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While the basics of business etiquette remain the same, there are many situations
that need redefinition and rethinking in today’s business world. How do you
promote the right sort of relationships in the global office? What are the new
rules for the way we dress and converse with clients, colleagues, and bosses?
What about the new rules for business entertaining, conferences, trade shows,
and travel?

Whether you’re a new player in the working world or a veteran of the workplace,
Business Etiquette For Dummies will clear up confusions about the complexities
of social interactions in modern business. It doesn’t matter where you work or
whom you work for, by displaying proper business etiquette you can give your
career a boost and grow both professionally and personally.

Business Etiquette For Dummies will get you acquainted with the etiquette of
today’s business, and help you build relationships and avoid potentially
embarrassing situations. From dealing with the challenges of e-mail to
entertaining foreign clients, this friendly guide will walk you through the new
rules of business etiquette and show you why they are so important. You’ll also
discover how to:

Become a positive part of your office environment●

Deal with difficult people and ethical dilemmas●

Avoid business entertainment no-no’s●

Survive conferences and trade shows●

Take inventory of your wardrobe●

Handle cyber communications smoothly●

Send all the right signals with your body language●

Navigate today’s multicultural workplace●

Recognize and handle common conversational faux pas●

Times have changed drastically during the past few decades, and social and
business niceties aren’t nearly as pervasive or clearly defined as they used to be.
If you want to find out how good manners can help you succeed in your
professional life, Business Etiquette For Dummies can show you the way.
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While the basics of business etiquette remain the same, there are many situations that need redefinition and
rethinking in today’s business world. How do you promote the right sort of relationships in the global office?
What are the new rules for the way we dress and converse with clients, colleagues, and bosses? What about
the new rules for business entertaining, conferences, trade shows, and travel?

Whether you’re a new player in the working world or a veteran of the workplace, Business Etiquette For
Dummies will clear up confusions about the complexities of social interactions in modern business. It doesn’t
matter where you work or whom you work for, by displaying proper business etiquette you can give your
career a boost and grow both professionally and personally.

Business Etiquette For Dummies will get you acquainted with the etiquette of today’s business, and help you
build relationships and avoid potentially embarrassing situations. From dealing with the challenges of e-mail
to entertaining foreign clients, this friendly guide will walk you through the new rules of business etiquette
and show you why they are so important. You’ll also discover how to:

Become a positive part of your office environment●

Deal with difficult people and ethical dilemmas●

Avoid business entertainment no-no’s●

Survive conferences and trade shows●

Take inventory of your wardrobe●

Handle cyber communications smoothly●

Send all the right signals with your body language●

Navigate today’s multicultural workplace●

Recognize and handle common conversational faux pas●

Times have changed drastically during the past few decades, and social and business niceties aren’t nearly as
pervasive or clearly defined as they used to be. If you want to find out how good manners can help you
succeed in your professional life, Business Etiquette For Dummies can show you the way.
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Editorial Review

From the Back Cover
Treat people with courtesy and give your career a boost!

Your first aid kit for cell-phone slip-ups and power lunch blunders

Avoid embarrassment, build relationships, and get ahead with good manners!
Your mother was right: good manners count. But how do you handle human interactions in today's high-tech
global marketplace? Relax! This friendly guide by two etiquette pros shows you the way. From dealing with
e-mail challenges to entertaining foreign clients, you'll find out how to behave professionally in any business
situation.

Discover how to:

Handle cyber communications smoothly●

Navigate today's multicultural workplace●

Deal with difficult people and ethical dilemmas●

Survive conferences and trade shows●

Avoid business entertainment no-no's●

THE DUMMIES WAY

Explanations in plain English●

"Get in, get out" information●

Icons and other navigational aids●

Tear-out cheat sheet●

Top ten lists●

A dash of humor and fun●

Get Smart! www.dummies.com

Register to win cool prizes●

Browse exclusive articles and excerpts●

Get a free Dummies Daily e-mail newsletter●

Chat with authors and preview other books●

Talk to us, ask questions, get answers●

About the Author
Sue Fox is the author of Etiquette For Dummies, runs Etiquette Survival, a well-known etiquette training
company, and is also president of Ethologie, Inc.

Perrin Cunningham is CEO of Ethologie, Inc.

Users Review

From reader reviews:
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Michael Counts:

In other case, little people like to read book Business Etiquette For Dummies (For Dummies (Lifestyles
Paperback)). You can choose the best book if you'd prefer reading a book. Provided that we know about how
is important a new book Business Etiquette For Dummies (For Dummies (Lifestyles Paperback)). You can
add expertise and of course you can around the world by a book. Absolutely right, since from book you can
recognize everything! From your country right up until foreign or abroad you can be known. About simple
issue until wonderful thing it is possible to know that. In this era, we can open a book or maybe searching by
internet product. It is called e-book. You need to use it when you feel weary to go to the library. Let's go
through.

Ross Larson:

What do you concerning book? It is not important along with you? Or just adding material when you require
something to explain what the ones you have problem? How about your free time? Or are you busy man? If
you don't have spare time to complete others business, it is make you feel bored faster. And you have free
time? What did you do? Every person has many questions above. They need to answer that question since
just their can do which. It said that about guide. Book is familiar on every person. Yes, it is appropriate.
Because start from on pre-school until university need that Business Etiquette For Dummies (For Dummies
(Lifestyles Paperback)) to read.

Judy Brewer:

Do you certainly one of people who can't read satisfying if the sentence chained from the straightway, hold
on guys this specific aren't like that. This Business Etiquette For Dummies (For Dummies (Lifestyles
Paperback)) book is readable by you who hate those perfect word style. You will find the information here
are arrange for enjoyable studying experience without leaving possibly decrease the knowledge that want to
supply to you. The writer involving Business Etiquette For Dummies (For Dummies (Lifestyles Paperback))
content conveys the idea easily to understand by many individuals. The printed and e-book are not different
in the content but it just different by means of it. So , do you continue to thinking Business Etiquette For
Dummies (For Dummies (Lifestyles Paperback)) is not loveable to be your top record reading book?

Edward Davidson:

Reading a e-book tends to be new life style on this era globalization. With reading you can get a lot of
information that may give you benefit in your life. Having book everyone in this world may share their idea.
Guides can also inspire a lot of people. A lot of author can inspire all their reader with their story or their
experience. Not only situation that share in the textbooks. But also they write about the data about something
that you need example. How to get the good score toefl, or how to teach your sons or daughters, there are
many kinds of book that you can get now. The authors on earth always try to improve their skill in writing,
they also doing some exploration before they write with their book. One of them is this Business Etiquette
For Dummies (For Dummies (Lifestyles Paperback)).
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