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BAQ & LAQ ON TELEPHONIC ETIQUATES 

SECTION -I- BAQ 
Q1. What are telephonic etiquettes?
Ans. Telephonic etiquettes are the set of polite behaviors and communication skills used while talking on the phone to ensure clarity and respect.
Q2. Why are telephonic etiquettes important?
Ans. They are important because they create a good impression, avoid misunderstandings, and help maintain professionalism in communication.
Q3. Mention any two basic telephonic etiquettes.
Ans. Greeting the caller politely and speaking clearly are two basic telephonic etiquettes.


SECTION -II- Long Answer Question (LAQ )
What are telephonic etiquettes? Explain their importance and key points to follow for effective telephone communication.
Answer:
Telephonic etiquettes refer to the set of polite and professional manners followed while communicating over the phone. Proper telephone etiquette ensures clear, respectful, and effective communication, which is essential in both personal and professional settings. It reflects the speaker’s professionalism, creates a positive impression, and prevents misunderstandings.
The importance of telephonic etiquettes includes:
1. Professional Image: Speaking politely, clearly, and confidently enhances one’s credibility and leaves a good impression on the caller.
2. Effective Communication: Good etiquettes help convey messages accurately and avoid confusion or misinterpretation.
3. Building Relationships: Respectful and friendly conversations strengthen professional and personal relationships.
4. Time Management: Following proper procedures like staying focused and concise saves time for both parties.
Key points to follow for effective telephone communication are:
· Answer Promptly: Pick up calls within a few rings.
· Greet Politely: Use appropriate greetings like “Good morning” or “Hello, this is [Your Name].”
· Speak Clearly and Calmly: Avoid mumbling or speaking too fast.
· Listen Actively: Pay attention to the caller without interrupting.
· Use Positive Language: Maintain a courteous and helpful tone.
· Conclude Professionally: End the call with phrases like “Thank you for calling” or “Have a great day.”
In conclusion, telephonic etiquettes are crucial for effective communication, professionalism, and building trust. Mastering these skills ensures that conversations over the phone are polite, clear, and productive.

