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Abstract 
Nowadays, business activities have become an important and necessary part of modern 
society, especially in the trend of globalization. An enterprise’s success has related to 
many factors, among which the business etiquette is pretty fundamental. Business 
etiquette has a great influence on both individuals and business groups. This essay aims 
to illustrate the importance of business etiquette for individuals as well as enterprises, 
letting people recognize the significance of it so that they can have a good performance 
in business activities. 
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1. Definition and Function of Business Etiquette 

Business etiquette is an important part of business activities, which refers to various codes of 
conduct that reflect mutual respect in business activities. Business etiquette is used to regulate 
people’s behaviors so that individuals or corporations can have good manners in business 
activities, which is significant for the success of business people and a business company. The 
importance of business etiquette can be divided into two aspects: the importance for 
individuals and the importance for corporations or business groups.  

2. The Importance of Business Etiquette for Individuals 

2.1. Regulating People’S Behaviors in Business Activities 
Business etiquettes are mostly shown in three aspects: clothing etiquette, meeting etiquette 
and conversation etiquette. 
The most basic function of business etiquette is to regulate various behaviors. In business 
communication, people influence and cooperate with each other. If they do not follow certain 
norms, the two sides will lack the foundation of cooperation. Etiquette norms can make people 
understand what should be done, what should not be done and how to do it, so that everything 
has rules to follow and will not appear to be chaotic. 

2.2. Building Good Personal Images 
A good personal image is the intangible assets of a person, which can bring direct economic 
benefits to him. If the individual pays attention to etiquette, he will set up a good personal image 
in front of the public; if the members of an organization pay attention to etiquette, they will 
build a great image for their own organization and win the praise of the public.  
In addition to knowledge competition, modern job market competition is also reflected in image 
competition. A good reputation and image of one people can easily gain the trust and support 
of all parties of the society, which is an invincible point in the fierce job market competition. So 
business people should always pay considerable attention to business etiquette. 
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2.3. Establishing Good Interpersonal Communication 
Business etiquette helps people to establish good interpersonal communication. Appearance, 
posture, speech and deportment reflect a person’s inner quality, social morality and spiritual 
outlook, which are the important basis for mutual understanding and communication.  
Etiquette can convey information and express respect, friendliness, sincerity and other feelings 
to others and make others feel warm. In business activities, a business personnel with strict 
etiquette requirements can obtain the goodwill and trust of the other side and then win more 
interpersonal relations for themselves. 

2.4. Promoting One’S Development of Career 
Good etiquette can better show each other a person’s strengths and advantages, which often 
determines whether opportunities come or not. For example, in a company, the 
appropriateness of your dress may affect your promotion; your proper behaviors may 
determine the success of the transaction when you take your client out to dinner. Instead, 
indecent words and deeds in the office may deprive you of a chance to attend a boss’s family 
dinner and so on. This is because etiquette is a medium that expresses respect, friendliness and 
sincerity. 
Therefore, in business activities, appropriate etiquette can gain the favor and trust of each other, 
and then promote the development of one’s career. 

3. The Importance of Business Etiquette for Corporations 

3.1. Business Etiquette is the Key to Standardize the Behavior of Enterprises 
Respect is the basis of interpersonal communication and the cornerstone of mutual cooperation 
between two market entities. Therefore, respect is the core element of business interests and 
it is also an important principle of business etiquette. Principles of business etiquette include 
equality, mutual benefit, fairness and mutual respect and the two parties in business 
negotiation can have a sincere and effective communication under this kind of atmosphere, 
which is helpful to lay a solid psychological foundation for the two sides to enter a substantive 
stage of cooperation. However, if one of the two parties didn’t follow the business etiquette of 
equality, mutual benefit, fairness or mutual respect and this kind of harmonious atmosphere 
was destroyed, the two parties would fall into a situation of mistrust, which will directly affect 
the result of their cooperation or even bring significant losses to both enterprises.  
In business activities, if someone does not follow the business etiquette, which is showed in his 
words or his deeds, his performance will destroy the cooperation foundation, which is not 
conducive to further develop business relations between the two enterprises. Instead, 
following the business etiquette will get both parties a solid foundation of bilateral 
communication. In a word, business etiquette plays a significant role in the business activities 
and it also determines the success of a business trade or transaction. 

3.2. Business Etiquette is Conducive to Establishing a Good Corporate Image 
In a sense, business etiquette is not only something about etiquette, but also an external 
embodiment of the enterprise spirit at a deep level, which can show the corporate culture and 
business philosophy. In business activities, an employee’s words, deeds, appearance, spiritual 
outlook and service attitude can also affect corporate’s image. We can know the management 
level and business philosophy by observing the quality of employees. Therefore, business 
people should pay high attention to etiquette so that they can help to build a good corporate 
image. 
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3.3. Business Etiquette is Helpful to Boost Competitiveness of Enterprises 
In the fierce social competition, gaining the trust and recognition of customers is a necessary 
prerequisite for an enterprise to obtain business opportunities. Therefore, the quality of 
employees largely affects the vitality of enterprises in the market. Business etiquette can help 
business personnel improve their personal image and give customers a good impression. The 
basis of etiquette and humanization is “respect”-respect for oneself, respect for each other and 
respect for business partners. Following business etiquette and forming good manners can set 
up a correct enterprise value and enhance employee’s own identity and sense of belonging to 
the enterprise, which is fundamental to boost enterprises’ competitiveness. 

4. Concrete Methods of Reinforcing Business Etiquette 

4.1. From the Perspective of Enterprises 
Business etiquette is the decisive factor to effectively facilitate the conclusion of business 
negotiations, so learning about necessary knowledge of business etiquette plays a vital role in 
the development of enterprises. Thus, enterprises should pay attention to cultivate the 
etiquette of business personnel, requiring them to have proper dress, behaviors and so on 
through a series of measures of humanized management and specific courses that teach 
employees how to follow business etiquette. 

4.2. From the Perspective of Individuals 
First of all, business personnel should constantly improve their personal quality. Bill Gates once 
said, “enterprise competition is the quality of employees’ competition”. Therefore, a business 
person should start with little things, start from their words and deeds and gradually improve 
business etiquette. 
For students who would like to join business battle, etiquette is definitely the key to success. 
They should dress appropriately in daily life. They hairstyle should also conform to their 
identity as students, rather than blindly pursue individuality and uniqueness. In terms of words 
and deeds, they should be elegant in speech and behavior. Educated people should not smoke 
in front of outsiders or speak loudly in public. When interacting with others, remember to treat 
others with sincerity and respect. Also, be careful in speaking and thinking and learn to smile 
to make the other party feel relaxed and warm.  
All in all, only by following and practicing etiquette norms in daily life, can they have a good 
business etiquette after they step into business. 

5. Conclusion 

From the perspective of personal cultivation, etiquette can be said to be the external 
performance of a person’s inner cultivation and quality. Business etiquette can greatly influence 
a person or we can say, shape a person. It is also closely related to one’s success. Therefore, it 
is worth more attention of us, especially of us college students who would like to enter business 
fields. 
As economic globalization booms, the competition between domestic enterprises and even the 
international community is becoming more and more fierce. If a company wants to stand out in 
the modern market, except for core innovation, it should also attach great importance to getting 
along well with its partners. The corporate image has become the benchmark of an enterprise. 
So, strengthening the education and training of business personnel and emphasizing the 
importance of business etiquette in business negotiation are essential things to do for 
enterprises. 
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