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 2002 FOREIGN VISITS REPORT 
 
 
1. INTRODUCTION 
 
The Crown Prosecution Service has again proved to be an extremely popular 
organisation to visit.  Whilst we did not receive as many requests as last year, it has 
still been a very busy year. 
 
As was the position in 2001, more and more visitors were high-ranking officials. A �first� 
for the CPS � a royal visitor � came in September when HRH Queen LaMbikiza of 
Swaziland, a lawyer in her own right, visited our Headquarters at Ludgate Hill. She 
received an excellent presentation from two senior lawyers, who explained to her the 
work of the CPS and its role within the criminal justice system and also discussed 
international corruption legislation and women�s rights. 
 
Feedback has again been exceptionally good.  Many letters of thanks have been 
received from both the requesting authorities and the visitors themselves.  
 
 
2.  NUMBER OF VISITS 
 
As at mid-December, we received 49 requests for visits, of which 40 were successfully 
arranged.  2 were cancelled due to short notification; 3 were cancelled by the 
requesting authority due to problems arising in the originating country; 2 were deemed 
more suitable for other Government Departments; 1 was cancelled due to last minute 
sickness absence; and 1 failed to follow through after initial contact.  
 
3. COUNTRIES 
 
Once again, visitors came from all five continents.  The Chinese and Japanese are still 
by far the most prolific visitors.  However, we have also received many more requests 
this year from visitors from Eastern Europe.  
 
 

 GEOGRAPHY  NO. OF REQUESTS 

      Africa and Middle East  7 

      Australia, New Zealand and the Pacific 3 

      Caribbean and South America  6 

      China, Japan and Far East  12 

      Central and Eastern Europe (+ UK)  18 

      USA and Canada  3 
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4. CPS PRESENTERS 
 
As in previous years, the majority of requests for visits fell to staff from Policy and 
Casework Directorates.  As usual, many visits were co-hosted by Divisions. The 
following is a breakdown of the number of visits in which each Division/Area 
participated: 
 
Casework Directorate - 25 
Divisible as follows:  

•   1 x London Branch 1 
•   5 x London Branch 2 
• 16 x London Branch 3 
•   1 x Central Confiscation Branch 
•   2 x Casework Secretariat 

 
Policy Directorate - 28 
Divisible as follows: 

• 11 x Policy London 
•   1 x Policy York  
• 16 x European and International Division 

 
CPS Areas - 1   
CPS London - 5   
Others - 2 
 
Whilst my thanks go to all presenters for making each visit a success, my particular 
thanks must go to three individual members of staff.  Of the 40 visits arranged, 23 
were hosted by Simon Jeal (9), Martin Polaine (8) and Colin Gibbs (6).    
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5. REFERRAL AGENCIES 
 
Requests for visits or speakers again came from a wide range of sources. 
 
 

 REQUESTING AUTHORITY  NO. OF REQUESTS 

      British Council 5 

      Foreign and Commonwealth Office 12 

      Embassies 4 

      Great Britain-China Centre 1 

      Independent Direct Requests  8 

      Other Government Departments  6 

      Others 8 

      Schools and Universities  5 
 
6. SPEED OF RESPONSE 
 
For the fourth consecutive year, I am pleased to report that 100% of requests were 
acknowledged within the standard of three days. 
 



 

 4 
 
 

 
7. CONCLUSION 
                                                
The Code for Crown Prosecutors has now been translated into 25 languages, with 
further translations expected in 2003. 
 
During the year, I have been approached on several occasions by members of staff 
who were either about to host a foreign visit or by those dealing with foreign victims 
and witnesses, to find out if there was anything they should be aware of which may 
cause offence. 
 
I started to compile a list of different forms of introduction. However, I then thought that 
with more and more members of staff visiting other countries, a chapter on the general 
protocol of a particular country might be useful. This then extended to gestures � what 
may be perfectly acceptable in the UK, can be an absolute taboo elsewhere. 
Eventually, there were so many categories to cover, my simple list became the 
attached booklet.  My hope is that this document can be placed on the intranet for 
ease of access to all members of staff (see Appendix A). 
 
In conclusion, I would state that the CPS is still held in high esteem by visiting foreign 
nationals.  This could not be achieved without the co-operation of colleagues who give 
up their valuable time to host these visits. 
 
 
 
 
 
 
Carol Burnell 
Foreign Visits Co-ordinator 
Press Office 
11 December 2002 
 



CULTURAL DIFFERENCES 
 
 
 

On several occasions, I have been approached by members of staff who were either about 
to host foreign visits or by those dealing with foreign victims and witnesses, to find out if 
there was anything they should be aware of which may cause offence.  
 
Whilst this document started out as just a few pages of suggestions of things to avoid on 
introduction, with more and more senior staff members visiting other countries, I thought a 
“few words to the wise” might be useful.  
 
The document has now become a booklet and covers as many countries as possible.  I 
have divided it into four chapters for ease of reference. 
 
Chapter 1 deals with the various forms of greeting. 
 
Chapter 2 contains tips when dining in another country. 
 
Chapter 3 provides information on the general protocol of the country, hospitality and gifts 
(both receiving and giving), and tips on what to and what not to discuss in conversation.  I 
have also included a section on gestures which should be observed.  What may be 
considered perfectly acceptable behaviour in the UK, can be an absolute taboo elsewhere 
in the world. 
 
As a few words of another language always seem to go a long way, Chapter 4 contains 
some useful phrases in 28 of the most common languages. 
 
This has been quite a time-consuming task, slotted into odd moments between other work 
over the course of the last two months, but I hope this document will be of assistance to 
everyone.    
 
 
 
 
 
 

 
Carol Burnell 

Foreign Visits Co-ordinator 
 

December 2002 
 
 
 
 

 



CHAPTER ONE 
Introductions 

 
 
NOTES:     
 
1. For all business introductions, an exchange of business cards is de rigueur. Ideally, and in 

particular when visiting China and Japan, your card should be printed in both that language 
and English. 

 
2. Many Central and South Americans will stand very close during conversations.  The 

tendency is for a Westerner to step back a pace, followed by the other side stepping 
forward a pace.  This has sometimes been called the “Conversation Tango”.  Do not be 
alarmed by the close proximity of a person.  There is nothing sinister; it is just their way of 
showing interest.  A handshake and good eye contact is customary.   

 
 
Argentina A warm handshake is customary.  As men become well acquainted, the handshake 

might be accompanied by a light touch on the forearm or elbow.  Good eye contact 
is important. 

 
Austria Shake hand with direct eye contact.  Shake hands with ladies first. 
 
Belgium Brief handshake with light pressure.  Only shake hands with a woman if she extends 

hers first. 
  
Bolivia A warm handshake is the customary greeting.  However, if a person believes his 

hand is dirty or soiled in any way, he may offer his forearm to shake.  Good eye 
contact is important.  Not to do so is considered impolite. 

 
Brazil A good warm handshake is the traditional greeting.  Make good eye contact. 
 
Bulgaria  Shake hands. 
 
Chile Shake hands with good eye contact.  Men should note that when a woman enters a 

room, the polite gesture is to rise and be prepared to shake her hand if she offers it.  
A seated woman, however, need not rise, nor is she obliged to offer her hand when 
a man enters. 

 
China The Western custom of shaking hands is spreading rapidly and is now probably the 

customary form of greeting.  However, often a nod or a slight bow is sufficient.  Don’t 
be upset if the Chinese do not smile when being introduced.  Guests are usually 
introduced to the most senior Chinese person present first. If there are many 
Chinese present, the first few may be introduced in order of rank. Business cards 
are often exchanged and ideally your card should be printed in your own and in the 
Chinese language.  It is respectful to present your card using both hands. 

 
Colombia A warm and friendly handshake is customary. Colombian women will often 

substitute the gesture by holding forearms for a handshake. 
 
Czech Republic Shake hands with all those present. 
 
Denmark  Firm, fairly short handshake with direct eye contact. 
 
Egypt Whilst a handshake is common, greetings are very expressive and elaborate, with 

the host welcoming the visitor many times. 
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Fiji Handshaking is customary.  However, you may be greeted by nodding and the word 
“Bula” which means welcome. Direct eye contact is good, but avoid prolonged 
staring. 

 
Finland Shake hands. 
 
France Light, quick handshake.  A visitor should not offer his hand to a person of superior 

authority. 
 
Germany A fairly firm handshake, often with just one or two pumps. Shaking hands with the 

other hand in a pocket is considered impolite. 
 
Greece There are no rules for greeting.  Greeks may shake hands, embrace and/or kiss at 

the first and every meeting. 
 
Gulf States These comprise: Bahrain, Kuwait, Sultanate of Oman, Qatar and the United 

Arab Emirates.  The UAE comprises the following sheikdoms: Abu Dhabi, 
Ajman, Dubai, Fujaira, Ras al-Khaimah, Sharjah and Umm al-Qaiwain. 
The customary greeting is: first, say “Salaam alaykum”, next, shake hands while 
saying “Kaif halak”; then your host may place his left hand on your right shoulder 
and kiss you on both cheeks. 

 
Hong Kong  After initial handshake, business cards are presented with both hands. 
 
Hungary Shake hands, but a man should wait for a woman to extend her hand first. 
 
India The traditional greeting in India is the namaste (the palms of the hands are pressed 

together in a praying position and held about chest high, then accompanied with a 
slight forward bow).  A Western woman should not initiate a handshake with a man.  
Most Indian women will shake hands with foreign women, but not men. 

 
Indonesia Shake hands, accompanied by a slight nod of the head is the customary gesture for 

both men and women.  Never fail to use Mr. Mrs. or Miss when addressing others. 
 
Iran Light handshake. 
 
Israel Greet with a handshake and the word “Shalom”. Avoid direct eye contact with 

women. Likewise, women should not initiate physical contact.  They should wait for 
an Israeli to extend his hand.  If he doesn’t, a woman should nod her head in 
greeting.  This is very important among Arab Israelis who may not be able to touch a 
woman because of religious laws. 

 
Italy   Shake hands. 
 
Japan As most people already know, the graceful act of bowing is the traditional greeting 

for the Japanese.  However, the Japanese have also adopted the Western practice 
of shaking hands, albeit with a light grip and with eyes averted.  The reasons are 
that a firm grip to them suggests aggression, and direct eye contact is considered 
slightly intimidating. It should be added, however, that many well-travelled Japanese 
are carefully studying Western ways and therefore may surprise you with a firm grip 
and direct eye contact.  Never address a Japanese by his first name.  To say Mister 
(last name), simply say the last name and add the word san. Business cards should 
be presented with both hands (see Note 1).  It is also worth noting that you should 
take time to read the card thoroughly, as it would be considered extremely rude to 
accept the card and then perhaps just put it away in a card holder, or worse still, 
your back pocket! 
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Jordan Whilst handshaking is common, the more traditional greeting “Salaam” may be 
used. This is done by taking the right hand, touching the heart, then the forehead, 
and then gesturing forward. 

 
Kenya   Shake hands and greet with the word “Jambo”. 
 
Korea Western and Korean men usually shake hands, together with a slight bow. When 

shaking hands, both hands are sometimes uses to express special affection.  
Business cards are traded respectfully and should be carefully read whilst in the 
presence of one another.  Women should not shake hands with men, but should 
usually just nod slightly. 

 
Lebanon Shake hands accompanied by a courteous nod of the head.  It is also important to 

inquire about their wellbeing and their families. 
 
Malaysia Handshaking is a common form of greeting between men, but a slight bow or nod 

would be more appropriate between men and Malaysian women.  Remember that 
there are three distinct cultures here: Malay, Chinese and Indian. The individual 
greetings for these cultures are explained by country. 

 
Mexico A warm, gentle handshake is the customary greeting among both men and women.  

Many Mexicans are touch-oriented.  This means they may linger over a handshake, 
they may touch the forearm or elbow, or they may even casually finger the lapel of 
the other person’s suit.  All these touches merely signify a willingness to be friendly, 
nothing more. 

 
Myanmar (Burma) It is not customary to shake hands, but many businesspeople may adopt the 

Western custom of handshaking, so be prepared either way. 
 
Netherlands  Shake hands with direct eye contact. 
 
Nigeria  Shake hands. However, an important guest may be greeted by applause. 
 
Norway  Fairly brief, but firm handshake. 
 
Pakistan The handshake is the common greeting, although with a more gentle grip than 

Westerners may use.  A Western man should refrain from touching or shaking 
hands with a Pakistani woman unless she offers her hand.  Western women, 
however, may extend a hand to be shaken by a Pakistani man. 

   
Peru Warm handshake. 
 
Philippines  Handshake for both men and women. 
 
Poland  Shake hands.  Men should wait for women to extend their hand first. 
 
Portugal A warm, firm handshake.  However, do not be surprised to be on the receiving end 

of abraço (embrace) – an enthusiastic hugging and mutual slapping of backs. 
 
Romania Firm handshake. 
 
Russia (former) Firm handshake with direct eye contact. 
 
Saudi Arabia Light handshake, sometimes with the left hand touching the forearm, elbow or even 

shoulder of the other person.  As with other parts of the Middle East, the “Salaam” 
greeting after the handshake may be observed.  
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Singapore Because of the strong and long British influence, handshaking is the conventional 
form of greeting.  However, if the person is Asian it might be accompanied with a 
slight bow.  It is best left to a woman to make the first move towards handshaking. 

 
Spain Warm and friendly handshake, often accompanied by a light pat on the back. 
 
Sri Lanka Apart from the handshake, the other traditional greeting is called the ayubowan and 

is similar to the namaste (see India). Westerners are not expected to initiate this 
form or greeting, but it would show politeness and respect to perform this in return. 
Sri Lankan women are comfortable shaking hands with any Westerner. 

 
Sudan Warm, but gentle handshake. Men should not shake hands with a woman unless 

she extends her hand first. 
 
Sweden Firm handshake with one or two pumps and direct eye contact. For men, a slight 

nod of the head is customary when meeting for the first time while shaking hands.  
 
Switzerland Shake hands with everyone present. 
 
Taiwan The handshake has become a common and accepted greeting.  However, a nod of 

the head with eyes downcast is also sufficient.  One gesture of special respect for 
the elderly is to cover your left fist with your right hand, raise both hands to your 
breast, and bow your head with eyes downcast. 

 
Tanzania  As with Kenya: shake hands and greet with the word “Jambo”.  
 
Thailand The traditional greeting is called the wai, where the hands are placed together in a 

prayerlike position and the head is slightly nodded.  This is almost identical to the 
nameste of India. When performing the wai, the higher the hands, the more respect 
you are conveying.  However, do not raise the fingertips higher than the face.  It 
should also be noted that when greeting a Thai, you should stand with your feet at a 
slight angle as it is considered impolite to point feet directly at that person. 

 
Tonga Handshaking and a spoken greeting are customary.  Tongans usually call people by 

their first name, unless they wish to show special respect, in which case they use 
the title and family name together. 

 
Turkey Firm handshake.  If a person is much younger than you, he may kiss your hand and 

press it to his forehead. 
 
Venezuela Warm, somewhat gentle but friendly handshake.  Men who know each other well 

may pat the right should of the other person. 
 
Vietnam The custom of handshaking, formerly considered barbaric to the Vietnamese, is now 

achieving popularity due to the Western influence in the country.  It is best not to 
offer to shake hands with a woman unless she offers her hand first 

 
Yugoslavia (former)  Firm handshake.  A man should wait for a woman to extend her hand first. 
 
Zambia Shake hands with the left hand supporting the right, is common.  Use courtesy titles 

or, if known, professional titles. Avoid direct eye contact with women. 
 
Zimbabwe The handshake is the safe, accepted and common form of greeting.  However, local 

women and girls may even curtsy. 
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CHAPTER TWO 
Dining 

 
 
NOTES: 
 
1. When dining in Europe, and in some parts of South America, use the Continental 

style with the fork constantly in the left hand.  The use of fingers when dining in the 
majority of European countries is considered extremely impolite and a knife and fork 
should be used for everything, including fruit and sandwiches. Please also note that 
you should not place your hands in your lap.  Hands should always remain visible 
and it is perfectly acceptable to rest your wrists lightly on the table. 

  
2. In Middle Eastern and Far Eastern countries, for any food eaten by hand, only the 

right hand should be used. The left is considered unclean. 
 
 
Argentina When dining, many Argentines will cut their meat by placing the fork upright in the 

meat and putting the knife through the tines for easier cutting. To indicate you have 
finished eating, cross the knife and forks (tines down) in the middle of your plate. 
Argentines have strong national pride in their excellent red wines; if and when toasts 
are made, the proper gesture is simply to raise you glass to those around you and 
say “Salud”. 

 
Austria Austrians follow the Continental mode (see Note 1). 
 
Belgium Belgians also follow the Continental mode (see Note 1). 
 
Bolivia Bolivians expect visitors to eat everything on their plate. Therefore, you should take 

a small portion of each type of food offered. Be judicious when complimenting the 
food during dinner, as your praise will probably invite a second helping. Never eat 
with the fingers, even chicken.  A special fork is often provided for eating fruit. Keep 
hands above the table. When pouring wine, it is considered extremely rude to pour it 
with the left hand. 

 
Brazil When dining, avoid using the fingers to pick up any food unless you wrap it in a 

napkin. Never cut food with the side of your fork – always use a knife. When using 
toothpicks, always cover your mouth with a hand or napkin. 

 
Bulgaria Except on formal occasions or when in the company of “good society”, it is 

acceptable to sop up gravy with your bread, but use your fork rather than your 
fingers.  Avoid chewing loudly or making other unpleasant noises while eating. 

 
Chile Never eat with your fingers. Never pour wine with your left hand. 
 
China Seating arrangements are important, whether at business meetings or while dining. 

While dining, the primary host sits facing the door and the secondary host sits at the 
opposite end of the table facing the host.  Guests having the highest status sit on 
either side of the primary host.  The remainder of the guests are seated next to the 
guests of highest status in order of their importance. Guests of lesser importance 
are seated near the secondary host. Never begin eating until the host picks up his or 
her chopsticks. Dining revolves around the use of chopsticks. Just watch your host 
for tips and techniques. Here are some finer points: 
 With wooden chopsticks, you may see the Chinese first rub them together 

before eating. This is merely a way of removing any possible splinters. But, if 
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you are a guest, it is impolite to do this because it suggests you have been 
given cheap, rough chopsticks. 

 Even though there will be communal dishes of food, don’t take your portions 
with the ends of the chopsticks you have put in your mouth. Either your host will 
place food on your plate, or a separate pair of “serving” chopsticks will be near 
the serving dish. 

 Don’t stick your chopsticks upright in you rice. Among some superstitious 
Chinese this could bring bad luck. In some areas placing chopsticks in rice in 
this fashion is done as an offering to the dead. 

 Don’t suck on your chopsticks. 
 To eat large pieces of food (when a knife is not available for cutting), it is 

perfectly acceptable to lift the morsel to your mouth with the chopsticks and bite 
off a piece. 

 When you are finished eating, place your chopsticks in parallel across your dish 
or bowl. 

The Chinese will hold bowls of food directly under their lower lip and use the 
chopsticks to push the food into their mouths. When eating long, slippery noodles it 
is perfectly acceptable to place one end in your mouth and slurp or suck up the 
remainder. Refusing food may be considered impolite. If you don’t wish to eat it, just 
poke it around and move it the side of the dish. Bones are often placed directly on 
the table alongside your dish. Toothpicks are commonly available and used during 
and after a Chinese meal.  Just be certain to cover your mouth with the other hand 
while poking and picking. During a meal, be prepared for toasts expressing thanks, 
pleasure and friendship.  Business generally is not discussed during meals.  
 

Colombia Colombians use the Continental style of eating (see Note 1). To indicate you have 
finished eating, place the knife and fork horizontally across the plate.                                              

 
Czech Republic  Czechs may not put their knife and fork down while eating, except when using a 

napkin or when involved in lively dinner conversation.  To signal you have finished 
eating, place the knife and fork in parallel at one side of the plate.  To signal you are 
just pausing, place them in a criss-cross position on the plate.  Avoid putting your 
elbows on the dining table at formal occasions. 

 
Denmark Formal dinners are fairly common in Denmark, so consider taking appropriate 

clothes. Men might consider packing a dinner suit because senior businessmen 
stage more black-tie dinners than in other countries. A card will be presented to 
each man with the name of the female dining partner who will be seated on his right.  
After being introduced to that woman, you should escort her to the table at the 
proper time.  Toasting is common and popular. Wait for the host to begin.  Before 
sipping, look around at the group or toast one person directly, then sip and once 
again gain eye contact.  Do not rise from the dining table until the host or hostess 
does.  

 
Egypt When dining, it is preferable to eat everything on your plate.  Western eating habits 

prevail here – most foods are eaten with a knife, fork or spoon.  When in doubt, 
follow the lead of your host. 

 
Finland Avoid eating anything with your fingers, including fruit. Refrain from eating or 

drinking before your host begins or offers a toast.  Be advised to take small portions 
as it is the custom to eat everything on one’s plate. 

 
France Follow the Continental mode (see Note 1). When approaching the dining table, allow 

your host to indicate where you should sit. Other dining practices: bread and rolls 
are broken and eaten with the fingers and placed next to your dinner plate, usually 
directly on the tablecloth.  At formal meals, fruit is peeled with a knife and eaten with 
a fork.  Lettuce and other leaf vegetables are not cut with a knife, but are folded into 
small pieces and eaten with a fork.  Do not wipe up sauces with bread unless this is 
also done by your host. When you have finished eating, place the knife and fork side 
by side across your plat with the fork tines up. 
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Germany Do not cut potatoes, pancakes or dumplings with a knife because that suggests they 
are tough.  Follow the Continental mode (see Note 1).  Smoke between courses 
only if you see other doing so. At dinner parties, do not drink until your host or 
hostess begins.  When toasting, clink glasses (wine only). Men may toast women, 
never vice versa. 

 
Greece Male guests of honour usually sit to the right of the hostess, with female guests 

seated at the right of the host. When dining, it is quite acceptable to use your fingers 
for the appetizers that are served before lunch or dinner. At the dining table, the 
spoon placed above your plate is for the dessert. To signal you have finished eating, 
cross your utensils in an X shape, knife under fork.  Another signal is to put your 
napkin next to your plate.  Be warned, Greeks may smoke cigarettes often during a 
meal. 

 
Hong Kong When dining, Asian and Western customs are both common and intermixed. So be 

prepared for the use of chopsticks as well as knives and forks. Toasting is common, 
with the host at a large party often visiting each table to present a toast.  

 
Hungary Hungarians follow the Continental style (see Note 1). 
 
India When dining, be certain to wash your hands before and after the meal. If utensils 

are not offered, the fingertips and full hand (right hand only) are used. Transfer food 
from the communal dish to your plate with a spoon, not your fingers. Hosts will often 
serve you, and to refuse food could be an insult. If you have objections to any foods, 
inform your host in advance. Use the namaste (see India Introductions) to 
respectfully signal that you have had enough food. Remember: Hindus to not eat 
any beef. Muslims do not eat pork and strict Muslims do not drink alcohol. 

 
Indonesia Fingers can be used for eating, but utensils are also used. When at the dining table, 

keep both hands on the table. Avoid using toothpicks in public. If you are a guest, 
wait for your host to invite you to begin eating. Then, during the dinner, don’t be 
concerned if the conversation is sparse; Indonesians consider it impolite to talk while 
eating. When you finish eating, leave just a little food on your plate. If you clean the 
plate, it is a signal that you would like more food. 

 
Israel Western-style eating etiquette is practiced throughout Israel. 
 
Italy At the dining table, the host and hostess will usually sit at opposite ends of the table 

with the male guest of honour seated at the right of the hostess and the female 
guest at the right of the host.  Your host should pour the wine, and Italians consider 
it unfeminine for a woman to pour wine. Refrain from eating until your hostess 
begins.  A knife and fork placed above your plate are used for dessert. 

 
Japan In many restaurants, it is the custom for men to sit cross-legged on the floor. 

Women should sit either on their legs or have them tucked to one side. For 
Westerners who find this uncomfortable, Japanese restaurants often provide a small 
armrest, allowing you to sit with legs folded on one side while leaning your weight on 
the armrest. If you are eating with chopsticks, follow some of the customs of China. 
However, the Japanese hold bowls of food lower and not right under the chin. When 
eating, pick up dishes on your left side with your right hand and vice versa. Toasting 
is quite common in Japan. It is a simple action of raising the glass and saying “Kan-
pei” (which literally means “drain the cup”). 

 
Jordan When dining, it is the custom to refuse offers of additional food at least two times, 

then accept on the third offer if you actually wish more.  It is polite to leave small 
portions of food on your plate.  Coffee in the Middle East is often thick, syrupy and 
strong.  It is customarily served in small cups, refilling them often.  If you wish to 
signal no more refills, just tip the cup back and forth with your fingers.  
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Korea When dining, chopsticks will probably be used. Follow the same general instructions 
given earlier in the section on China. When dining, the elderly are served first. Food 
and other objects are passed using the right hand, often with the left hand 
supporting the right forearm. During a dinner, a small communal cup of wine or 
liquor may be passed along; drink from it and pass it back to the person who gave it 
to you. It is also polite for you to fill your neighbour’s small soy sauce dish and vice 
versa. Avoid pouring your own drink. It is usually done for you, but you should offer 
to pour for others. Lift the glass when receiving a drink, and when you pour for 
others support your forearm with the other hand. After a Korean dinner, if there is a 
group or solo singing, try to go along with the fun. If asked to sing solo, the polite 
response is to sing – no matter how simple the song or how poorly you sing. 

  
Malaysia Malays eat with their right hand only and spoons. You may use a fork in the left 

hand to push food into the spoon that is held in the right hand. Indians eat with the 
fingers of the right hands, while guests will usually be provided with a fork and 
spoon. Indians never soil the fingers above the first knuckle and never suck or lick 
the fingers to clean them. Chinese eat with chopsticks. 

 
Mexico While eating, both hands should be kept above the table, not in the lap. The national 

drink is tequila. To drink it properly, place a pinch of salt in the depression of your 
left hand between thumb and forefinger, then lick the salt and quickly take a drink of 
tequila, follow this by sucking on a lemon/lime wedge. 

  
Netherlands When dining, the hostess may serve herself first.  Do not eat before the hostess.  

Take small portions of food, try to taste every item, and try to eat everything on your 
plate – not doing so may be considered impolite.  Follow the Continental style (see 
Note 1). Getting up during a meal, even to go to the bathroom, is considered rude. 

  
Norway When dining, the host and hostess will sit at opposite ends of the table, with the 

female guest at the right of the host and the male guest at the left of the host.  Do 
not start eating until your host or hostess does.  The host will often give a brief 
welcome speech at the beginning of the meal.  Toasting is common: make eye 
contact, raise the glass upward to eye level, say “Skoal”, drink, make eye contact 
again and then place the glass down. 

 
Pakistan Many of the traditional foods are eaten by hand and it is important to use only the 

right hand when eating. While Pakistanis are forbidden to eat pork, they enjoy beef, 
lamb and poultry. The use of alcoholic beverages is not encouraged. 

 
Peru Most dinner invitations are for 21:00 – or later. It is considered correct to arrive half 

an hour after the stated time. The only event that requires absolute punctuality is a 
bullfight. During dinner, politeness requires a guest to eat everything on his plate or 
to politely excuse himself. 

 
Philippines Dining is done with Western utensils, but the fork is often held in the left hand and 

used to push food into the spoon, which is held with the right hand. The best 
compliment you can give your host is to eat heartily. However, to leave a bit of food 
on your plate will signal your host that he or she has provided enough food. 

 
Poland When dining, depending on the number of guests, the guest of honour is often 

seated at the head of the table.  Keep hand visible at all times.  Refrain from eating 
until all others have been served.  Empty your glass only if you wish a refill.  
Toasting before and during the meal is very common. The host usually begins, and 
you can reciprocate later. 

 
Portugal Do not use bread or parts of a dinner roll to sop up gravy or juices. To signal you 

have finished eating, place the knife and fork vertically on the place.  Before leaving 
the table, fold your napkin and place it beside you plate.  An unusual gesture in 
Portugal tells your hostess that you really enjoyed dinner.  To do this, at the end of 
meal kiss the side of your index finger and then pinch your earlobe between the 
kissed index finger and the thumb. 
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Romania When dining, several toasts will be exchanged.  Keep hands above the table and 

keep the napkin alongside the plate rather than in the lap. 
 
Russia (former) Follow the Continental style (see Note 1). Be prepared for heavy drinking sessions. 
 
Spain The Spanish always wait for everyone to be seated before they start eating. To do 

otherwise is considered extremely rude. Use utensils for all foods, even sandwiches 
and french fries. To toast, every one says “Chin Chin” and touches glasses.  Never 
drink directly from a bottle when dining at a table. 

 
Sri Lanka Only use your right hand when eating or passing objects from one person to another 

(see Note 2). 
  
Sweden When dining, the male guest of honour is seated to the left of the hostess and the 

female guest of honour to the right of the host. Toasting is done frequently.  Make 
eye contact all around and say “Skoal”. The host makes the first toast. As a guest in 
a Swedish home, take off your shoes upon entering.  Do not put your street shoes 
back on until you are ready to leave.  Also, when leaving someone’s home, wait until 
you get to the doorway to step outside before putting on your coat.  To do so earlier 
suggests you are eager to leave. 

 
Switzerland When dining, guests of honour are usually seated at the middle point of the table. 

Never smoke at the dinner table. The best compliment guests can give is to take 
second helpings of food. 

 
Taiwan Observe eating customs for China. 
 
Thailand When dining, a spoon and fork are used. If you need to eat with your hands, never 

use the left hand (see Note 2). It is polite to pass objects to another person using 
both hands. 

  
Turkey When dining, Turks follow the Continental style (see Note 1).  Avoid eating with the 

fingers (see Note 2). If you are offered a toothpick after dining, it is OK to use it, but 
be certain to cover your mouth with the other hand. To politely decline an offer of 
food, put your hand over your heart while tilting your head slightly back. 

 
Venezuela Visitors should never sit at the head of the table, unless indicated to do so. When 

dining, wait for everyone else at the table to be served before beginning to eat. To 
indicate you have finished eating, place your utensils in parallel and diagonally 
across your plate. 

 
Yugoslavia (former) Follow the Continental style (see Note 1). To indicate you have finished eating, 

place the knife and fork across the centre of the plate.  Keep wrist above the table. 
 
Zambia At dinner you should ask for food, as it is considered impolite for the host to offer 

food first.  It is also improper to refuse the food which is provided. 
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CHAPTER THREE 
General Protocol, Gestures, Hospitality and Gifts 

and Topics of Conversation 
 
 
1. Please note that in many countries, to beckon someone, never raise the index 

finger and use a crooking motion with that finger.  The correct method is to raise 
your arm, put out your hand, palm down, then curl the fingers in and out in a 
scratching motion. 

 
2. Showing the soles of your shoes is a physical action that sends a rude message in 

many parts of the Middle East and Far East.  When seated, cross your legs at the 
knee or ankle. Never rest one ankle on the other knee. If seated on the floor, keep 
your soles hidden by sitting on them or by tucking them underneath your knees. 

 
 
Argentina General Protocol: Prior appointments are necessary. Wear proper attire (jacket 

and tie) even if the climate is warmer than that to which you are accustomed. 
Gestures: Never stand with your hands on your hips. Slapping the inside of the 
thighs near the groin is considered an obscene male gesture. To beckon someone, 
use the scratching motion (see Note 1). 
Hospitality/Gifts: It is customary to give gifts. Appropriate gifts for women include 
perfume and name brand items; for men, novelties and men’s accessories. Also 
acceptable are unique items with an art/history relationship from your homeland. 
When you are invited to a home for dinner, flowers or good wine and liquors make 
suitable gifts. 
Conversation: Popular topics for discussion are local folklore customs, historic 
dates and heroes. 

 
Austria General Protocol: Austrians appreciate being recognised for their own character 

and accomplishments. Never call an Austrian a German. While they speak the same 
language, Austrians and Germans have distinct customs and different values. Men 
should rise when a woman enters the room. Punctuality is a must. Avoid chewing 
gum in public. 

 Gestures:  Hands in pockets when conversing should also be avoided. 
Hospitality/Gifts: Give flowers or some small gift such a chocolates when invited to 
a home for the first time for dinner or for a visit other than business. Avoid sending 
red roses (implying romantic affection), red carnations (reserved for May Day) and 
an even number of flowers (considered bad luck). 

 Conversation: Avoid discussions about money, religion or politics unless you are 
specifically asked about them. 

 
Belgium General Protocol:  Privacy is a jealously guarded right and is carefully respected. 
 Gestures: Avoid pointing with the index finger. This is considered impolite. 

Snapping your fingers when others are present is also frowned upon. Standing with 
your hand in your pockets while conversing is considered bad manners. 
Hospitality/Gifts:  Avoid sending a gift of chrysanthemums. They are a reminder of 
death. 

 Conversation:  Politics, local language differences (French-Flemish), and religion 
should be avoided. The Belgians will often tell jokes about the Dutch and vice versa. 
It is best to stay out of that regional rivalry. 

 
Bolivia General Protocol: Visitors should be punctual, even if others are late. Your 

attempts to use Spanish will be greatly appreciated. 
 Gestures: To beckon someone, use the scratching motion (see Note 1). 
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 Hospitality/Gifts: Entertainment for businessmen is normally a lunch or dinner in a 
restaurant. Wives do not normally attend such events. Flowers and small gifts are 
usually given to the host. Gifts are customarily opened after the giver has left. 

 Conversation: Generally any subject can be discussed, but as in nearly every 
country, politics and religion should be avoided.  

 
Brazil General Protocol: Brazilians, like most Latin Americans, are casual about both time 

and work. It is customary to arrive ten of fifteen minutes late for an appointment. 
Never start right into business discussions unless your host does so first. Never eat 
or chew gum while walking on the street. 

 Gestures: Never use the “OK” gesture. It is the signal for a very private bodily 
orifice. Punching a fist into a cupped hand is a vulgar gesture. 

 Hospitality/Gifts: If a visitor is invited to a home, it is polite to send flowers to the 
hostess the next day, together with a thank-you note. Never send purple flowers. 

 Conversation: Brazilian men love good jokes, but avoid ethnic jokes and do not 
discuss Argentina. A good subject to discuss is family life and children. 

 
Bulgaria General Protocol:  Punctuality and politeness are essential.  
 Gestures:  Nodding the head up and down means “no” and shaking the head back 

and forth means “yes”. 
 Hospitality/Gifts:  If you are invited to a home, take flowers, candy or wine. 
 Conversation:  Avoid discussing politics and social conditions in Bulgaria. 
 
Chile General Protocol: Prior appointments are necessary and punctuality is vital. 

Meetings should start and end on time. Business discussions should be preceded 
by some light conversation 

 Gestures: To beckon, use the scratching motion (see Note 1). Making a fist and 
slapping it into the palm of the other hand is a very rude gesture. 

 Hospitality/Gifts: Business entertaining is generally done at major hotels and 
restaurants. When visiting a home, guests should wait outside the door until invited 
inside. A gift of a bouquet of flowers to the hostess is appropriate. 

 Conversation: Topics is avoid include local politics and religion. Chileans are 
pleased if guests show an interest in their family, especially in their children. 

 
China General Protocol: Prior appointments are necessary. Be prepared to wait a long 

time for Chinese businessmen to reach to decision. Foreign businessmen usually 
find that their trip to China is highly organised and that punctuality is very important. 
Silence is a virtue in China, so don’t be dismayed if there are periods of silence in 
your dinner or business conversations. It is a sign of politeness and of 
contemplation. During conversations, be especially careful about interrupting 

 Gestures: Never point with just one finger; always use the open hand. To beckon 
someone, use the scratching motion (see Note 1). . On public streets, spitting and 
blowing the nose without the benefit of a handkerchief are fairly common, although 
the government is waging a campaign to reduce this. It is regarded as ridding the 
body of waste and is therefore considered an act of personal hygiene. The Chinese 
are enthusiastic applauders, so don’t be surprised if you are greeted with group 
clapping. When a person is applauded in this fashion it is the custom for that person 
to return the applause. 
Hospitality/Gifts: A visit to a Chinese home is rare – unless the government has 
given prior approval.  Guests should plan to arrive a little early and should leave 
shortly after the meal. Business is not generally discussed during meals. Gifts of any 
great value can cause embarrassment and are not usually accepted by the Chinese. 

 Conversation: Good topics for discussion include the differences between China 
and the West, and the advances the Chinese have made. Avoid mentioning Taiwan 
and do not criticise the Chinese leadership. 

 
Colombia General Protocol: Strict punctuality is not a must anywhere in Colombia, although 

being on time is somewhat more important in the larger cities. Colombian 
businessmen prefer slow deliberations and like quiet discussions over coffee before 
any business is transacted. Be sure to plan to relax your first day in Bogotá as the 
altitude may affect you. 
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 Gestures: Yawning in public is considered the height of bad manners. Beckoning 
should be done using the scratching motion (see Note 1).  

 Hospitality/Gifts: When a visitor is invited to a home, it is customary to send a gift 
of fruit, flowers or chocolates before arrival, if time permits. If not, send a gift 
afterwards, together with a thank-you note. Gifts should not be personal unless you 
know the person very well. Then you may give a tie to a man and perfume to a 
woman. 

 Conversation: The Columbians will appreciate your interest in sports (particularly 
football), art, Columbian coffee, and the beauty of the countryside. Bullfighting is 
popular in Columbia and Columbians would resent any adverse comments from 
visitors. As always, avoid political discussions. 

  
Czech Republic General Protocol:  Punctuality is essential. Avoid taking photographs in museums 

or art galleries. Do not photograph military installations. 
 Hospitality/Gifts:  If you are invited to a home, take an odd number of flowers 

(never give red roses), wine, whisky or cognac. 
 Conversation:  Avoid politics, religion and social conditions. A safe topic of 

conversation is sport. 
 
Denmark General Protocol:  Avoid scheduling business trips during the months of July and 

August (the main holiday months). Punctuality is vital. Politeness is very important. 
For example, going through a door is a ceremony in itself: women always go first, 
and men should allow their host to hold the door.  

 Hospitality/Gifts:  A bouquet of flowers taken to the home will always be well 
received. 

 Conversation:  Avoid politics and religion. 
 
Egypt General Protocol: Egyptians feel it is important to establish a feeling of friendship 

and trust before business is transacted. The workweek runs from Saturday to 
Thursday. Friday is the Muslim day of rest.  

 Gestures:  Showing the soles of your feet is considered impolite (see Note 2). 
 Hospitality/Gifts: When invited to dine, it is customary to take a gift of flowers or 

chocolates. Giving and receiving gifts should be done with both hands or the right 
hand – never with the left. When entertaining Egyptians, be sure to have some non-
alcoholic drinks or hand, even though the consumption of alcoholic beverage is 
becoming more widely accepted. 

 Conversation: Topics suitable for discussion include Egyptian advancement and 
achievement, their ancient civilisation and the positive reputation of Egyptian leaders 

 
Fiji General Protocol: Respectful friendliness will take you a long way. Punctuality is 

recommended, although day-to-day life is much more relaxed than in the West. 
 Gestures: To exhibit respect when speaking to another person, stand with your 

arms folded behind your back. It is considered impolite to touch a Fijian’s head. 
Beckoning is done by using the scratching motion (see Note 1). 

 Hospitality/Gifts: Never drop by a Fijian home without an invitation. It is impolite to 
remain standing when you enter a house. Gifts are appreciated. It is courteous to 
drink at least a cup of kava when visiting. Refusal to drink kava with the people can 
start things off on the wrong foot. Never decline gifts or food from a Fijian. This is 
considered impolite and discourteous. Be careful not to admire an object openly, as 
that might require the owner to give it to you. 

 Conversation: Be prepared to speak about personal experiences, displays of 
intellect do not go down very well. 

 
Finland General Protocol:  Avoid scheduling business trips in June and July. Always be 

punctual. When conversing, direct eye contact is important.  
 Gestures: Crossing the legs at the knees is preferred to crossing them ankle-at-the-

knee (see Note 2). Standing with arms folded is sometimes viewed as a sign of 
arrogance.  

 Hospitality/Gifts:  If you are invited to a Finnish home for dinner, take some flowers 
for the hostess. 
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 Conversation:  Good topics of conversation include hobbies, sports and travel. 
Finns also enjoy discussing politics, but keep it in mind that Finland is a multiparty 
system with a multitude of political views. 

 
France General Protocol:  Never relax your posture in business settings or with people you 

don’t know well. For example, don’t slump back in your chair or extend your legs in 
front of you. Also, when seated, the French customarily cross the legs at the ankles. 
Good posture and decorum are virtues in France. Never take off your jacket at a 
meeting unless the most senior person does so. Punctuality is a sign of courtesy. 
Avoid conversing with hands in pockets and chewing gum in public. 

 Gestures: Never take off your jacket at a meeting unless the most senior person 
does so. Snapping the fingers of both hands, or slapping an open palm over a 
closed fist have vulgar meanings.  

 Hospitality/Gifts: An invitation to visit someone’s home, even after long 
acquaintance, is rare. But for that occasion, a small gift of flowers (not roses or 
chrysanthemums) or chocolates for the hostess will be appreciated. Gifts that 
appeal to intellect are especially appreciated. Avoid gifts with large, prominent 
stamps of your company name 

 Conversation:  Avoid personal questions, politics and money. 
 
Germany General Protocol:  Although Germany is now one unified country, there are still 

remnants of sensitivities from the post-World War II days, when the country was 
divided into East and West. Punctuality is essential. Should you be unable to keep 
an appointment, it is not only polite, but vital that you cancel or postpone it by 
phone. 

 Gestures: As in Brazil, the “OK” gesture signifies a very private bodily orifice and 
should never be used. 

 Hospitality/Gifts:  An invitation to a German home is a special privilege. A man 
should bring flowers, which he should unwrap in the entrance hall and present to the 
hostess upon greeting her. Avoid red roses, and never give thirteen or an even 
number of flowers. A thank-you note should be sent within a few days for any 
hospitality. 

 Conversation:  Good topics of conversation are the German countryside, hobbies 
and sports – especially football. 

 
Greece General Protocol: Whilst prior appointments are not usually necessary, the 

courtesy of phoning ahead will be appreciated. Punctuality is not essential. Greek 
hospitality is sincere, incredibly generous and sometimes overwhelming. Be careful 
not to praise a specific object or the host may insist on giving it to you.  

 Gestures: A slight upward nod of the head means “no” and tilting the head to either 
side means “yes”. Waving the palm of your hand outward with fingers spread is not 
a form of greeting. In fact, it can be confused with the Greek gesture moutza, where 
the hand is extended outward away from the body in something of a pushing motion. 
This is actually an ancient rude gesture still used in Greece today. 

 Hospitality/Gifts:  If you are invited to a Greek home, take flowers or a cake for the 
hostess. 

 Conversation:  Avoid talking about Cyprus and other controversial aspects of 
international politics closely affecting Greece. 

 
Hong Kong General Protocol:  The people of Hong Kong are reserved and formal in almost all 

situations. Blue and white are the Chinese colours for mourning and should be 
avoided.  

 Gestures: When conversing, conspicuous blinking of the eyes in considered 
impolite. It suggests disrespect and boredom. To beckon someone, use the 
scratching motion (see Note 1). When pointing to something, do so with the open 
hand and not just a finger. 

 Hospitality/Gifts: A guest should take a gift of fruit, candy or cookies when invited 
to dinner and should present it to the hostess with both hands. Gifts to avoid are 
clocks (which symbolise death) and scissors or other sharp objects (which 
symbolise the severing of a relationship). 
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 Conversation: Casual inquiries about health or business are considered polite 
conversation. Avoid discussing the political situation in China. 

 
Hungary General Protocol:  At formal parties, wait to be introduced. At informal parties, 

introduce yourself. Men customarily walk to the left of women, or of any honoured 
guest. Do not photograph soldiers or military installations. 

 Hospitality/Gifts: If you are invited to dinner at home, take Western liquor or 
wrapped flowers (not red roses). 

 Conversation:  Good topics of conversation are food, wine and what you like about 
Hungary. Avoid discussing politics or religion. 

 
India General Protocol: Punctuality is advisable. Always seek permission when taking 

photographs of people. Remove shoes when entering sacred buildings. Once inside, 
never touch any paintings or statues.  

 Gestures: Never touch a person’s head.  When you wish to point, use your chin, the 
full hand or the thumb but never just one finger.  

 Hospitality/Gifts: Guests may take gifts such as fruit and candy or they may take 
gifts for the children in the family. 

 Conversation: Indians enjoy conversation on cultural achievements, Indian 
traditions, other people and foreign countries. Avoid discussions of personal affairs 
and India’s poverty, military expenditures and the huge amount of foreign aid. 

 
Indonesia General Protocol: Indonesian society is based on respect for the individual. This 

should be remembered in day-to-day affairs. Punctuality is important, but is never 
emphasised. Prior appointments are recommended. Business dealings are usually 
long, slow and frustrating. Remove your shoes before entering any carpeted room or 
sacred building. 

 Gestures: Never touch a person’s head. To beckon someone, use the scratching 
motion (see Note 1). Never show the soles of your shoes (see Note 2).  It is impolite 
to put your hands in your pockets or on your waist when you are conversing with 
another person. If you have to point, use your thumb or hand instead of just one 
finger. Avoid standing with your back to someone, especially to the elderly or high-
ranking officials. 

 Hospitality/Gifts: It is polite to take flowers when invited to dinner. Indonesians 
generally do not expect gifts, but compliments and notes of appreciation are always 
welcome. Gifts should be accepted graciously, since it is impolite to refuse anything. 

 Conversation: Avoid the subjects of local politics, socialism and foreign aid. 
 
Iran General Protocol:  Most business meetings are by appointment. Business sessions 

respect punctuality, whereas for social engagements it is not that important. 
 Gestures: To signal “no”, move the head up and back sharply. To signal “yes”, dip 

the head downward with a slight twist. To beckon someone, use the scratching 
motion (see Note 1). The thumbs-up gesture is considered vulgar. 

 Hospitality/Gifts:  When invited to dinner, it is customary to bring a plant, flowers or 
candy. It is also polite to decline an invitation a few times before accepting.  

 Conversation:  Guests are the centre of attention and are expected to be able to 
converse on many different topics.  

 
Israel General Protocol: The Sabbath (Saturday) is strictly observed by Orthodox Jews 

from nightfall on Friday to nightfall on Saturday. Even though Israelis in general are 
casual about time, you should always be punctual. 
Hospitality/Gifts:  A book is an excellent choice since most Israelis are eager 
readers. Flowers are also appreciated. 

 Conversation:  Avoid talking about religion and the large amount of US aid that has 
helped the country to survive. 

 
Italy General Protocol: Punctuality is not an Italian virtue – at least not for social events. 

Make business appointments well in advance.  All university graduates have a title, 
and they usually expect you to use it. 

 Hospitality/Gifts: Avoid taking chrysanthemums, which are only used for funerals. 
Take an odd number of flowers or a dozen. 
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 Conversation: Common topics for discussion include soccer, family affairs, 
business and local news. Avoid talking about American football and politics. 

 
Japan General Protocol: Punctuality is advisable for both business and social 

engagements. When in meetings, periods of silence may occur. This is perfectly 
acceptable and customary. Shoes are removed before entering a Japanese home, 
but can be left on in a Western-style building. 

 Gestures: Because of the high regard for graciousness and restraint, one should 
not shout, raise the voice in anger, or exhibit any excessively demonstrative 
behaviour. Beckoning is done using the scratching motion (see Note 1). Crossing 
the legs at the knees or ankles is the preferred form rather than with one ankle over 
the other knee (see Note 2). It is considered insulting to point to someone with four 
fingers extended and the thumb folded into the palm. Blowing your nose in public is 
considered impolite. Avoid standing with your hands in your pockets, especially 
when greeting someone or when addressing a group of people. 

 Hospitality/Gifts: Visitors should be prepared to be invited by their business 
colleagues to lavish dinner parties, which may last for hours. These parties are 
almost always held in Japanese restaurants or nightclubs. Entertainment of visitors 
at private homes is not very common.  If you do visit a Japanese home, remove your 
hat and gloves (if worn) once inside the entrance to the house and then remove your 
shoes. It is not customary to take flowers for the hostess, but take a box of cakes or 
candy. If you are offered a gift, thank the person and wait for one or two more offers 
before accepting it. Receive the gift with both hands. The Japanese enjoy receiving 
gifts, which should be wrapped in pastel-coloured paper (no bows). They particularly 
relish gifts of brandy and frozen steaks. Gifts given in twos are supposed to bring 
good luck, so such things as cuff links and pen and pencil sets are especially well 
received. Never give four of anything, as one Japanese word for four is also the 
word for death. 

 Conversation: One topic to be avoided: World War II. 
 
Jordan General Protocol: You will probably be subjected to group-style business meetings 

with friends and other businessmen. Prior appointments are a must, but do not be 
disappointed if your host is not punctual.  

 Gestures:  As with other Arab countries, it is impolite to point the soles of your 
shoes towards another person (see Note 2). 

 Hospitality/Gifts: The host may ask a visitor to stay for dinner. It is customary to 
refuse twice before accepting. Give polite, but restrained thanks or praise; profuse 
praise can embarrass your host. Flowers or sweets are customary gifts, but not 
alcohol. 

 Conversation: Avoid any discussion of Middle Eastern politics. Other subjects to 
avoid are religion, family and the large amount of US aid. 

 
Kenya General Protocol: Prior appointments are necessary. Seek permission before 

taking photographs of people. Using the left hand to receive a gift is considered 
impolite. 

 Hospitality/Gifts: A small gift such as cookies or candy should be brought when 
visiting. Do not take flowers except when expressing condolences. 

 Conversation: Avoid discussing local politics and the Mau Mau period of the 1950s. 
 
Korea General Protocol: Prior appointments are necessary and, while punctuality is not of 

great importance, Westerners are usually expected to arrive on time. When walking 
in public, the convention in Korea is to keep to the left side of the walkway. Women’s 
liberation has not been accepted yet. Men go through doors first. Women help men 
with their coats. 

 Gestures:  Do not cross your legs in public, especially in front of someone who is 
older or senior in position to you. Try to keep your hands in sight of the person you 
are talking with. If you are wearing sunglasses, remove them during any 
conversation with another person. Blowing your nose in public is considered 
impolite. It is also considered impolite to enter a room without knocking first. 
However, Koreans may not wait for you to come to the door and open it. They may 
knock then enter. This also applies in public toilets where locks may not function. In 
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these cases, if you are occupying a public toilet stall, just clear your throat or knock 
back to signal that your stall is in use. 

 Hospitality/Gifts:  Business entertainment is considered very important and is 
usually limited to restaurants and bars. Wives are rarely included. If you are invited 
to a Korean home, it would be appropriate to take flowers or a small gift, to be 
offered with both hands. Gifts are not opened in front of the giver. 

 Conversation: Avoid discussing socialism, communism, internal politics and 
criticism of the government. 

 
Lebanon General Protocol:  Punctuality is not especially important. 
 Gestures:  While signalling “yes” is done with a nod, to signal “no” a Lebanese may 

perform a sharp upward motion of the head accompanied by raised eyebrows. To 
beckon someone, use the scratching motion (see Note 1). A closed fist raised up 
into the air is regarded as a rude gesture. Again, it is considered impolite to point the 
soles of your shoes towards others (see Note 2). 
Hospitality/Gifts: Your host will try to make you feel as welcome as possible, as 
hospitality is the unspoken rule in the Lebanon. It is appropriate to talk about 
business only after the meal. Politeness requires that you accept the coffee or tea 
you are offered. Flowers and candy are welcome gifts. Avoid giving alcohol and 
cigarettes. 

 Conversation: The Lebanese appreciate compliments on such things as their 
homes, food and achievements. Subjects suitable for conversation include business, 
children, education and travel.  The telling of a funny story is also welcome. Avoid 
discussing politics, religion and sex. 

 
Malaysia General Protocol: Prior appointments are advisable. Punctuality is expected but 

not emphasised. Kuala Lumpar, the capital city, has harsh penalties against littering. 
Before entering a home or a sacred building, always remove your shoes and 
sunglasses. 

 Gestures: Avoid touching a person’s head. To beckon someone, use the scratching 
motion (see Note 1). Never show the soles of your shoes (see Note 2). Smacking 
your closed fist into the other hand is considered a rude gesture. Avoid pointing with 
your forefinger. Instead point with the thumb with the other four fingers curled into 
the palm. 

 Hospitality/Gifts: Malaysians are generally friendly and cordial towards foreign 
visitors. Entertainment is an important part of business arrangements and usually 
takes the form of lunch or dinner at a restaurant. Gift-giving customs vary among the 
cultures: Chinese, Malay and Indian, but no matter what ethnic group the recipient 
belongs to, it is always considered impolite to present a gift with the left hand or to 
open a gift immediately. If you are presented with a gift, a note of appreciation is in 
order. 

 Conversation: Subjects most Malaysians like to talk about include general affairs, 
family, sports and food. 

 
Mexico General Protocol: Mexico City’s high altitude. Smog and wild traffic should be 

respected and anticipated, Care should also be taken about drinking water. The two-
to-three hour midday siesta is a bad time for business appointments. Always seek 
permission before photographing people. Mexicans appreciate a visitor’s efforts to 
speak Spanish. 

 Gestures: Beckoning should be done using the scratching motion (see Note 1). In 
public, men should not stand with their hands in their pockets. 

 Hospitality/Gifts: While it is not customary to take gifts, they are appreciated. 
Flowers are not expected by host or hostess, If you do send flowers, remember that 
for some classes of Mexicans yellow flowers represent death, red flowers are said to 
cast spells and white ones lift the spells. Thank-you notes are not common, but are 
appreciated. 

 Conversation: Avoid historical and political topics such as the Mexican-American 
War and illegal aliens. Safe topics include the weather, fashion, travel, art and the 
parks and museums.    

. 
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Netherlands General Protocol: Prior appointments are expected, as is punctuality.  
 Gestures: As in many other countries, it is considered impolite to stand with your 

hand in your pockets. 
 Hospitality/Gifts:  It is customary to give flowers, chocolates or something similar 

as a gift. Gifts that are novel and new are appreciated. They should be gift wrapped. 
Do not include food as a gift. 

 Conversation: The Dutch appreciate compliments on their furniture, artwork, 
carpeting and other home furnishings.  Good topics to discuss are Dutch politics, 
travel and sports. You should avoid talking about American politics, money and 
prices. 

 
Norway General Protocol: Norwegian businesspeople are strong on punctuality and 

precision. Should you be unable to keep an appointment, cancel or postpone it by 
phone.  Avoid business trips to Norway at Eastertime and in July and early August. 

 Hospitality/Gifts: If invited to a Norwegian home, bring a small gift of flowers or 
chocolates for the hostess. 

 Conversation: Personal topics such as employment, salary and social status 
should be avoided. Good topics of conversation include hobbies, politics, sports and 
travel. 

 
Pakistan General Protocol:  Although Pakistanis are not time-conscious, they will expect 

their Western visitors to arrive on time. Most businesses are closed on Friday. The 
Muslim practice of praying five times each day is strictly observed. Never walk in 
front of someone who is praying. Avoid taking photographs of Pakistani woman, at 
least without asking permission. 

 Gestures: Staring is common in the Pakistani culture. Don’t be offended if you find 
yourself the object of a steady gaze. One obscene gesture in Pakistan is the closed 
fist. 

 Hospitality/Gifts: It is not unusual for a man to be invited to dinner without his wife. 
Even if the wife is invited to dinner, a man will often come alone. It is impolite to 
discuss business at dinner. 

 Conversation: It is advisable to avoid discussing politics. 
 
Philippines General Protocol: Europeans usually feel at home in the Philippines, where the 

culture is cosmopolitan and reflects years of Spanish and American influences. 
English is the language of government, business and education. It is advisable to be 
punctual. Always ask permission before taking photographs. 

 Gestures: Speaking in a loud voice is considered ill-mannered. Staring is 
considered rude. Instead of pointing to an object, Filipinos will shift their eye towards 
it, or purse the lips and point with the mouth. If you stand with your hands on your 
hips, it will be interpreted by Filipinos as a sign that you are angry or challenging 
another person. Beckoning is done using the scratching motion (see Note 1). 

 Hospitality/Gifts: Filipinos are extremely hospitable and an overnight guest will 
often be assigned the master bedroom. If a gift is given, such as flowers, it is given 
on arrival. It is also customary to send a gift or thank-you note the day after a dinner 
or other social gathering. 

 Conversation: Topics to avoid are politics, religions, local conditions, corruption 
and foreign aid. Filipinos are extremely family-oriented and conversation about their 
family is usually welcome. 

 
Poland General Protocol: First names are used by close friends only. Prior appointments 

are absolutely necessary. The consumption of hard liquor is widespread in Poland 
and you may well be plied with cognac at business and other meetings. 

 Gestures: When a Pole flicks his finger against his neck, he is inviting you to join 
him in a drink. This is a common gesture.  However, it is usually reserved for friends. 

 Hospitality/Gifts: It is customary to take an odd number of flowers for the hostess 
(even for a brief visit). They should be handed to the hostess unwrapped. Never 
send red roses, 

 Conversation: A good topic of conversation is Poland and its cultural history. 
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Portugal General Protocol: Avoid making appointments between noon and 15:00 when 
everything closes down. Prior appointments are absolutely necessary. While the 
Portugese do not stress punctuality, a visitor should be prompt. 

 Hospitality/Gifts: You are not obliged to take a gift if you are invited to dinner. 
Instead, return the favour by taking your hosts to a restaurant. 

 Conversation: It is polite to converse about the family, positive aspects of Portugal 
and personal interests, although it is impolite to be overly inquisitive. You should 
avoid discussing politics and government. 

 
Romania General Protocol: First name greetings are generally appropriate only between 

close friends. In more formal settings use a person’s title and surname. Prior 
appointments are necessary. Romanians are very punctual, so be on time. 

 Hospitality/Gifts: Romanians consider it a great honour to entertain guests, so 
visitors will usually be invited out.  If invited to a Romanian home, which is rare, 
flowers should be given to the hostess (but never red roses).  Gifts for your host’s 
family could include perfume, cosmetics, jeans or coffee. Gifts for a businessman 
could include imprinted pens or lighters. 

 Conversation: Good topics of conversation include sports, travel, music, fashion 
and books. Avoid discussing politics or any negative aspects of Romania. 

 
Russia (former) General Protocol: Always be punctual for appointments. Never drop anything in the 

street. It is both offensive to Russian neatness and illegal. It is a serious crime for 
visitors to export art objects or to change money with private citizens. 

 Gestures: The “OK” sign is an ambiguous gesture here and in some parts of the 
former Soviet Union it may be interpreted as a vulgar gesture. When entering or 
departing a Russian home, it is considered very bad form to shake hands across the 
threshold. 

 Hospitality/Gifts: It is common practice for guests to take flowers or liquor when 
invited to a Russian home. A gift of artwork or a book would be appreciated. 

 Conversation: Avoid discussing politics or other Soviet countries’ political policies. 
 
Saudi Arabia General Protocol: Prior appointments are necessary, but you may find several 

other businesspeople present and several meetings occurring simultaneously. 
Punctuality is important.  

 Gestures: Saudis may signal “yes” by nodding the head up and down. “No” is 
indicated by tipping the head backward and clicking the tongue. When walking along 
a street or in a corridor, a Saudi host may guide a Western male by gently holding 
his elbow or even taking his hand and continuing to walk hand-in-hand. This is a 
sign of friendship and respect. As in other Arab countries, avoid showing the sole of 
your shoe to another person (see Note 2). 
Hospitality/Gifts: When invited to the home of an Arab businessman for dinner, 
skip your previous meal so that you have a keen appetite. Proper appreciation of a 
meal is shown by eating large quantities. If a dinner invitation includes a man’s wife, 
she will probably be separated to go and eat with the other women. Be careful about 
admiring your host’s watch, cuff links etc. He might give them to you on the spot and 
be offended if you refuse them. Gifts are appreciated, but not expected. Gifts to be 
avoided include liquor and items prohibited by Islam, such as photos and sculptures 
of women. 

 Conversation: Avoid discussing Middle Eastern politics and international oil politics. 
 
Singapore General Protocol: Western visitors are expected to be punctual. Prior appointments 

are advisable. Bear in mind that Singapore’s population is made up of several ethnic 
groups, which have their own customs. These groups include Chinese, Muslims and 
Indians. Streets and other places are kept wonderfully clean due to harsh penalties 
against littering. Chewing gun is totally forbidden. Shoes should be removed before 
entering a home or a sacred building. 

 Gestures: Never touch someone’s head. Beckoning is done using the scratching 
motion (see Note 1). When crossing the legs, do so at the knees so that the sole of 
your shoe is not displayed to other people (see Note 2). 
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 Hospitality/Gifts: Entertainment usually takes the form of a lunch or dinner. Should 
you be invited to a Singapore home for dinner, a box of chocolates or flowers are 
appreciated. 

 Conversation: Topics to avoid include religion and politics. Never make humorous 
remarks about the food being served. Subjects that are acceptable to discuss are 
travel experiences, news of countries visited, and economic advances in Singapore. 

  
Spain General Protocol: The only time punctuality is taken seriously is when attending a 

bullfight. Remember the siesta – most offices and stores are closed between 13:30 
and 16:30.  Chewing gum in public is considered rude. 

 Gestures: When seated, Spanish men usually cross their legs at the knees; it is 
considered “unladylike” for women to cross their legs. Hands should never be 
placed in pockets when conversing with others. 

 Hospitality/Gifts: You may take flowers when you are invited to dinner. However, 
avoid dahlias and chrysanthemums which are associated with death. Other gifts 
could include pastries, cakes and chocolates. Guests are sometimes presented with 
a gift, which should be opened immediately. 

 Conversation: Good topics of conversation include politics, sports and travel. Avoid 
discussions of religion, family and job. Do not make negative remarks about 
bullfighting, which is considered more an art than a sport. 

 
Sweden General Protocol: Knowledge of the cultural differences among the other 

Scandinavian countries is a sign of thoughtfulness. Punctuality is a must, especially 
when invited to a Swedish home.  

 Gestures: Good eye contact when conversing is important. To Swedes, it is a sign 
that you are listening. Crossing your arms shows you are listening and is not 
considered a defensive posture. Angling your body away from a conversation 
partner is viewed as disinterest. When seated, both men and women cross their legs 
at the knees (see Note 2). 

 Hospitality/Gifts: As a guest in a Swedish home, take off your shoes upon 
entering. Bring a lighter pair or shoes to change into if you do not care to walk 
around in your stocking feet. Do not put your street shoes back on until you are 
ready to leave. Likewise, when leaving someone’s home, wait until you get to the 
doorway to step outside before putting on your coat. To do so earlier suggests you 
are eager to leave. A bouquet of flowers for the hostess will be appreciated. 

 Conversation: Avoid discussing Swedish culture or politics. 
 
Switzerland General Protocol: Appointments are essential and punctuality is highly valued. 

Avoid making appointments during July and August (the holiday season). Be 
cautious about any form of littering. The Swiss take price in tidiness and cleanliness, 
so any acts of littering are severely frowned upon. 
Gestures: Good posture is considered an attribute. Crossing the legs is common, 
but not stretching them out, nor is slouching in your chair. 
Hospitality/Gifts: Gifts such as flowers or sweets are in very good taste. Never give 
red roses. 

 Conversation: Safe topics of conversation include sports, what you like about 
Switzerland, travel and politics.  Topics to avoid include weight watching and diets 
(especially during meals) and questions about a person’s age, job, family or 
personal life. 

 
Taiwan General Protocol: If you arrive at your appointment shortly before or after the 

scheduled time, this is perfectly acceptable. Taiwanese businessmen can take a 
long time to reach a decision, so be patient. Remove shoes before entering a home. 

 Gestures: A balanced posture is considered important, so Taiwanese men will 
usually sit with both feet firmly fixed to the floor. Women may cross their legs at the 
knees or ankles. Do not use your feet to move or touch other objects. Never point 
with your index finger; use the whole hand instead. Beckoning is done using the 
scratching motion (see Note 1). The gesture to indicate “no” is to lift your hand to 
face level, palm facing outward, and move it back and forth like a windshield wiper. 

 Hospitality/Gifts: Entertainment is usually offered in restaurants. A small gift such 
as fruit, candy or cookies, is appropriate should you be invited to a home. Both 
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hands should be used when handing a gift or other object to another persons. 
Thank-you notes are a must and are appreciated. 

 Conversation: Avoid discussing mainland China and local politics. 
 
Thailand General Protocol: Prior appointments are necessary and punctuality is a sign of 

courtesy. It is customary to remove your shoes when entering a Thai home or 
sacred building. Avoid stepping on doorsills when entering a dwelling. Thais believe 
a deity resides in the doorsill and stepping there will offend that deity. 

 Gestures: Many gestures in Thailand are the same as other Asian countries. To 
beckon someone, use the scratching motion (see Note 1). Never touch someone’s 
head. Never point any part of your feet at a person or object or move objects with 
your feet (see Note 2). Never snap your fingers. 

 Hospitality/Gifts: Guests should show interest in the host’s family and house, but 
should not compliment one object too greatly, as the host might feel obliged to make 
a gift of it. Normally small souvenirs make acceptable gifts. Gifts should usually be 
wrapped. Flowers make suitable gifts. 

 Conversation: Never, ever criticise the Thai Royal Family. Avoid discussing politics 
and religion.  

 
Turkey General Protocol: Make appointments well in advance and be punctual. Turks 

often judge people by the way they are dressed. The rule is dress conservatively. 
Remember to remove your shoes when entering a mosque or someone’s home. 
Seek permission before taking photographs. 

  Gestures: As with many countries, inadvertently showing the sole of your shoe is an 
insult. Therefore be careful in any sitting position (see Note 2). It is considered rude 
to cross your arm over your chest while conversing with someone. The same is true 
of putting your hands in your pockets. 

 Hospitality/Gifts: Hospitality in Turkey is sincere, generous and sometimes 
overwhelming. A Turkish businessman is more likely to invite you to a restaurant 
than to his home. However, should you be invited home for dinner, take flowers, 
sweets or pastries. If you know the family serves alcoholic beverages, you could 
take wine. 

 Conversation: Good topics for discussion are non-controversial international 
affairs, family, professions and hobbies. 

 
Venezuela General Protocol: The average Venezuelan businessman is very busy. You should 

be prepared to be punctual and to get directly to the point in discussions. Never take 
photographs of people, especially members of the Indian population, without prior 
permission. 

 Gestures: Pointing can be done by pursing the lips and motioning in the desired 
direction. Never point with the forefinger to a person or group of people. This is a 
sign of disrespect and poor breeding. 

 Hospitality/Gifts: Venezuelans usually invite only special close friends to their 
homes. Flowers sent to the host or hostess before an event will be appreciated. 
Otherwise, take flowers or candy when you arrive or send a thank-you note after the 
event. An appropriate gift for a man is something for the office, such as a good-
quality pen. A woman would appreciate a gift of an orchid, the national flower. 

 Conversation: As always, avoid discussing both politics and religion.  
 
Yugoslavia (former) General Protocol: Appointments are necessary and Yugoslavs are generally 

punctual.  
 Gestures: To beckon to someone, use the scratching motion (see Note 1). 

Beckoning by crooking the index finger is only used to beckon animals. 
 Hospitality/Gifts:  If invited to dinner, take an odd number of flowers, but never 

thirteen, or wine. Chocolates, whisky or coffee beans are welcome gifts. 
 Conversation: Good topics include sport, family and fashion.  Avoid discussing 

religion and politics. 
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Zambia General Protocol: A prior appointment is advisable, although it is no guarantee that 

the meeting will take place. 
 Gestures: Pointing one’s finger at someone is considered improper. However, it is 

acceptable to point discreetly at inanimate objects. 
 Hospitality/Gifts: Gifts should not be offered to government officials. Employees of 

state corporations may be embarrassed if offered an expensive item. Small gifts, 
perhaps bearing an imprint of your company, would be welcome. 

 Conversation: Avoid discussion of the shortage of items in the shops, local politics, 
or any inefficiencies you may have noted in the country. Zambians like to discuss 
international politics. 

 
 
 
 
 
 
 
 
SOURCE: 
 
1. Gestures: The Do’s and Taboo’s of Body Language Around the World (by Roger E. Axtell) 
2. Do’s and Taboo’s Around the World (by Roger E Axtell) 
 
 
Both the above books are available for further reference, as are numerous phrase books.  Please 
contact Carol Burnell in the Press Office (Tel: 020 7796 8464).   



     CHAPTER 4 
                Useful Phrases 

 
 
ARABIC 
 
Hello Ahlan  (arlan) 
Good Morning Sabāh ilkhēr (sabaah alkhayr) 
Good Afternoon Nahārak sæid (na harak said) 
Good Evening  Masaa ilkhēr  (massa alkhayr)  
Good Night  Tisabah äalaa khayr (tisabah alakayr) 
Goodbye  Mæ’æl sælaemæ  (mar sa lemma) 
Please   Min fadik  (min fadik) 
Thank you  Shukran   (shoocran) 
Yes / No   Naäam / Laa  (narm / la) 
Excuse me  Äafwan   (owf wan) 
How are you?  Kayfa haluk  (cayfa halook) 
Well, thank you  Anaa bikhayr shukran (ana bikar shoocran) 
Do you speak English? Hal tatahaddath  (hal tata haddat inglizia) 

al’ingiliizya   
I don’t understand Anaa laa afham  (ana la afam) 
What is your name? Maa ismuk  (may ismuk) 
My name is  Ismii (name)  (ismi) 
 
 
BULGARIAN 
 
Hello   Zrah vei te  (zdrah vehy the)  
Good Morning  Dobró utro   (dorbo ootro) 
Good Afternoon  Dobar deň  (dobar deyn) 
Good Evening  Dobar vecher  (dobar veh chahr) 
Good Night  Dobar lekanosh  (dobar leh kah nosh) 
Goodbye  Dovidáne   (do veezh dah neh) 
Please   Molia    (mo lya) 
Thank you  Blagodaria   (blahgho dah rya) 
Yes / No   Da / Ne   (dah / neh) 
Excuse me  Izvinete   (eez vee neh teh) 
How are you?  Kak ste   (kahk steh) 
Well, thank you  Blagodaria dobri sam (blahgho dahrya sam)  
Do you speak English? Govo riteli anghilski (ghovo ritehli ahnghily ski) 
I don’t understand Ne razberahm  (neh rahz beer ahm) 
What is your name? Kahk she kahzvahte (kahk she kahz vah teh) 
My name is  Kahzvam se  (kahz vahm se) 

 
 
 
 
 
CHINESE (Mandarin) 
 
Hello   Ni hao      (nee how) 
Good Morning  Zao shang hao   (dzow shung how) 
Good Afternoon  Xia wu hao   (sha woo how) 
Good Evening  Maan ngon  (man ng on) 
Good Night  Wan an   (wan ann) 
Goodbye  Zai jian    (dzeye gee en) 
Please   Qing zuo   (ching dzor) 
Thank you  Xie xie    (sher sher) 
Yes / No   Yao / Bu yao   (yow / bu yow) 
Excuse me  Yeung dui mu chu (yung djee mu chu) 
How are you?  Nei ho ma  (nee ho ma) 
Well, thank you  Ngo gei ho  (ngo gee ho) 
Do you speak English? Wo bu dong  (wo boo dong) 
I don’t understand Ngoh m-ming  (ngoh mming) 
What is your name? Qing wen gui xin  (ching win gway shing) 
My name is  Wo jiao   (waw jeow) 
 
 
 
CROATIAN 
 
Hello   Zdravo   (zrhayo)  
Good Morning  Dobro jütro   (dorbo ootro) 
Good Afternoon  Dobar dan  (dobar dan) 
Good Evening  Dobro veče  (dobro vehcheh) 
Good Night  Laku noć  (lakkoo noch) 
Goodbye  Zbogom    (zbogom) 
Please   Molim    (mo leem) 
Thank you  Hvala    (hvah lah) 
Yes / No   Da / Ne   (dah / neh) 
Excuse me  Izvinite   (eez veeh neehteh) 
How are you?  Kako ste   (kahko steh) 
Well, thank you  Hvala vrlo dobro  (hvahlah verlo dobro) 
Do you speak English? Govirite li engleski (govoreete lee ehnglehskee) 
I don’t understand Ne razumem  (neh rahzoomehm) 
What is your name? Kakp se zovete  (kahko seh zoveh teh) 
My name is  Zovem se  (zovehm se) 
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CZECH 
 
Hello   Dobŕy den  (dobri dehn)  
Good Morning  Dobŕe ráno  (dobrair rarno) 
Good Afternoon  Dobŕe odpoledne  (dobrair ot po lehd neh) 
Good Evening  Dobŕe večer  (dobri veh chehr) 
Good Night  Dobrou noc  (dobro nots) 
Goodbye  Na shledanou  (nah skhlel dah noh) 
Please   Prosím    (proseem) 
Thank you  Děkuji vam   (dye kooyi vam) 
Yes / No   Ano / Ne   (ah no / neh) 
Excuse me  S dovolením  (zdo vo leh nyeem) 
How are you?  Jak se máte  (yahk she maa teh) 
Well, thank you  Dĕkuji dobře  (dyeh kuyi dob rzheh) 
Do you speak English? Mluvíte anglicky  (mlu veeteh ahn glitski) 
I don’t understand Nerozumím  (nero zoo meem) 
What is your name? Jak se jmenujete  (yahkshe ymehnu yeh teh) 
My name is  Jmenuji se  (ymeh nu yi seh) 
 
 
DANISH 
 
Hello      Hallo   (hallo)  
Good Morning  Godmorgen  (goad morern) 
Good Afternoon  God dag   (goad dai) 
Good Evening  Godaften  (goad hahfden) 
Good Night  Godnat   (goad nahd) 
Goodbye  Farvel   (fahrvehll) 
Please   Vær så venlig  (vair saw vehnlee) 
Thank you  Tak   (taagh) 
Yes / No   Ja / Nej   (ya / naay 
Excuse me  Undskyld  (oonsgewll) 
How are you?  Hvordan har De det (vordahn harr dee day) 
Well, thank you  Fint tak   (fint tahk) 
Do you speak English? Taler De engelsk  (tailerr dee ehngerisg) 
I don’t understand Jeg forstår ikke  (yay forsdawr igger) 
What is your name? Hvad hedder du  (vao heo du) 
My name is  Mit navn er  (mid naown ehr) 
 
 
 
 
 

 
DUTCH 
 
Hello   Hallo   (hallo)  
Good Morning  Goedemorgen  (chooter morchern) 
Good Afternoon  Goedemiddag  (chooter middahkh) 
Good Evening  Goedenavond  (chooten arvernt) 
Good Night  Goedenacht  (chooter nacht) 
Goodbye  Tot ziens  (tot seens) 
Please   Alstublieft  (ahls stew bleeft) 
Thank you  Dank U   (dank u) 
Yes / No   Ja / Nee   (ya / nay) 
Excuse me  Neemt U me niet kwalijk (naymy ew mer neet kvarlerk) 
How are you?  Hoe gaat het  (hoo chart ert) 
Well, thank you  Heel goed dank U (hayl choot dank u) 
Do you speak English? Spreekt U Engels  (spraykt ew ehngeriss) 
I don’t understand Ik begrijp het niet  (ik ber chray pheht) 
What is your name? Wat naam U  (vaht narm u) 
My name is  Mijn naam is  (mayn narm iss) 
 
 
FINNISH 

 
Hello   Hei   (hay)  
Good Morning  Hyvää huomenta  (huvy huo mehn tah) 
Good Afternoon  Hyvää päivää  (huvy pa i vy) 
Good Evening  Hyvää iltaa  (huvy ilta) 
Good Night  Hyvää yötä  (huvy oo er ta) 
Goodbye  Näkemiin  (na keh meen) 
Please   Olkaa hyvä  (oal kar hew vay 
Thank you  Kiitos   (kee tos) 
Excuse me  Anteeksi   (ahn teehk si) 
Yes / No   Kyllä / Ei   (kila / eye) 
How are you?  Mitä kuuluu  (meta kulu) 
Well, thank you  Hyvää   (huvy) 
Do you speak English? Puhutteho englantia (pohetto englantia) 
I don’t understand En ymmärrän  (um marran) 
What is your name? Mikä Teidän nimenne on (mika taydan ni mehn neh) 
My name is  Minun nimeni on  (mi nun ni mehn ni on) 
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FRENCH 
 
Hello   Hello   (allo)  
Good Morning  Bonjour   (bon zhoor) 
Good Afternoon  Bonjour   (bon zhoor) 
Good Evening  Bon soir   (bon swahr) 
Good Night  Bon nuit   (bon wee) 
Goodbye  Au revoir  (oh rer vwahr) 
Please   S’il vous plait  (seel voo plei) 
Thank you  Merci   (mare see) 
Yes / No   Oui / Non  (wee / non) 
Excuse me  Excusez moi  (ehk skuzei mwah) 
How are you?  Comment allez vous (common tally voo) 
Well, thank you  Très bien merci  (trei bien mercy) 
Do you speak English? Vous parlez anglais (voo parlay onglaze) 
I don’t understand Je ne comprends pas (zher ner kopra pah) 
What is your name? Comment vous appelez  (koma voo zah plei voo) 

   vous  
My name is  Je m’appelle  (zher mah pehl) 
 
 
GERMAN 
 
Hello   Hello   (hallo)  
Good Morning  Guten Morgen  (ghu ten mor ghen) 
Good Afternoon  Guten Tag  (ghu ten taak) 
Good Evening  Guten Abend  (ghu ten arbend) 
Good Night  Gute Nacht  (ghu ten nacht) 
Goodbye  Auf Wiedersehen (owf vee dahr zayn) 
Please   Bitte   (bi teh) 
Thank you  Danke   (dahng keh) 
Yes / No   Ja / Nein   (yaa / nain ) 
Excuse me  Entschuldigung  (ehnt shul di ghung) 
How are you?  Wie geht es Ihnen (vee ghayt ehs eenen) 
Well, thank you  Danke gut  (dahng keh ghut) 
Do you speak English? Sprechen Sie Englisch (shpreken zee english) 
I don’t understand Ich verstehe nicht  (ich fehr shtay eh nikht) 
What is your name? Wie heiβen Sie  (vee hai sehn zee) 
My name is  Ich heiβe  (ikh hai seh) 
 
 
 
 

GREEK 
 
Hello   Yasas   (yasoo)  
Good Morning  Kalimera   (kalee méra) 
Good Afternoon  Kalispera  (kalee spéra) 
Good Evening  Kalispera  (kalee spéra  
Good Night  Kalinichta  (kalee neékhta) 
Goodbye  Yasas   (yasoo) 
Please   Parakalo   (para kalo) 
Thank you  Evhahresto  (ef kharee sto) 
Yes / No   Ochi / Nai  (och ee / nay) 
Excuse me  Signo’mi   (sig no mi)   
How are you?  Te kanete  (tee kane te) 
Well, thank you  Polekala, evhahresto (polee kala, ef kharee sto) 
Do you speak English? Mela te angleka  (meela te anglee ka) 
I don’t understand Den melao eleneka (dhen meela o elee neeka) 
What is your name? Posaslene  (pos as le ne) 
My name is  Me leni   (me le ne) 
 
 
 
HUNGARIAN 
 
Hello   Jó napot kívánok  (yoh nah pot kee vaa nok)  
Good Morning  Jó reggelt  (yoh regh ghelt) 
Good Afternoon  Jó napot   (yoh nah pot) 
Good Evening  Jó estét   (yoh esh teht) 
Good Night  Jó éjszakát  (yoh ehy sah kaat) 
Goodbye  Viszontlátásra  (vi sont laa taash rah) 
Please   Kérem   (keh rem) 
Thank you  Köszönöm  (ker ser nerm) 
Yes / No   Igen / Nem  (I ghen / nem) 
Excuse me  Bocsánat  (bo chaa naht) 
How are you?  Hogy van  (hodj van) 
Well, thank you  Köszönöm jól  (ker ser nerm yohl) 
Do you speak English? Beszél angolui  (be sehl ahn gho lul) 
I don’t understand Nem Értem  (nem her tem) 
What is your name? Hogy hívják  (hodj heev yaak) 
My name is  A nevem   (ah ne vem) 
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ITALIAN 
 
Hello   Ciao   (chow)  
Good Morning  Buongiorno  (bwon jorno) 
Good Afternoon  Buongiorno  (bwon jorno) 
Good Evening  Buonasera  (bwona sair ra) 
Good Night  Buona notte  (bwona not tei) 
Goodbye  Arrivederci  (ah ree ve dair chee) 
Please   Per favore  (per fah vor rei) 
Thank you  Grazie   (ghrah tsee e) 
Yes / No   Si / No   (see / no) 
Excuse me  Mi scusi   (mee skoo zee) 
How are you?  Come sta  (ko mei stah) 
Well, thank you  Bene grazie  (bene ghrah tsee e) 
Do you speak English? Parla inglese  (pahr lah eeng ghleizei) 
I don’t understand Non capisco  (non kah pees ko) 
What is your name? Come si chiama  (koh mei see kee ah mah) 
My name is  Mi chiamo  (mee kee ah mo) 
 
 
 
JAPANESE 
 
Hello   Ohayō   (ohayo)  
Good Morning  Ohayō gozaimasu (ohayo goz ai mas) 
Good Afternoon  Konnichi wa  (con nichi wa) 
Good Evening  Konban wa  (con ban wa) 
Good Night  Oyasumi   (oi ya sumi) 
Goodbye  Sayōnara  (say on ara) 
Please   Dōzo   (doh noh) 
Thank you  Arigatō   (ari garto) 
Yes / No   Hai / Iie   (hi / ee) 
Excuse me  Sumimasen  (soo mi mar sen) 
How are you?  Ogenki desu ka  (og enki desu ka) 
Well, thank you  Genki desu  (genki desu) 
Do you speak English? Eigo ga hanasemasu ha (eego ga hana semasu ha) 
I don’t understand Wakaranai desu  (waka ranay desu) 
What is your name? Onamae wa  (onamay wa) 
My name is  Watashi no namae wa (watashi no narme wa) 
 
 
 
 
 

MALAY (BAHASA) 
 

Hello   Helo   (halo)  
Good Morning  Selamat pagi  (selamet pagee)  
Good Afternoon  Selamat tengah hari (selamet tengar hari)  
Good Evening  Selamat petang  (selamet petang)  
Good Night  Selamat malam  (selamet malam)  
Goodbye  Selamat tinggal  (sealamet tinggal) 
Please   Tolong   (tolong) 
Thank you  Terima kasih  (terime kaseh) 
Yes / No   Ya / Tidak  (ya / tidak) 
Excuse me  Ma’afkan saya  (marf kan saya) 
How are you?  Apa khabar  (apa kaba) 
Well, thank you  Khabar baik  (kaba bay ik) 
Do you speak English? Awak boleh berbahasa (awak boleh berba hase ingerris) 

   ingerris    
I don’t understand Saya tak faham  (saye tak faham) 
What is your name? Siapa nama awak  (siyape name awak) 
My name is  Nama saya  (narme saye) 
 
 
NORWEGIAN 
 
Hello   Hei   (hay)  
Good Morning  God morgen  (goo mawern) 
Good Afternoon  God dag   (goo darg) 
Good Evening  God kveld  (goo kvehl) 
Good Night  God natt   (goo naht) 
Goodbye  Adjø   (ahdyur) 
Please   Vennligst  (vehn ligst) 
Thank you  Takk   (tahk) 
Yes / No   Ja / Nei   (yar / nay) 
Excuse me  Unnskyld  (ewnshewl) 
How are you?  Hvordab star det til (voordahn stawr day til) 
Well, thank you  Bare bra, takk  (barrer brar tahk) 
Do you speak English? Snakker De engelsk (snahkkerr dee ehngerisk) 
I don’t understand Jeg forstår ikke  (yay forshtawr ikker) 
What is your name? Kva heiter du  (kaa hey tuh rdoo) 
My name is  Eg heiter  (eh hey tuhrr) 
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POLISH 
 
Hello   Cześć   (chehsts)  
Good Morning  Dzień dobry  (dzhehn dobri) 
Good Afternoon  Dzień dobry  (dzhehn dobri)   
Good Evening  Dobry wieczór  (dobri vyeh choor) 
Good Night  Dobranoc  (do brah nots) 
Goodbye  Do widzenia  (do wee dzeh nyah) 
Please   Proszę   (pro sheh) 
Thank you  Dziękuję   (dzhehn koo yeh) 
Yes / No   Tak / Nie  (tahk / nyeh) 
Excuse me  Przepraszam  (psheh prah shahm) 
How are you?  Jak się masz  (yahk syeh mahsh) 
Well, thank you  Dziękuję  bardzo dobrze (dzhehn koo yeh bahrdzo  bobzheh) 
Do you speak English? Pani mówi po angieksku (pahnee moovee po ahngyejlskoo) 
I don’t understand Nie rozumiem  (nyeh ro zoo myehm) 
What is your name? Jaj Ci na imię  (yahk tsi nah ee myeh) 
My name is  Mam na imię  (mahm nah ee myeh) 
 
 
PORTUGESE 

 
Hello   Ola   (oh lah)  
Good Morning  Bom dia   (bawng dee er) 
Good Afternoon  Boa tarde  (boaer tah der) 
Good Evening  Boa tarde  (boaer tah der) 
Good Night  Boa noite  (boaer noir te) 
Goodbye  Adeus   (erd he hoosh) 
Please   Por favor  (per favor) 
Thank you  Obrigado  (obri gardo) 
Yes / No   Sim / Não  (seeng / nahng) 
Excuse me  Desculpe  (deh skool per) 
How are you?  Como está  (koamoo ishtah) 
Well, thank you  Bem obrigado  (bayng obri gardo) 
Do you speak English? Fala inglês  (fahler eenglaysh) 
I don’t understand Não compreendo  (nahng kawn pri ayngdoo) 
What is your name? Como se charma  (coma se carma) 
My name is  Chamo-me  (carmo may) 
 
 
 
 
 
 

ROMANIAN 
 

Hello   Bună ziua  (buna ziuah)  
Good Morning  Bună dimineaţa  (buna di mi nesh tsah) 
Good Afternoon Bună ziua  (buna ziuah)  
Good Evening  Bună zseara  (buna seah rah) 
Good Night  Noapte bună  (nwap the booner) 
Goodbye  La reverdere  (la rev edere) 
Please   Vă rog   (ver rog) 
Thank you  Mulţumesc  (mul ze mesk) 
Yes / No   Da / Nu   (da / noo) 
Excuse me  Scuzaţi mă  (sku zah tsi ma) 
How are you?  Ce mai faceţi  (che mai fa che tsi) 
Well, thank you  Bine mulţumesc  (bi ne mul ze mesk) 
Do you speak English? Vorbiţi engleza  (vor bisi englezah) 
I don’t understand Nu îneţleg  (noo int tse leg) 
What is your name? Cum vă numiţi  (kum va nu mi tsi) 
My name is  Numele meu este  (nu me le meu este) 
 
 
RUSSIAN 

 
Hello   Zdrastvotyeh  (zdrahst vooy tyeh)  
Good Morning  Dobry utro  (dobri ootro) 
Good Afternoon  Dobry den  (dobri dyen) 
Good Evening  Dobry vecher  (dobri vyeh chyeer) 
Good Night  Spakoyno noci  (spahk oynoy nochee) 
Goodbye  Dosvidenaiya  (dah svee dahn yah) 
Please   Pazalsta   (pah zhal sta) 
Thank you  Spasibah  (spah see bah) 
Yes / No   Da / Niet   (da / nyett) 
Excuse me  Prastetye  (prah steet yee) 
How are you?  Kak dielah  (kahk dyeh lah) 
Well, thank you  Spasibah krarasho kak (spah see bah khah rah shoo kahk) 
Do you speak English? Vi gavaretia pah   (vi gah vah reet yeh pah angleeskee) 

   angleski   
I don’t understand Ya na panemayu  (ya nyee pahn yee mahyoo) 
What is your name? Kak va zavoot  (kahk vaz zavoot) 
My name is  Menia zahvoot  (meen ya zahvoot) 
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SERBIAN 
 

Hello   Zradvo   (zratsdo)  
Good Morning  Dobro jutro  (dobro yootro) 
Good Afternoon  Dobar dan  (dobahr dahn) 
Good Evening  Dobar dan  (dobahr dahn) 
Good Night  Laku nocce  (lahkoo noch) 
Goodbye  Dovidenja  (do vee jeh nah) 
Please   Molin   (moleem) 
Thank you  Hvala   (hvah lah) 
Yes / No   Da / Ne   (dah / neh) 
Excuse me  Izvinite   (yoz vin eete)   
How are you?  Kako ste   (kahko steh) 
Well, thank you  Dobro hvala   (dobro hvarlah) 
Do you speak English? Govorite li engleski (govoreeteh lee ehnglehskee) 
I don’t understand Ne radumem  (neh rah zoo mehm) 
What is your name? Kako se zovete  (kahko see zovetah) 
My name is  Ime mi je  (eemeh mee yeh) 
 
 
SLOVAKIAN 

 
Hello   Dobrý deň  (dobri dyeny) 
Good Morning  Dobré ráno  (dobrair raano) 
Good Afternoon  Dobrý deň  (dobri dyeny) 
Good Evening  Dobrý večer  (dobri veh cher) 
Good Night  Dobrú noc  (dobroo nots) 
Goodbye  Do videnia  (doh vidyeny nyiah) 
Please   Prosìm   (proh seen) 
Thank you  Ďakujem   (dyakuh yem) 
Yes / No:  Áno / Nie  (aa noh / nyieh) 
Excuse me  Prepáčte  (prepaach tyeh) 
How are you?  Ako sa máte  (akoh sah maa tyeh) 
Well, thank you  Ďakujem  dobre  (dyakuh yem dobreh) 
Do you speak English? Hovorìte po anglicky (hovoh reetyeh poh ahnglitkih) 
I don’t understand Nerozumiem  (nyeh rozuh miehm) 
What is your name? Ako sa voláte  (akoh sah voh laa tyeh) 
My name is  Volám sa  (voh laam sah) 
 
 
 
 
 

SLOVENIAN 
 
Hello   Dobrý deň  (dobri dyen)  
Good Morning  Dobro jutro  (dobro utro) 
Good Afternoon  Dober dan  (dobar dan) 
Good Evening  Cám ơn   (cham on)  
Good Night  Lahko noc  (laahoko nohch) 
Goodbye  Na svidenje  (na sveedenye) 
Please   Prosim   (prohsim) 
Thank you  Hvala   (hvaala) 
Yes / No:  Ja / Ne   (ya / ne) 
Excuse me  Izvinite   (eez veeh neeteh) 
How are you?  Kako ste   (kakoh ste) 
Well, thank you  Dobro hvala  (dobro hvaala) 
Do you speak English? Govorite englesko (govoreete anglehshko) 
I don’t understand Ne razumem  (ne razoomem) 
What is your name? Kako van je ime  (kakoh vam yet imeh) 
My name is  Ime mi je  (imeh mi yeh) 
 
 
SPANISH 

 
Hello   Hola   (ola)  
Good Morning  Buenos dias  (bway noss dee ass) 
Good Afternoon  Buenas tardes  (bway nass tar dess 
Good Evening  Buenas tardes  (bway nass tar dess 
Good Night  Buenas noches  (bway nass noachess) 
Goodbye  Adiós   (ahdyoss) 
Please   Por favor  (por fah bhor) 
Thank you  Gracias   (grah thy ahss) 
Yes / No:  Si / No   (see / noa) 
Excuse me  Dispénseme  (dees payn say may) 
How are you?  Cómo está usted  (como aystah oostaydh) 
Well, thank you  Muy bien gracias  (mwee byan grah thy ahss) 
Do you speak English? Habla usted inglés (ablah oostaydh eenglayss) 
I don’t understand No comprendo  (no comprayndo) 
What is your name? Como se llama  (co mo say yama) 
My name is  Me nombre es  (mi nombray es) 
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SWEDISH 
 

Hello   Hej   (hay)  
Good Morning  Godmorgon  (gu morron) 
Good Afternoon  God middag  (gu middah) 
Good Evening  Godkväll   (gu kvehl) 
Good Night  Godnatt   (gy naht) 
Goodbye  Adjö   (ah yeu) 
Please   Versågod  (vahr soa good) 
Thank you  Tack   (tahk) 
Yes / No:  Ja / Nej   (yah / nay) 
Excuse me  Ursäkta mig  (uu shehk taa may) 
How are you?  Hur mår du  (huur morr duh) 
Well, thank you  Bra tack   (braa tahk) 
Do you speak English? Talar du engelska  (taal ahr duh ehngelskah) 
I don’t understand Jag förstår  (yah fer shtorr) 
What is your name? Vad heter du  vah heat tehr duh() 
My name is  Jag heter  (yah dea tehr) 
 
 
 
THAI 

 
Greeting / Goodbye (M) Sawàt-dii khràp (sawat di krap)   
   (F) Sawàt-dii khà  (sawat di  kha) 
Please   Karuna   (car oona) 
Thank you  Khaẁp khun  (karp kun) 
Yes / No:  Chai / Mai  (chi / mi) 
Excuse me  Khãw thôht  (chor tot) 
How are you?  Sabaai-dii rẽ  (sabaai di ru) 
Well, thank you  Sabaai-dii  (sabaai di) 
Do you speak English? khun phûut phaasãa  (kunphut phasa angkrit day 

   angkrìt  dâi mãi     may) 
I don’t understand Mai kao chai  (may cow chay) 
What is your name? Khun chêu arai  (khun cheu arai) 
My name is  Pnõm chêu  (phom cheu) 
 
 
 
 
 
 
 

TURKISH 
 
Hello   Merhaba   (mer haba)  
Good Morning  Günaydin  (ghewn eye duhn) 
Good Afternoon  Íyi günler  (eeyee ghwen ler) 
Good Evening  Íyi akşamlar  (eeyee akshamlar) 
Good Night  Íyi geceler  (eeyeee gheh jeler) 
Goodbye  Hoşça kalin  (hosh cha kaluhn) 
Please   Lütfen   (lewt fen) 
Thank you  Teşekkür ederim  (teshek kewr edereem) 
Yes / No:  Evet / Hayir  (evet h’eye uhr) 
Excuse me  Affedersiniz  (af feders seeneez) 
How are you?  Nasilsiniz  (nassuhl suhnuhz) 
Well, thank you  Iyiyim teşekkür  (eeyee eeyee im teshek kewr) 
Do you speak English? Íngilizce biliyor musunuz (eengheeleez jeh beeleeyor 

   moo  soonooz) 
I don’t understand Anlamiyorum  (an la muh yoroom) 
What is your name? Adiniz ne  (ardineez nay) 
My name is  Adim dir   (ardim der) 
 
 
VIETNAMESE 

 
Greeting / Goodbye (M) Chào ong  (chow pmg)  
   (F) Chào ba  (chow ba) 
Please   Lam on   (larm on) 
Thank you  Cám ơn   (carm own) 
Yes / No:  Vang / Khong  (vang /kong) 
Excuse me  Xin lỗI ông  (shin loy ong) 
How are you?  Ban khoe khong  (ban koh kong) 
Well, thank you  Tot cám ơn  (tot carm own) 
Do you speak English? Ông có nói tiếng Ahn  (ong chonoy tieng anh kong) 

   không  
I don’t understand Tôi không hiếu  (toy kong hew) 
What is your name? Tên ông là gi  (ten ong lagee) 
My name is  Tên tôi là   (ten toy la) 
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	Appendix A
	NOTES:
	Many Central and South Americans will stand very close during conversations.  The tendency is for a Westerner to step back a pace, followed by the other side stepping forward a pace.  This has sometimes been called the “Conversation Tango”.  Do not be al
	
	
	
	
	Belgium	Brief handshake with light pressure.  Only shake hands with a woman if she extends hers first.
	
	
	Brazil			A good warm handshake is the traditional greeting.  Make good eye contact.
	China			The Western custom of shaking hands is spreading rapidly and is now probably the customary form of greeting.  However, often a nod or a slight bow is sufficient.  Don’t be upset if the Chinese do not smile when being introduced.  Guests are usual








	Finland	Shake hands.
	
	
	
	
	
	
	
	Gulf States	These comprise: Bahrain, Kuwait, Sultanate of Oman, Qatar and the United Arab Emirates.  The UAE comprises the following sheikdoms: Abu Dhabi, Ajman, Dubai, Fujaira, Ras al-Khaimah, Sharjah and Umm al-Qaiwain.
	Israel			Greet with a handshake and the word “Shalom”. Avoid direct eye contact with women. Likewise, women should not initiate physical contact.  They should wait for an Israeli to extend his hand.  If he doesn’t, a woman should nod her head in greeting


	Jordan		Whilst handshaking is common, the more traditional greeting “Salaam” may be used. This is done by taking the right hand, touching the heart, then the forehead, and then gesturing forward.

	Kenya			Shake hands and greet with the word “Jambo”.



	Peru			Warm handshake.
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