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BUSINESS MEETING
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W7 XBEIRAALE?

What are the different characteristics
of the Chinese business meeting? What
should you care about?
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The meeting is an important
part of business cooperation. A
business meeting in China generally
starts with long speeches (always
by the senior managers), welcoming
the gquests and introducing the
participants and companies of
the two sides before the formal
discussions. As their potential
partner, you may prefer to get
right to business and discuss
the details. You may think the
Chinese are wasting time and
their wordings are so empty. But
these empty words are considered
as necessary preconditions by the
Chinese for the future cooperation.
They are used to make close the
relationship of the people and
strengthen the partnership between
the two companies. These empty
words reflect the Chinese way of
thinking: from macro to micro,
from big to small and from general
to specific. Sitting down at the
meeting table, people will start the
procedure in the order “from empty
to practical”. In other words, the
general principles should be settled
down before the specific issues are
discussed.

How to deal with “empty”,
then? In general, the heads of the
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two companies would introduce
their accompanying personnel
formally before the meeting
begins. Then, the head of the
hosting party will give a speech
welcoming the gquests and briefing
the meeting arrangement. If this is
the first meeting between the two
parties, an introduction by the two
companies is necessary. At the end
of the meeting, the head of the
hosting party will summarize the
progress of the meeting and express
the expectation for the next-steps
in cooperation. It is normal that
the opening and ending parts of a
business meeting will last long and
be important. It is suggested to
listen to the speakers because it is
impolite to interrupt any speeches.

Seating is a sensitive issue in
Chinese business meetings, because
it will show participants’ positions
and status. What is a properly
arranged seating? Generally, the
seats facing the main room door
should be kept for the guests to
show respect. During a two party
meeting, the hosts and gquests
will sit on either side of the table
respectively. On each side, the
heads will sit in the middle and
the others will sit next to him/her
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in accordance with their status.
Sometimes, a roundtable will be
used to avoid explicit host and
guest seating arrangements. In this
case, the farther the seat is from
the door, the more important the
participant is.

During the business meeting,
the equivalence of participants’
positions is also very important
besides the seating. Generally
speaking, the positions of the
participants and the number of the
participants from both sides should
have some level of equivalence. It
would be better to provide a list
of the participants including their
names and positions to the Chinese
host and to ask the host to give
the same list to you.

During the meeting, it is
normal to find that only several
Chinese senior managers give
speeches while the others
would keep silent unless they
are asked by their bosses. Even
in the free discussion part,
the Chinese will pay careful
attention to the timing and
way of their speaking. They
often tend to express their own
opinions following the boss’s
speech. Therefore, if you want
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to encourage them to speak, you
should either guide them or ask
them to answer your questions.
Chinese people hardly express
opposite views during the meeting.
Even having different views, they
would use implicit and euphemistic
expressions during the meeting or
talk with you in private outside
the meeting room. If they are
quiet and say few words during
the meeting, and nod with a smile
while you are speaking, it doesn't
mean at all they fully agree with
you. It is not surprising that they
express different views after the
meeting, because it's a way to
keep your faces and maintain your
reputation in public.

To some extent, meetings in
China are more like formalities. The
final decision is usually made before
or after the meeting.
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a CASE STUDY _

Pierre works in a Chinese enterprise. He found that once the
department manager made a decision at every meeting, most staff
would raise no objection. But after one meeting, he heard two
colleagues talking in private that the manager's decision would not be
good for the development of their department. Pierre was wondering
why they had not said it during the meeting.

By Comments: In China, the higher one’s ranking is, the more powerful one will
be. In general, the people of lower ranking will follow the decision made by the
superiors and will raise no objection. Especially in front of others, they try to
uphold the authority of the superior because raising different opinions would
make the leaders lose face or be regarded as an offense. If the boss wants
to ask for different opinions in a large range, he/she could encourage them to
speak or use different ways such as talking with the employees in private.

(@ ADVICE

o During the business meeting, you should address the senior
people by the title and surname, like “title+ surname”. If you
don't know their titles, you can address them by the surname,
like “Mr. xx or Mrs. xx”. If you don’t know their surnames, you
can just address them as “Sir” or “Madame.”

o Generally, for the meeting in China, the necessary written
materials, pens, papers, souvenirs and other equipment, such as
overhead projector, will be prepared for all participants by the
hosting party.

o Tea, coffee, water and other drinks will generally be
available during the business meeting. For a long meeting,
refreshments and fruits will be offered.

o Before the meeting, the participants will be reminded by
the facilitator to turn their cell-phones off or switch them to
silent mode.




