be on time. Scots are extremely punctual. Call if you will be even 5 minutes later than agreed. Having said that, punctuality is often a matter of personal style and emergencies do arise. If you are kept waiting a few minutes, do not make an issue of it. Likewise, if you know that you will be late it is a good idea to telephone and offer your apologies. 
How meetings are conducted is often determined by the composition of people attending: 

· If everyone is at the same level, there is generally a free flow of ideas and opinions.

· If there is a senior ranking person in the room, that person will do most of the speaking.


In general, meetings will be rather formal:

· Meetings always have a clearly defined purpose, which may include an agenda.

· There will be a brief amount of small talk before getting down to the business at hand.

· If you make a presentation, avoid making exaggerated claims.

· Make certain your presentation and any materials provided appear professional and well thought out.

· Be prepared to back up your claims with facts and figures. The British rely on facts, rather than emotions, to make decisions.

· Maintain eye contact and a few feet of personal space.

· After a meeting, send a letter summarizing what was decided and the next steps to be taken

America
Communication Styles
Americans are direct. They value logic and linear thinking and expect people to speak clearly and in a straightforward manner. To them if you don’t "tell it how it is” you simply waste time, and time is money. If you are from a culture that is more subtle in communication style, try not to be insulted by the directness. Try to get to your point more quickly and don’t be afraid to be more direct and honest than you are used to. Americans will use the telephone to conduct business that would require a face-to-face meeting in most other countries. They do not insist upon seeing or getting to know the people with whom they do business.

Business Meetings

Arrive on time for meetings since time and punctuality are so important to Americans. In the Northeast and Midwest, people are extremely punctual and view it as a sign of disrespect for someone to be late for a meeting or appointment. In the Southern and Western states, people may be a little more relaxed, but to be safe, always arrive on time, although you may have to wait a little before your meeting begins.

Meetings may appear relaxed, but they are taken quite seriously. If there is an agenda, it will be followed. At the conclusion of the meeting, there will be a summary of what was decided, a list of who will implement which facets and a list of the next steps to be taken and by whom. If you make a presentation, it should be direct and to the point. Visual aids should further enhance your case. Use statistics to back up your claims, since Americans are impressed by hard data and evidence.

With the emphasis on controlling time, business is conducted rapidly. Expect very little small talk before getting down to business. It is common to attempt to reach an oral agreement at the first meeting. The emphasis is on getting a contract signed rather than building a relationship. The relationship may develop once the first contract has been signed.

