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Introduction

Professional image and behavior are critical to success in todaylls competitive business world. Whether in
meetings, negotiations, networking, or day-to-day communications, the way individuals present themselves directly
impacts organizational reputation and relationships. Mastering Business and Corporate Etiquette ensures that
professionals project confidence, respect, and cultural awareness in every interaction.

The Business and Corporate Etiquette training program, designed by Global Horizon Training Center, equips
participants with the essential skills to navigate workplace interactions, strengthen client relationships, and build

credibility. Through interactive sessions, role-playing, and case studies, participants will develop the confidence to
represent their organizations with professionalism and poise.

Objectives
By the end of this program, participants will be able to:
e Understand the principles of business and corporate etiquette in local and international contexts.
¢ Demonstrate professional behavior in meetings, events, and networking activities.
e Apply proper communication etiquette in verbal, written, and digital forms.
e Adapt etiquette to multicultural and diverse business environments.

¢ Project a polished professional image that reflects positively on the organization.

Organizational Impact
Organizations that adopt this training program will benefit from:
e Enhanced professional image and brand reputation.
¢ Improved client relationships and stakeholder trust.
* More effective communication across all levels.
e Stronger cross-cultural business interactions.

¢ Increased employee confidence in representing the company in local and international forums.

Target Audience
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This program is designed for:
¢ Business professionals across all sectors.
* Managers, team leaders, and supervisors.
e Customer service and client-facing staff.
¢ Sales and marketing teams.
e Executive assistants and administrative professionals.

¢ Anyone representing the organization in formal and informal business settings.

Outlines

Day 1: Fundamentals of Business Etiquette
e Introduction to corporate etiquette: why it matters.
e The psychology of first impressions.
* Professional dress codes and grooming.

¢ Body language and non-verbal communication.

Day 2: Communication Etiquette
¢ Verbal and non-verbal communication best practices.
e Email, phone, and digital communication etiquette.
¢ Active listening and respectful dialogue.
¢ Handling difficult conversations with professionalism.

e Group activity: Email etiquette review and role-play.

Day 3: Etiquette in Meetings and Networking
¢ Protocol for business meetings: preparation, conduct, and follow-up.
¢ Meeting etiquette for in-person and virtual environments.
¢ Networking strategies and introducing oneself effectively.
e Business card and contact exchange etiquette.

e Practical exercise: Simulated business networking session.
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Day 4: Cross-Cultural and International Etiquette
¢ Understanding cultural differences in global business.
¢ Respecting traditions, greetings, and social norms.
¢ Dining etiquette across cultures formal business meals.

¢ Avoiding cultural faux pas in international relations.

Day 5: Corporate Image and Professional Excellence
¢ Representing the organization with professionalism.
¢ Building long-term relationships through etiquette.
¢ Balancing formal and informal interactions.
¢ Developing a personal action plan for continuous improvement.

* Final group activity: Simulated corporate event showcasing learned etiquette skills.

wiww.ghdl.cam - infefighdl.com - hainingighdl com



-\
O Global Horizon

TRAIMING CENTER

Registration form on the Training Course:
Business and Corporate Etiquette

Training Course code: MA1031 From: 27 - 31 October 2025 Venue: Barcelona (Spain) - Grupotel Gran Via 678
Training Course Fees: 5500 0 Euro

Complete & Mail or fax to Global Horizon Training Center (GHTC) at the address given below
Delegate Information
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Person Responsible for Training and Development
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Payment Method
|:| Please find enclosed a cheque made payable to Global Horizon

|:| Please invoice me

|:| Please invoice my company

Easy Ways To Register

Telephone: Fax your completed E-mail to us : Complete & return the
+201095004484 to registration info@gh4t.com booking form with cheque
provisionally reserve your form to: +20233379764 or training@gh4t.com to:Global Horizon
place. 3 Oudai street, Aldouki,
Giza, Giza Governorate,
Egypt.
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