
busi ness	eti quette

I t	i s	knowi ng	and	observi ng	the	rul esof 	conduct	that	wi l l 	mai ntai n	good	rel ati ons

wi th	others	wi thout	of fendi ng	theother	person.	I t	appl i es	to	whatyou	say,	what	you

do,	and	how	you	l ook.	I t	al so	covers	what	you	don't	do	orsay.

handshaki ng the	acti on	of 	shaki ng	hands	wi th	a	person.

i ntroducti ons the	acti on	of 	i ntroduci ng	somethi ng	or	someone.

name	tag
I t	i s	a	badge	or	sti cker	worn	on	the	outermost	cl othi ng	as	a	means	of 	di spl ayi ng

the	wearer's	name	for	others	to	vi ew.

busi ness	card a	smal l 	card	pri nted	wi th	one's	name,	occupati on,	busi ness	address,	etc.

Wet	f i sh	handshake normal l ymeans	a	weak	character,	someone	who	i s	easi l y	persuaded.

Deadf i sh	handshake

Al imp	handshake.	Has	no	energy,	there	i s	no	shake,	no	squeeze,	not	even	a

pi nch,and	i t	gi ves	the	feel i ng	you	are	hol di ng	a	dead	f i sh	i nstead	of 	a

hand.Indi cates	l ow	sel f -esteem.	I t	i s	commonl y	found	amongst	i nmates	and	peopl e

wi tha	very	l ow	sense	of 	sel f .

HandHug

i spopul ar	wi th	pol i ti ci ans,	as	i t	can	present	them	as	bei ng	warm,

f ri endl y,trustworthy	and	honest.	I nvol ves	coveri ng	the	cl enched	hands	wi th	the

remai ni ngf ree	hand,	creati ng	a	sort	of 	"cocoon."
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TheBone	Crusherl >

Showsoverl y	aggressi ve	personal i ty	types.	Al so	used	wi th	l ess	strength

byi ndi vi dual s	wi th	a	desi re	to	dominate	occasi onal l y	out	ofweakness	or	fear	they

wi l l 	be	dominated	by	others	i f 	they	don’tdo	i t.	I s	of ten	performed	by	l arger	men

that	are	tryi ng	to	make	up	for	smal l erthi ngs	and	i s	al so	popul ar	amongst

pol i ti ci ans,	l awyers,	and	otherauthori tati ve	f i gures	that	thi nk	they	have	somethi ng

to	prove.

Queen’sF i ngerti ps

Aperson	who	of fers	f i ngers,	i nstead	of 	hi s	palm	for	maki ng	a	handshake	i s	sai dto

be	maki ng	a	Queen’s	handshake.	Thi s	handshake	i ndi cates	a	sense	ofsuperi ori ty.

Commonl y	seen	i n	men-women

KeepBack

Usedby	the	aggressi ve	types.	The	purpose	of 	thi s	one	i s	to	keep	you	at	adi stance

and	away	f rom	thei r	personal 	space	as	they	mi ght	feel 	threatened,	theywi l l 	l ean

forward	or	bal ance	on	one	foot	to	achi eve	needed	di stance.I tcan	al so	be	common

to	f i nd	thi s	type	of 	handshake	i n	peopl e	who	were	rai sed	i ncountry/rural 	areas	as

the	personal 	space	for	peopl e	i n	such	areas	i s	muchl arger	than	the	personal 	space

needed	for	i ndi vi dual s	rai sed	i n	the	crowdedci ti es.ON=

Yank	and	Pul l 	ne	y>

pl ay,i t’s	when	a	person	deci des	to	grab	your	arm	and	pul l 	you	i n	cl ose	towards

themand	i nsi de	thei r	terri tory/personal 	space.Possi bl ereasons:	The	person	i s

i nsecure	and	needs	you	to	be	i n	thei r	own	terri tory	i norder	to	feel 	comfortabl e	and

safe.	They	come	f rom	a	cul ture/ci ty	that	requi ressmal l er	space	needs.	They	want

to	take	control 	and	get	you	of f 	bal ance,consi dered	mani pul ati ve	because	they

want	thi ngs	done	a	certai n	way.fSA|V

Teacupml>
Nopalm-to-palm	contact.	The	other	person’s	palm	i s	cupped,	l i ke	a	teacup.

Thi shandshake	i ndi cates	that	the	person	i s	hi di ngIn=true

TheBrush	Of f

I t	i s	aqui ck	grasp	and	then	a	rel ease	that	feel s	l i ke	your	hand	bei ng	shoved

asi de.Thi s	handshake	i s	a	statement	of 	“i t’s	my	turf 	and	my	agenda	that

matters,yours	doesn’t.”	Li sten	f i rst	to	what	the	person	wants	before	tal ki ng	about

youri deas	for	themC

TheDominator

Invol vesany	use	of 	a	downward	turned	palm.	A	seemingl y	i nnocuous	turn	of 	the

wri st,thi s	handshake	i s	more	of ten	than	not	an	i ndi cati on	of 	superi ori ty.	I tl i teral l y

says,	“I 	have	more	power	than	you.”

LobsterCl aw
Person’sthumb	and	f i ngers	touch	the	palm	of 	your	hand.	The	person	doi ng	thi s	may

fearconnecti ng	at	a	deep	l evel 	and	may	have	chal l enges	bui l di ng	rel ati onshi ps>
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HandWrestl er
Yourhand	i s	taken	normal l y	and	then	twi sted	under	the	other	person’s.	Thi s

i susual l y	done	aggressi vel y.

TheUrban

i spopul ar	amongst	athl etes	and	the	younger	generati on.	Has	no	pl ace	i n

theconference	room.	A	sl i ght	el evati on	of 	the	four	f i ngers	i s	al l 	i t	takes	to	gof rom

an	appropri ate	busi ness	greeti ng	to	a	di sastrous	ordeal .

TheShug

Hal f shake	–	hal f 	hug	The	“	Shug	”	i si ncredi bl y	f l exi bl e	and	versati l e.	I t	conveys

mascul i ni ty	wi th	a	touch	ofaf fecti on;	i t’s	reserved	but	expressi ve;	and	i t’s	cl ose

but	not	uncomfortabl ycl ose.

TheSouthpaw

Otherwi seknown	as	the	“Lef ty”,	the	“Southpaw”	shoul d	be	avoi ded	at	al l 	costs.

To	shakesomeone’s	hand	wi th	your	l ef t	hand	i s	consi dered	uncouth	and	even	an

expressi onof 	di srespect	i n	some	countri es.ndF ragment-->y>

TheI ’m	Too	Occupi ed	Ri ght	Now

Seeni n	passi ng	or	hurri ed	moments	or	feel s	obl i gated	to	extend	hi s	or	her	hand,

the“I ’m	Too	Occupi ed	Ri ght	Now	to	Shake	Your	Hand	Properl y”	handshake	i s	the

mostdi f f i cul t	of 	al l 	to	execute./html>

TheF i st	Bump

Not	a	“handshake”,	the	“F i st	Bump”	i s	a	form	of 	hapti cs	and	has	gai ned

overwhelmi ng	popul ari ty.	General l y	not	acceptabl e	i n	the	workpl ace,	but	popul ar

soci al l y	and	i n	busi ness	worl d.

TheAppropri ate	Handshake

Standand	extend	your	ri ght	hand	strai ght	out	i n	f ront	of 	your	body,	wi th	your

el bowsl i ghtl y	bent,	and	your	thumb	poi nti ng	to	the	cei l i ng.	Lean	forward	sl i ghtl y

i f there	i s	room,	but	not	so	much	that	your	faces	are	uncomfortabl y	cl ose.	Keepeye

contact;	do	not	gl ance	down	at	the	hand	of fered	as	you	shake.	Keep	apl easant

expressi on;	not	sti f f 	or	overeager.	Cl ose	your	f i ngers	around	theother	hand	wi th	your

thumb	resti ng	to	the	si de.	Gri p	wi th	a	sl i ght	f i rmness(l i ke	a	gentl e	squeeze)	as

you	rai se	your	hand	sl i ghtl y	up	and	down	for	the“shake.”	Rel ease	the	hand	af ter	3-

4	seconds.i e
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