�When making a phone call:





Use proper grammar and a polite tone.





“MAY I speak with Ben” vs. “Is Ben there?”





Make notes ahead of time of the information you would like to know or discuss and have materials ready in order to write the information down.





LISTEN for the answers to your questions!





Thank the person you are speaking with for his/her time and assistance.





Let the phone ring 7 times.











Do’s:





Use proper grammar.





Be polite and interested.





Write a message down.  (Name, first and last, number, and date)





Thank the person you are speaking with.





Say goodbye.





You do have the right to end a conversation with a telemarketer.





Don’ts: 





Do not give out information to people that you do not know.





Do not yell; instead, go tell!





Do not promise to call and then not follow through.





Do not eavesdrop on others’ conversations. 


Telephone Etiquette








�EMBED StaticEnhancedMetafile���











What every kid should KNOW and APPLY! 











Presented by:  


Piedmont Middle School Teachers








���How to answer 


the phone:








With a cheerful tone:





“Hello, Yearick residence.  This is Jennie.”





“Good afternoon, this is Jennie speaking.”





“Hello, Yearick residence.”





How to respond if the caller is asking for you:





“This is she.”





“This is he.”





Not to be confused with “this is her or him”!!�














How to respond if the caller is asking for someone else in the house:





“Yes, Ma’am, she is here.  One moment, please.“





“Yes, Sir.  Please hold one moment while I go get him.”





How to respond if the recipient is not home or is unavailable:





Only give information necessary to the caller.  You do not need to explain that your mother is in the restroom, etc.





Never inform anyone that you are home alone.


“No, Sir, she is not available at this time.  MAY I take a message?”





How to be a good message taker:





Write the message down, even if that requires that you have to go get a pen and paper to do it!





Ask for the correct spelling of the caller’s name.





Repeat the message and number back to the caller to ensure you have the correct information.








Closing a conversation:





Thank the caller and politely say goodbye.
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