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Certi fi ed Business Professional (CBP) Eti quett e and Professionalism
3 days

Descripti on
The CBP™ Business Eti quett e and Professionalism Certi fi cati on develops the concepts of business eti quett e and the proper 
eti quett e practi ces for diff erent business scenarios. You will learn the eti quett e requirements for meeti ng, entertaining, 
telephone, and Internet business interacti on scenarios. Additi onally, the CBP™ Business Eti quett e and Professionalism 
certi fi cati on module addresses eti quett e challenges when doing business in a multi -cultural environment.

Skills att ained in this course are required for jobs incorporated in the Indiana Hoosier Top 50 Jobs List, such as Customer 
Service, Administrati ve, Supervision, Management and Social Workers

Prerequisites
None• 

Course Outline
Module 1: Introducti on to Business Eti quett e
• The ABC’s of Eti quett e
• Developing a Culture of Excellence
• The Principles of Excepti onal Work Behavior
• The Role of Good Manners in Business

Module 2: Greeti ng and Introducti ons
• Making Introducti ons and Greeti ng People
• The Protocol of Shaking Hands
• Addressing Individuals

Module 3: Meeti ng and Board Room Protocol
• Guidelines for Planning a Meeti ng
• Guidelines for Att ending a Meeti ng

Module 4: Business Ethics
• Ethics in the Workplace
• Preventi ng Sexual Harassment
• Confl ict Resoluti on Strategies

Module 5: Entertaining Eti quett e
• Planning a Meal Meeti ng
• Business Dining Eti quett e
• Multi -cultural Highlights
• Specifi c Food Eti quett e Guidelines

Module 6: Telephone Eti quett e
• Telephone Eti quett e
• Voice Mail
• Handling Rude or Impati ent Callers

Module 7: Internet and Email Eti quett e
• Internet Usage in the Workplace
• E-mail Issues
• Neti quett e
• Online Chat Issues & Guidelines

Module 8: Business Atti  re and Professionalism
• Business Style & Professional Image
• Dress Codes
• Guidelines for Appropriate Business Atti  re
• Grooming for Success
• Multi -cultural Dressing

Module 9: Disability Eti quett e
• Disability Eti quett e Introducti on
• Courtesies for Wheelchair Users
• Courtesies for Blind or Visually Impaired
• Courtesies for the Deaf
• People with Speech Impairments

Module 10: Multi -cultural Challenges
• Multi -cultural Eti quett e
• Examples of Cultural Insensiti vity
• Cultural Diff erences & their Eff ects on Business Eti quett e
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