CULTURAL COMMUNICATIONS BROCHURE

You are currently the head of the International Relations department in your company. Your job is to prepare your company members for taking short business trips to other countries. Create a brochure that can be easily read by your employees. Your brochure should include:  

· key business phrases (in both English and the native language of that country)

· currency

· current currency exchange rate

· website that can be used to find the current currency exchange rate

· list of places where currency can be exchanged 

· Time zone (including an example of the conversion between time zones)

· Social construct – using business cards, name titles, etc

· Cultural customs that you would find useful in business

· Nonverbal communications (emblems, personal appearance, body/eye contact, personal space)

· Any other business behaviors (holidays observed, gifts, etc.)

	
	Excellent (5-4pts)
	Good (3-2pts)
	Needs Work (1-0pts)

	Key business phrases
	At least five business phrases included
	Two-three business phrases included, English/language translation missing
	One-zero business phrases, English/language translation missing

	Currency
	Name & currency symbol included
	Only name or currency symbol included
	Neither name or currency symbol included

	Currency Exchange Rate
	Current Rate included
	
	Current rate not included

	Currency Exchange Website
	Website included
	
	Website not included

	Currency Exchange List
	At least three places where currency can be exchanged
	Less than three places where currency can be exchanged
	List not included

	Time Zone
	Current time zone & example of conversion
	Only one of two requirements
	Neither time zone or example included

	Social Construct
	Social constructs included (at least three)
	Less than three
	Not included

	Cultural Customs
	Useful cultural customs
	
	Not included

	Nonverbal Communications
	At least three methods of nonverbal communication
	Less than three included
	No methods of nonverbal communication included

	Business behaviors
	At least three business behaviors to be aware of
	Less than three business behaviors
	No business behaviors included


