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SUMMARY OF THE STEPS OF THE 
ETHICAL DECISION MAKING PROCESS

1.

 

Gather the facts
2.

 

Define the ethical issues
3.

 

Identify the affected parties (stakeholders)
4.

 

Identify the consequences
5.

 

Identify the obligations (principles, rights, justice)
6.

 

Consider your character and integrity
7.

 

Think creatively about potential actions
8.

 

Check your gut
9.

 

Decide on the proper ethical action and be prepared to 
deal with opposing arguments.



1 -
 

GATHER THE FACTS



 

Don’t jump to conclusions without the facts


 

Questions to ask:  Who, what, where, when, how, and 
why.



 

However, facts may be difficult to find because of the 
uncertainty often found around ethical issues



 

Some facts are not available


 

Assemble as many facts as possible before proceeding


 

Clarify what assumptions
 

you are making!



2 –
 

DEFINE THE ETHICAL ISSUE(S)



 

Don’t jump to solutions without first identifying the ethical 
issue(s)

 
in the situation.



 

Define the ethical basis for the issue you want to focus on.


 

There may be multiple
 

ethical issues –
 

focus on one
 

major 
one at a time.



3 –
 

IDENTIFY THE AFFECTED PARTIES



 

Identify all of the stakeholders


 

Who are the primary
 

or direct stakeholders?


 

Who are the secondary
 

or indirect stakeholders?


 

Why are they stakeholders for the issue?


 

Perspective-taking
 

--
 

Try to see things through the eyes 
of those individuals affected



4 –
 

IDENTIFY THE CONSEQUENCES



 

Think about potential positive

 

and negative

 

consequences for affected 
parties by the decision (Focus on primary stakeholders to simplify 
analysis until you become comfortable with the process).



 

What are the magnitude

 

of the consequences and the probability

 

that 
the consequences will happen.



 

Short term vs. Long term consequences –

 

will decision be valid over 
time.



 

Broader systemic

 

consequences –

 

tied to symbolic

 

and secrecy


 

Symbolic

 

consequences –

 

Each decision sends a message.


 

Secrecy

 

consequences –

 

What are the consequences if the decision 
or action becomes public?



 

Did you consider relevant cognitive barriers/biases?


 

Consider what your decision

 

would be based only on consequences

 

–

 then move on and see if it is similar given other considerations.



5 –
 

IDENTIFY THE RELEVANT PRINCIPLES, 
RIGHTS, AND JUSTICE ISSUES


 

Obligations should be thought of in terms of principles and rights involved


 

A) What obligations are created because of particular ethical principles

 
you might use in the situation?  


 

Examples:  Do no harm; Do unto others as you would have them do 
unto you; Do what you would have anyone in your shoes do in the 
given context.



 

B) What obligations are created because of the specific rights of the 
stakeholders?



 

What rights are more basic vs. secondary

 

in nature?  Which help protect 
an individual’s basic autonomy?



 

What types of rights are involved –

 

negative or positive?


 

C) What concepts of justice (fairness) are relevant –

 

distributive or 
procedural justice?



 

Did you consider any relevant cognitive barriers/biases?


 

Formulate the appropriate decision or action

 

based solely on the above 
analysis of these obligations.



6 –
 

CONSIDER YOUR CHARACTER & 
INTEGRITY



 

Consider what your relevant community members would 
consider to be the kind of decision that an individual of 
integrity

 
would make in this situation.



 

What specific virtues
 

are relevant in the situation?


 

Disclosure rule
 

–
 

what would you do if the New York Times
 reported your action and everyone was to read it.



 

Think about how your decision will be remembered when 
you are gone.



 

Did you consider any relevant cognitive biases/barriers?


 

What decision
 

would you come to based solely on 
character

 
considerations?





7 –
 

THINK CREATIVELY ABOUT POTENTIAL 
ACTIONS



 

Be sure you have not been unnecessarily forced into a 
corner



 

You may have some choices or alternatives that have not 
been considered



 

If you have come up with solutions “a”
 

and “b,”
 

try to 
brainstorm and come up with a  “c”

 
solution that might 

satisfy the interests of the primary parties
 

involved in the 
situation.



8 –
 

CHECK YOUR GUT



 

Even though the prior steps have argued for a highly 
rational process, it is always good to “check your gut.”



 

Intuition
 

is gaining credibility as a source for good 
decision making –

 
knowing something is not “right.”

• Particularly relevant if you have a lot of experience in 
the area –

 
expert

 
decision-making.



9 –

 
DECIDE ON YOUR COURSE OF ACTION AND PREPARE 

RESPONSES TO THOSE WHO MAY OPPOSE YOUR POSITION



 

Consider potential actions based on the consequences, 
obligations, and character approaches.



 

Do you come up with similar answers from the different 
perspectives?



 

Do the obligation and character help you “check”
 

the 
consequentialist preferred action?  



 

How can you protect the rights of those involved (or your 
own character) while still maximizing the overall good for 
all of the stakeholders?



 

What arguments are most compelling to you to justify the 
action ethically?  How will you respond to those with 
opposing viewpoints?  



Need or Importance of Business Ethics

These twelve points below discuss the need, importance of business ethics.
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1. Stop business malpractices : Some unscrupulous businessmen do business malpractices by indulging

in unfair trade practices like black-marketing, artificial high pricing, adulteration, cheating in weights and

measures, selling of duplicate and harmful products, hoarding, etc. These business malpractices are

harmful to the consumers. Business ethics help to stop these business malpractices.

2. Improve customers' confidence : Business ethics are needed to improve the customers' confidence

about the quality, quantity, price, etc. of the products. The customers have more trust and confidence in

the businessmen who follow ethical rules. They feel that such businessmen will not cheat them.

3. Survival of business : Business ethics are mandatory for the survival of business. The businessmen

who do not follow it will have short-term success, but they will fail in the long run. This is because they

can cheat a consumer only once. After that, the consumer will not buy goods from that businessman. He

will also tell others not to buy from that businessman. So this will defame his image and provoke a

http://kalyan-city.blogspot.com/2011/09/what-are-business-ethics-meaning.html
http://kalyan-city.blogspot.com/2011/03/what-is-business-meaning-definitions.html
http://kalyan-city.blogspot.com/2011/03/what-is-trade-meaning-and-nature.html


negative publicity. This will result in failure of the business. Therefore, if the businessmen do not follow

ethical rules, he will fail in the market. So, it is always better to follow appropriate code of conduct to

survive in the market.

4. Safeguarding consumers' rights : The consumer has many rights such as right to health and safety,

right to be informed, right to choose, right to be heard, right to redress, etc. But many businessmen do not

respect and protect these rights. Business ethics are must to safeguard these rights of the consumers.

5. Protecting employees and shareholders : Business ethics are required to protect the interest of

employees, shareholders, competitors, dealers, suppliers, etc. It protects them from exploitation through

unfair trade practices.

6. Develops good relations : Business ethics are important to develop good and friendly relations between

business and society. This will result in a regular supply of good quality goods and services at low prices

to the society. It will also result in profits for the businesses thereby resulting in growth of economy.

7. Creates good image : Business ethics create a good image for the business and businessmen. If the

businessmen follow all ethical rules, then they will be fully accepted and not criticised by the society. The

society will always support those businessmen who follow this necessary code of conduct.

8. Smooth functioning : If the business follows all the business ethics, then the employees, shareholders,

consumers, dealers and suppliers will all be happy. So they will give full cooperation to the business. This

will result in smooth functioning of the business. So, the business will grow, expand and diversify easily

and quickly. It will have more sales and more profits.

9. Consumer movement : Business ethics are gaining importance because of the growth of the consumer

movement. Today, the consumers are aware of their rights. Now they are more organised and hence

cannot be cheated easily. They take actions against those businessmen who indulge in bad business

practices. They boycott poor quality, harmful, high-priced and counterfeit (duplicate) goods. Therefore, the

only way to survive in business is to be honest and fair.

10. Consumer satisfaction : Today, the consumer is the king of the market. Any business simply cannot

survive without the consumers. Therefore, the main aim or objective of business is consumer satisfaction.

If the consumer is not satisfied, then there will be no sales and thus no profits too. Consumer will be

satisfied only if the business follows all the business ethics, and hence are highly needed.

11. Importance of labour : Labour, i.e. employees or workers play a very crucial role in the success of a

business. Therefore, business must use business ethics while dealing with the employees. The business

must give them proper wages and salaries and provide them with better working conditions. There must

be good relations between employer and employees. The employees must also be given proper welfare

facilities.

http://kalyan-city.blogspot.com/2010/11/what-is-market-types-and-classification.html
http://kalyan-city.blogspot.com/2010/11/what-is-labour-and-labourer-meaning-and.html


12. Healthy competition : The business must use business ethics while dealing with the competitors. They

must have healthy competition with the competitors. They must not do cut-throat competition. Similarly,

they must give equal opportunities to small-scale business. They must avoid monopoly. This is because a

monopoly is harmful to the consumers.

Related

+rinciples

vNeed or Importance of Business Ethics

These twelve points below discuss the need, importance of business ethics.

http://kalyan-city.blogspot.com/2010/11/monopoly-market-structure-meaning.html
http://kalyan-city.blogspot.com/2011/09/rules-or-principles-of-business-ethics.html


need importance of business ethics
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Stop business malpractices : Some unscrupulous businessmen do business malpractices by
indulging in unfair trade practices like black-marketing, artificial high pricing, adulteration,
cheating in weights and measures, selling of duplicate and harmful products, hoarding, etc.
These business malpractices are harmful to the consumers. Business ethics help to stop these
business malpractices.
Improve customers' confidence : Business ethics are needed to improve the customers'
confidence about the quality, quantity, price, etc. of the products. The customers have more trust
and confidence in the businessmen who follow ethical rules. They feel that such businessmen
will not cheat them.
Survival of business : Business ethics are mandatory for the survival of business. The
businessmen who do not follow it will have short-term success, but they will fail in the long run.
This is because they can cheat a consumer only once. After that, the consumer will not buy
goods from that businessman. He will also tell others not to buy from that businessman. So this
will defame his image and provoke a negative publicity. This will result in failure of the business.
Therefore, if the businessmen do not follow ethical rules, he will fail in the market. So, it is
always better to follow appropriate code of conduct to survive in the market.
Safeguarding consumers' rights : The consumer has many rights such as right to health and
safety, right to be informed, right to choose, right to be heard, right to redress, etc. But many
businessmen do not respect and protect these rights. Business ethics are must to safeguard
these rights of the consumers.
Protecting employees and shareholders : Business ethics are required to protect the interest of
employees, shareholders, competitors, dealers, suppliers, etc. It protects them from exploitation
through unfair trade practices.
Develops good relations : Business ethics are important to develop good and friendly relations
between business and society. This will result in a regular supply of good quality goods and
services at low prices to the society. It will also result in profits for the businesses thereby
resulting in growth of economy.
Creates good image : Business ethics create a good image for the business and businessmen.
If the businessmen follow all ethical rules, then they will be fully accepted and not criticised by
the society. The society will always support those businessmen who follow this necessary code
of conduct.
Smooth functioning : If the business follows all the business ethics, then the employees,
shareholders, consumers, dealers and suppliers will all be happy. So they will give full
cooperation to the business. This will result in smooth functioning of the business. So, the
business will grow, expand and diversify easily and quickly. It will have more sales and more
profits.
Consumer movement : Business ethics are gaining importance because of the growth of the
consumer movement. Today, the consumers are aware of their rights. Now they are more



organised and hence cannot be cheated easily. They take actions against those businessmen
who indulge in bad business practices. They boycott poor quality, harmful, high-priced and
counterfeit (duplicate) goods. Therefore, the only way to survive in business is to be honest and
fair.
Consumer satisfaction : Today, the consumer is the king of the market. Any business simply
cannot survive without the consumers. Therefore, the main aim or objective of business is
consumer satisfaction. If the consumer is not satisfied, then there will be no sales and thus no
profits too. Consumer will be satisfied only if the business follows all the business ethics, and
hence are highly needed.
Importance of labour : Labour, i.e. employees or workers play a very crucial role in the success
of a business. Therefore, business must use business ethics while dealing with the employees.
The business must give them proper wages and salaries and provide them with better working
conditions. There must be good relations between employer and employees. The employees
must also be given proper welfare facilities.
Healthy competition : The business must use business ethics while dealing with the competitors.
They must have healthy competition with the competitors. They must not do cut-throat
competition. Similarly, they must give equal opportunities to small-scale business. They must
avoid monopoly. This is because a monopoly is harmful to the consumers.
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These twelve points below discuss the need, importance of business ethics.

need importance of business ethics
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Stop business malpractices : Some unscrupulous businessmen do business malpractices by
indulging in unfair trade practices like black-marketing, artificial high pricing, adulteration,
cheating in weights and measures, selling of duplicate and harmful products, hoarding, etc.
These business malpractices are harmful to the consumers. Business ethics help to stop these
business malpractices.
Improve customers' confidence : Business ethics are needed to improve the customers'



confidence about the quality, quantity, price, etc. of the products. The customers have more trust
and confidence in the businessmen who follow ethical rules. They feel that such businessmen
will not cheat them.
Survival of business : Business ethics are mandatory for the survival of business. The
businessmen who do not follow it will have short-term success, but they will fail in the long run.
This is because they can cheat a consumer only once. After that, the consumer will not buy
goods from that businessman. He will also tell others not to buy from that businessman. So this
will defame his image and provoke a negative publicity. This will result in failure of the business.
Therefore, if the businessmen do not follow ethical rules, he will fail in the market. So, it is
always better to follow appropriate code of conduct to survive in the market.
Safeguarding consumers' rights : The consumer has many rights such as right to health and
safety, right to be informed, right to choose, right to be heard, right to redress, etc. But many
businessmen do not respect and protect these rights. Business ethics are must to safeguard
these rights of the consumers.
Protecting employees and shareholders : Business ethics are required to protect the interest of
employees, shareholders, competitors, dealers, suppliers, etc. It protects them from exploitation
through unfair trade practices.
Develops good relations : Business ethics are important to develop good and friendly relations
between business and society. This will result in a regular supply of good quality goods and
services at low prices to the society. It will also result in profits for the businesses thereby
resulting in growth of economy.
Creates good image : Business ethics create a good image for the business and businessmen.
If the businessmen follow all ethical rules, then they will be fully accepted and not criticised by
the society. The society will always support those businessmen who follow this necessary code
of conduct.
Smooth functioning : If the business follows all the business ethics, then the employees,
shareholders, consumers, dealers and suppliers will all be happy. So they will give full
cooperation to the business. This will result in smooth functioning of the business. So, the
business will grow, expand and diversify easily and quickly. It will have more sales and more
profits.
Consumer movement : Business ethics are gaining importance because of the growth of the
consumer movement. Today, the consumers are aware of their rights. Now they are more
organised and hence cannot be cheated easily. They take actions against those businessmen
who indulge in bad business practices. They boycott poor quality, harmful, high-priced and
counterfeit (duplicate) goods. Therefore, the only way to survive in business is to be honest and
fair.
Consumer satisfaction : Today, the consumer is the king of the market. Any business simply
cannot survive without the consumers. Therefore, the main aim or objective of business is
consumer satisfaction. If the consumer is not satisfied, then there will be no sales and thus no
profits too. Consumer will be satisfied only if the business follows all the business ethics, and
hence are highly needed.
Importance of labour : Labour, i.e. employees or workers play a very crucial role in the success
of a business. Therefore, business must use business ethics while dealing with the employees.



The business must give them proper wages and salaries and provide them with better working
conditions. There must be good relations between employer and employees. The employees
must also be given proper welfare facilities.
Healthy competition : The business must use business ethics while dealing with the competitors.
They must have healthy competition with the competitors. They must not do cut-throat
competition. Similarly, they must give equal opportunities to small-scale business. They must
avoid monopoly. This is because a monopoly is harmful to the consumers.
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HONESTY – One of the main trait of 

that everyone must follow always . But   

as at workplace one should 
1. Keep their word 
2. Keep their commitments 
3. Pay attention to their environment 
4. Stay focused 
5. Take responsibility 
6. Respect the employees 
 

 



CONFIDENT – One should always have confidence 

of doing and completing of task given or taken by 
them. One should 

 1. Tell people you will finish the task 

2. Speak your mind 

5. Train yourself 
4. Increase your knowledge 

6. Bounce the criticism 

3. Smile 



COMMITMENT- One should be committed to 

their work and try to achieve their goals . For that 
one must-  

1. See the good. 

2. Work hard. 

3. Expand. 

4.Be passionate 

5. Keep things in balance. 

 

 

 

 



RESPECT OTHERS- It is the way you treat 

and talk to others .For being respected or 

giving respect one must- 

1.Speak up 

2.Greet others 

3.Listen to others 

4.Treat everyone equally 

5.Respect others decision 



Respecting women is also one of the 
important ethic. One must see that no  

 women is sexually harassed . For this  #ME TOO 
MOVEMENT was launched. It gave support to 
many women . The Me Too movement , with 
many local and international alternative 
names, is a movement against sexual 
harassment and sexual assault .#MeToo 
spread virally in October 2017 as a hash tag on 
social media in an attempt to demonstrate the 
widespread prevalence of sexual assault and 
harassment, especially in the workplace's . 



Some more ethics at workplace 

are- 

Responsibility – One must responsible to 
complete the work given to them or taken 
by them. 

Teamwork – One should work in a team 
when allotted in a team . Everyone’s work 
should divided on basis of their skill so 
that work is done efficiently and perfectly 
and everyone should be rewarded 
perfectly according to their work. 



Professionalism – one should act 
professionally that is they have to  

carry on their work professionally rather 
than amateur players. 

Discipline – One should have discipline and 
work with discipline by following rules 
and regulation and being punctual. 

 

This are some of workplace ethics. 



END 
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• Gender differences involve both physical and 

emotional factors. They are essentially the 

characteristics that influence male and female 

behavior in the workplace. These influences may stem 

from psychological factors, such as upbringing, or 

physical factors, such as an employee's capability to 

perform job duties. 



• Women are more likely to get lower initial offers 

• Women are less likely to get credit in group project 

• When women show anger, they are often judged as 
too emotional 

• If women are assertive, it can be seen as aggressive 

• When women are successful, they are often called 
“bitchy” and seen as less likeable 

• Women are often interrupted or ignored at meetings 

 



 

 

• Men are focused on their careers. Family 

takes second place. 

• Men aren't emotional. In other words, they 

don't care about anyone's feelings. 

• Men can't treat attractive female 

colleagues as equals, because they only 

view them as sex objects. 

• Men will never see women as their equals 

in the workplace, because they don't want 

them to be. 

• Men are all part of the "good ole boys" 

club and always help each other get 

promotions – over other women colleagues. 



•  Equal pay irrespective of the sex of the employee 

• Abolition of all gender related stereotypes 

• Promotions should be granted on the basis of exams 

• Placements should be on the basis of credentials 

•  No special privileges for men or women 

• Conducting workshops or seminars for employees 

• No separate rules for males and females 

• Strict policies against gender discrimination in the workplace 

•  Women should be encouraged o come forward and speak 

their mind 







Safeguards are actions or other 
measures that may eliminate threats 
or reduce them to an acceptable 
level. Safeguards that may eliminate 
or reduce threats to an acceptable 
level fall into two broad categories:-  
 
1. Safeguards created by the 

professionals. 
2. Safeguards in the work 

environment. 



1. Education and training including CPD requirements. 
2. Setting of corporate governance regulations and 

professional standards. 
3. Monitoring of professional work including disciplinary 

proceeding. 
4. Continuing professional development requirements. 
5. External review by a legally empowered third party 

of the reports, returns, communications or 
information produced by a professional accountant. 

6. Maintaining Professional standards. 
7. Consultation with another appropriate professional 
Accountant. 

 
 
 
 



1. Strong internal control systems. 
2. Review procedures. 
3.  Following the employing organization's ethics and 

conduct programs. 
4. Appropriate disciplinary processes. 
5. Leadership that stresses the importance of ethical 

behavior and the expectation that employees will act in 
an ethical manner. 

6. Policies and procedures to implement and monitor the 
quality of employee performance. 

7. Separate review and reporting for key engagements. 
8. Recruitment procedures in the employing organisation 

emphasizing the importance of employing high calibre 
competent staff. 
 
 
 













Meaning of Grey Market- 

                  Grey Market is Sales of legal commodities 
or goods through distribution channel that are legal 
however not intended for sales by the original 
manufacturer. 

                    In the other words, selling & importing of 
products by dealers that are not authorized by the 
manufacturer; however the selling activity is not illegal 
still it is unofficial 



Parallel Market- 

                               Grey Market is also known as Parallel 
Market. The reason behind calling it the parallel 
market is because the products or goods are 
sold in a distribution channel that is not 
authorized by the manufacturer of the goods. 
This system forms a parallel distribution channel 
for buying and selling of goods. 



■ What causes give birth to the Grey 
Market 

■ How does Grey Market effect business 

■ Advantages and disadvantages 

■ How to avoid losses of the Grey 

   Market 



CAUSES OF GREY MARKET- 

■ Low Price Competition 

■ Price Difference in Different Countries 

■ Blocked Distribution 

■ Sales Targets 

■ High Product Cost 



HOW DOES GREY MARKET EFFECT 
BUSINESS 

■ Effects Profitability 

■ Brand Reputation 

■ Cannot Gurantee The Product 

■ Effects The Government 





ADVANTAGES  

Few benefits it gives to the companies-  

■ The companies that sell very high value goods for 
an exorbitant value can also supply their goods 
through the grey market to increase the sales of 
production. 

■ Employees sell the product to meet the sales 
targets 



DISADVANTAGES 

■ Effects profitability of company 

■ Effects company’s brand image & reputation 

■ Effects the government and collection of taxes 

■ No guarantee of products 

■ Customer losses the trust  

 

 

 



HOW TO AVOID THE LOSSES OF THE 
GREY MARKET 

■ Single cost policy 

■ Increase in distribution channel  

■ Strict terms and conditions for distributors 

■ Managing manufacturer cost in order to 
stabilize the cost of production  

■ Set realistic goals for the employees 
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BOARDING MEETING  

        ETIQUETTE 



1)Arrive early  

 

2) Follow the agenda 

 

3) Be thoroughly 
prepared 

 

4) Take regular breaks 

 

5)Follow the dress code 

6) Speak in turn 

 

7) listen,really listen 

 

8) keep calm 

 

9) Be polite with your 
phone  

10) Don’t bring guest 

RULES FOR PROPER BUSINESS 
ETIQUETTE 



Before A Meeting 

 Clearly understand the purpose of the meeting 
and your role in it; 

 Review board papers and request any further 
information you consider necessary in advance 
of the meeting; 

 Prepare for the meeting by noting any 
suggestions or questions you wish to raise; and 

 Arrive early.  

 

The following practical guidelines 
are general in nature and can assist 
most board members: 



During The Meeting 

 Do not visually or auditorily record any of the meeting unless the 
Chairman has given explicit permission and has advised the board 
before the meeting begins; 

 Ensure that any relevant conflicts of interest are declared to the 
board or the relevant person; 

 Follow the agenda and focus on the items at hand; 

 Direct any comments and discussions through the Chairman; 

 Listen to your fellow board members, do not interrupt, and be 
constructive with your comments / criticisms; 

 Understand that conflicts are a necessary side-effect of reaching 
consensus; 

 Discuss and understand the pros and cons of proposed solutions. 
Failure to do so may result in items reappearing time and time again; 

 Attend the entire meeting unless it is absolutely necessary to leave 
early. 

 



After The Meeting 

 

Read the post meeting papers, contribute to any 
applicable review meetings, understand the 
action points and proceed accordingly; 

Do not attempt to come to a consensus outside of 
the boardroom; 

Recognise and respect the confidentiality and 
sensitivity of matters discussed at the meeting; 

Remember that decisions are taken in meetings 
collectively and that the responsibility is also 
collective. 
 



HOW TO 

DEAL WITH 

FOREIGN 

DELEGATES?  



INTERNATIONAL ETIQUETTE  
 It is about building relationships with other 

people.  

 It is not about rules & regulations but  providing 
basic social comfort and creating an 
environment where others feel comfortable 
and secure, this is possible through better 
communication. 

 It differs from region to region and from 
country to country. 

 Creates a complex situation for people as it is 
hard to balance the focus on both 
international business etiquette and other 
business activities at the same time. 



FOLLOW THEM FOR 
SUCCESS IN BUSINESS  
 ‘ Thank you ‘ note  

 Know the Names 

  Observe the ‘ Elevator Rule ‘ 

 Focus on the Face, Not the Screen 

 Don’t Judge 

 Character, Behaviour, Honesty 

 Sensitivity & Diplomacy 

 Elements of business etiquette 

 



AWARENESS FOR BEHAVIOUR  
GESTURES- 

 Find out the appropriate gestures  

 Whether or no gifts would be accepted  

 Dress professional and decent  

VIRTUAL VENUES 

GREETINGS  

BUSINESS CARDS  

DRESS ETIQUETTE 

DINING ETIQUETTE  

COMMUNICATION  

 



TO AVOID - 

 Using rude hand gestures 

 Touching 

 Appearing self-important 

 Asking personal questions 

 Discussing religion 

 Discussing politics 

 Unintentionally causing embarrassment 

 Showing the soles of your shoes 

 Saying “no” 



TO DO - 
 Show respect  

 Show you care  

 Strike a balance  

 Know your geography  

 Mind your manners  

 Know to address people  

 Clearly enunciate and speak lower  

Define or eliminate jargons  

 Know their greetings  

 







Rule #1 – Never leave the house or office                              

without your business card. 

Rule #2 – Keep your business card to 

yourself. 

Rule #3 – Give your business card when a 

person asks for it. 

Rule #4 - Treat the business cards 

professionally. 

Rule #5 - Make sure your business card is 

presentable. 

Rule #6 – Don’t waste the business cards 

 

 

 



• Study the calling card design before you hand 

it over. 

•  Make sure that the details of the card are 

correct and updated. 

• Hand the business card facing the person 

receiving it.  

• Never write on the card of another person 

unless so directed. 

• Business cards are exchanged at the start or 

end of the meeting.  

• Don’t ask for business cards in front of a group 

of people; do this privately 

Other things to consider:



• Receive the calling card the way it was 

presented to you. 

• When you receive a card, make a comment 

about it. 







 

 

A Business Meeting Is A Gathering In 
Which A Purposeful Exchange Or 

Transaction Occurs Among Three Or 
More People With A Common Interest, 

Topic Or  Problem. 

B U S I N E S S  M E E T I N G  
E T I Q U E T T E  



PRINCIPLE OF MEETING 
ETIQUETTE 

 

Golden Rule :  

Treat Others The Way You Want Them 
To Treat You 

Platinum Rule : 

Treat Others As They Would Like To Be 
Treated 



“the way you treat 
people is not about 
who they are, its all 
about who you are.” 



Do’S For a buSINeSS MeetING 



 BE PUNCTUAL  

 Be attentive 



 FIND A COMFORTABLE 
SITTING POSITION 

Try to contribute 



 FOLLOW THE DRESS 
CODE 



 TAKE REGULAR BREAKS 

 Keep calm and answer only 
when asked 



 ASK ONLY RELEVANT 
QUESTIONS 

 Be confident 



DoN’tS For a buSINeSS 
MEETING 



 DO NOT INTRODUCE 
YOURSELF WITH FIRST AND 
LAST NAME 

 Do not eat during 
meeting 



 DO NOT USE ANY KIND OF 
GADGET 

 Do not bring any guests 



 DO NOT KEEP PERSONAL 
ITEMS ON TABLE 

 Do not walk out or talk on 
phone without excusing 
yourself 



“buSINeSS etIQuette IS SIMPLy about 
FEELING AND SHOWING KINDNESS AND 

RESPECT FOR THOSE AROUND YOU. 
 

IT IS ABOUT EXERCISING GOOD JUDGMENT. 
 

MaNNerS wILL MaKe the DIFFereNCe.” 



By – 
Aniketh & mayur 



DRESS CODE IN BUSINESS 
MEETING 



INTRODUCTION 

Etiquette helps human beings to behave in a 
socially responsible way. One needs to follow a 
proper dress code at the workplace for the 
desired impact. Its necessary to dress 
appropriately at the workplace for an 
everlasting impression. Individuals who dress 
shabbily are never taken seriously at work. 



One must dress as per the 
occasion. Avoid wearing 
jeans ,  shorts , T- Shirts 
or sleeveless dresses to 
work. 

• Follow a professional 
dress code.  

• Make sure you feel 
comfortable in whatever 
you wear. 

• Its not always necessary 
to wear expensive 
clothes but you have to 
wear something which 
looks good on you. 



Choose professional colours 
like blue , black , brown , 
grey for official attire. 

• Bright colours look out of 
place in corporate . Light 
and subtle colours exude 
elegance and 
professionalism and look 
best in offices. 

• Make sure your clothes 
are clean and ironed.  

• Hair should be neatly 
combed and kept short. 
Spikes hairstyle looks good 
only in parties and 
informal get together . 
Females should tie their 
hair . It gives a neat look.  



• APPROPRIATE ATTIRE MATTERS 
• BUSINESS CASUALS  
• EXTREME SKIN EXPOSURE IS NOT ALLOWED 
• PERFECT BLOUSE FOR WOMEN 
• ABOUT THE TIE 
• MATCH THE BELT WITH SUIT OR THE SHOES 
• MATCH TROUSERS TO JACKET 
• GO FOR PERFECT AND RIGHT FIT 
• CONSIDER KHAKIS 
• MATCH THE SOCKS WITH TROUSERS 
• ATTENTION TO DETAILS 
• YOUR SHOES SPEAK A LOT ABOUT YOU 
• IT IS INCOMPLETE WITHOUT A HAIR STYLE  
• PROPER MAKEUP,ACCESSORIES,HANDBAG 
• STAND BY COMFORTABLE CLOTHES 
• BE CONFIDENT AND COMFORTABLE 

 
 
 



TABLE MANNERS

AND 

DINING ETIQUETTES



GUIDELINES:

• Always be on time when you are invited to a formal 
party.



• Unfold your napkin as soon as 
you’re seated and place it on 
your lap.

• If you have to excuse yourself 
in  the  middle of a meal, fold 
your napkin loosely.

• After the meal is over, place 
your napkin neatly.



• Incase of a private party, wait for 
the host to begin.

• Ask the person closest to the dish 
to pass it to you.

• If you’re asked to pass 
something, pick it up and place it 
near the person sitting next to 
you who will then pass it over.



• Do not talk while chewing 
your food and also do not 
drink anything when your 
mouth is full of food.

• If the food is hot, do not 
blow on it but let it cool on 
the plate



• Do not rest your elbow on the 
table, though you can place 
your right arm there.

• Take small morsel of food, eat 
slowly and chew with your 
mouth closed.



• When you sit down to eat a meal, 
either switch off your mobile or 
keep it on silent mode. 

• Before the meal, shake hands 
with anyone already sitting at the 
table. If someone arrives to the 
table after you do, its polite to 
stand up to greet them.



• When the waiter approaches, 
don’t ask him to explain 
everything on the menu.

• Follow your host’s lead. Avoid 
ordering dishes with a messy 
reputation.



• Drink from your own glass of 
water. Staring at other diner’s 
plate may be considered rude.

• Avoid talking about religion, 
politics, and other controversial 
topics.



• Once you’ve finished your meal, 
signal your server to clear your 
place setting by resting your fork 
and knife blades inward.

• Don’t argue to pay the bill, the host 
who invited you must take care of 
it.
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INTERVIEW ETIQUETTE 



 Your job interview etiquette--or lack of  it--will not go unnoticed 

by respectable employers. 

 

 We'll explore 12 rules of  conduct that will help you make a lasting 

impression on hiring authorities. 



P R O P E R  I N T E RV I E W  E T I Q U E T T E  M AY  B E  
S E C O N D  N AT U R E  TO  YO U,  B U T. . .  

 it's still a good idea to do a quick self-assessment to make sure nothing slips 

through the cracks. 

 

 You'd be surprised how often you are judged by your body language or other 

personality quirks. 

 

 We all have them, but once you become aware of  your mannerisms, you can 

over compensate for them during your interview to better reflect the real you. 





12 TIPS TO HONE YOUR JOB 

INTERVIEW ETIQUETTE  

 1. Greet your interviewers as Ms or Mr :- 

  Most people prefer you call them by their first name. When was the last time someone 

instructed you to call them by their last name? 

 

So what's the big deal? 

 

Well, it's really not a show stopper, and there is minimal risk you'll offend someone if  you do call 

them by their first name; however, when you call someone by their last name you are showing 

them respect. In essence you are saying to them, I respect you and you are important. 

 



2 .  M A K E  S U R E  YO U R  C E L L  P H O N E  I S  
O F F. . . N OT  O N  V I B R AT E  

 The last thing you need is a distraction during one of  the most 

important meetings of  your life. People can still hear your cell ring in 

vibrate mode. Better yet...just leave your cell phone in your car. 

Right now there is nothing more important than your interview. This 

could be a life changing moment for you and your family. BTW--How 

did we survive all those years without cell phones? 

 





3 .  LO O K  P EO P L E  I N  T H E  E Y E . . . A N D  
S M I L E  

Body language is an extremely important detail of  proper job interview 

etiquette. 

 

Communication experts tell us that 80% of  our communication with others is 

non-verbal. 

 

One of  the best ways to connect with people and build trust is to look them in 

the eye. Eye contact is also important during a group interview. 





4. FIRM HANDSHAKE 

This is another non-verbal way to connect with people. 

It seems ludicrous to be judged negatively by a limp handshake, 

but people do it all the time. 

Even so, be careful with this advice. 

You don't want your handshake to be too firm--especially if  a man 

is shaking hands with a woman. 

There is this guy at my church who practically breaks my hand 

every time we shake hands. 

I actually try to avoid "The Bone Crusher" on Sunday. He's a 

great guy, but sheesh, take it easy! 





5 .  L E T  T H E  C O M PA N Y  TA K E  T H E  L E A D  D U R I N G  
Y O U R  I N T E R V I E W  

Sometimes when your interviewer is soft spoken or laid back you may feel the 

urge to keep things moving. So, you start taking back some control and the next 

thing you know, you're rambling.  

 

Resist this. Let the employer run the show. 

 

If  there are periods of  silence...just sit there in the silence. If  you are well 

prepared for your interview, relax, you have nothing to worry about. 



6 .  A R R I V E  1 5  M I N U T E S  E A R LY. . . B U T  N O  
S O O N E R  

Obviously you never want to be late for your interview; however, did you 

know that arriving too early could be annoying to employers? Find out why 

in this short article I wrote on another one of  my webpages. 



7 .  D O N ' T  S T E P  O N  T H E  L A S T  3  W O R D S  O F  
S O M E O N E ' S  C O N V E R S AT I O N  

I've noticed a disturbing trend these days. 

When I'm talking with someone, often times they will step on the last 2-3 

words of  my sentence and talk over me without extending to me the courtesy 

of  finishing my sentence. 

 

Has this ever happened to you? Annoying, isn't it? 

 

Reporters and TV talk show hosts do it all the time. It is especially prevalent 

among Type A personalities. 

Let your interviewer finish making their point, pause for 1-2 seconds; then, 

respond to their question or add to the conversation. 





8.  BRUSH UP ON BODY LANGUAGE  

Be aware of  what you’re communicating through your posture and stance—

and make sure it’s good. For example, sitting with your arms and legs crossed 

sends a message that you are closed-off  or feel defensive. If  you keep your 

hands in your lap the entire interview, you could signal that you lack self-

confidence. And, twirling your hair can make you look nervous or juvenile. 

 

Next, always stand up when someone else comes into the room. 

Professionally, you lose respect and credibility by staying seated—it sends a 

weak and powerless message. Think your movements through ahead of  time 

so you’re not distracted (or distracting) during the interview. 



9.  DRESS THE PART 

An interview may be the only shot you have to impress the decision-

maker in person, so make sure you’re dressed impeccably. 

 

It’s always better to overdress than underdress, but do some sleuthing and 

find out what the corporate dress culture is before you walk through the 

door. A dark suit (jacket and pants or skirt) and a crisp white shirt, 

manicured nails, simple make-up, and clean, professional shoes will be 

perfect in most cases. And, definitely avoid dangling earrings, too much 

perfume, and multiple, clanking bracelets. 





10. TAKE THE WATER 

If  your interviewer offers you a glass of  water, take it, even if  you’re not 

thirsty. This little prop can help buy you time to formulate an answer to a 

difficult question or just give you a moment to center yourself. 

 

 



11. DO YOUR RESEARCH 

At minimum, review the company’s website and Google its key players. Find out 

who you’ll be interviewing with and learn something about them, such as when 

they were last quoted in a publication or if  they’ve recently received an award. 

Casually reference the information during the interview and quote specifics, 

such as “I see the company has expanded into several new markets over the past 

year.” You’ll project the image of  someone who is interested, does their 

homework, and pays attention to details.  





12. ASK QUESTIONS 

Keep in mind that the job interview is a two-way street. It’s an opportunity 

for you to sell yourself  to the company, but also to learn more about the 

workplace to see if  the position and environment are a good fit for you.  

Go in with a few questions, such as details about the type of  work that the 

position entails, the corporate culture, and the typical career path of  

someone who holds the position.  

And, don’t be scared to speak up: not asking questions can signal that you’re 

uninformed or uninterested. 

 

 

https://www.themuse.com/advice/any-questions-what-to-ask-in-an-interview






Unit 5 

https://www.slideshare.net/chamikrish/business-etiquette-50685320 

 

https://www.slideshare.net/chamikrish/business-etiquette-50685320


Handshake: Is universally spoken language 

of Greeting. 

 



When is handshake commonly used.  

What is the purpose of handshake. 

Do’s of handshake. 

Don'ts of handshake. 

 



 

 

Handshaking is commonly done upon 

meeting,greeting,offering congrulations,or 

completing an agreement. 



 The purpose of handshake is to convey trust, 

balance and equality. 

 

 A handshake can give you some clues about 

the person your shaking hand with, like 

country provenience of a person and 

personality type. 

 

 Learning to give a good handshake can go a 

long way in helping restore self-esteem. 



 Maintain eye contact and smile. 

 

 Have a firm grip.  

 

 Keep it short.  

 



 Wet Fish 
 Bone Crusher 

 Hand Hug  Keep Back 
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       ETIQUETTES FOR 

SHAREHOLDERS MEETING 



SHAREHOLDERS MEETING ETIQUETTE 

Company Shareholders Meeting Etiquette 

Meetings of stockholders are held by all business corporations. 

Preparations for such a meeting include the following: 

1. Sending notice of the meeting, and proxies, to stockholders 

2. Handling proxies as they are returned by stockholders 

3. Deciding who shall be nominated as directors 

4. Preparing ballots 

5. Compiling list of stockholders 

6. Scheduling the order of business 

7. Deciding who shall be nominated as inspectors of election 

8. Preparing a tentative draft of the minutes of the meeting and 

of any resolutions to be presented at the meeting 

 



  Always remember meeting attainders are not only 
your guests, but indeed  “ owners of the business” 
and expect to be treated accordingly  

  Be sure to set a welcome for a neat and a 
attractive venue, truly welcoming staff, good 
lighting  and essentials seating to set up a 
welcome tone. 

  Providing light refreshments like tea, coffee, soft 
drinks with some cookies is a must. It should not 
be too lavish. 

 



  



 Directors, officers, business managers be 
present during the coffee hours to provide 
answers to questions that would  prolong 
official meeting unnecesarily. 

 Agenda should be personally handed over to 
the guests. 

  The chairman must always be incharge, all 
questions must be directed to him and 
answered by him. 



  

  MEETING FORMAT- 

           It consists of rules and guidelines of the  meeting like time limit for 
speakers, specified time to discuss each issue etc. 

 

 ELECTIONS- 

            One of the main purpose for an annual shareholders is election of Board 
of directions for the coming term. 

   

 REPORTING- 

           The company secretary is responsible for keeping the minutes of the 
meeting, voting results, maintaining attendance records and keeping track 
of everything that happens at an meeting. 
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