Company Name

To: All Managers C L A
From: Student Name S Sa Sh
Date: June 17, 2020

Subject: Proper business etiquette in Paris, France

Dear Managers,

Congratulations on your new job in France. The purpose of this memo is to discuss proper
business etiquette that we must follow when meeting at our new branch in Paris, France. Please
read this memo to understand the steps we must take before and during business meetings when
in Paris, France.

According to Geert Hofstede’s cultural values, America and Europe have multiple values that
differ from one another, specifically uncertainty avoidance and long-term orientation.
Uncertainty avoidance in France has a high score, which means that they do not like to take
risks. France is also somewhat high on long-term orientation, which means they are adaptable,
and like to save and invest.

Before the meeting and when greeting others, please keep in mind the following:

. Greet others with an “air kiss” on two cheeks, first on the left, then on the right

. Greet saying Monsieur for men and Madame for ladies, followed by their family name
. Have business cards printed out in both English and French

. Initiation of the handshake should be left to the highest-ranking individual

During the meeting, recall the following business etiquette:

. Expect to have blunt and straight to the point probing questions
. State the agenda and restate the purpose in the beginning
. Clarify yourself if there is a disagreement to earn their respect

The French people value our effort to understand their culture and language. For this reason, at
the end of the meeting, make sure to only socialize about your appreciation of French culture.
Thank you for representing our company and understanding why these actions are necessary to
ensure proper business etiquette while overseas. If you have any questions or concerns, please
feel free to contact me at 555-555-1212.

Sincerely,

Student Name
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