
Make	a	phone	cal l an	act	of 	tel ephoni ng	someone

Answer	a	phone	cal l answeri ng	one's	tel ephone

Leave al l ow	or	cause	to	remai n.

Recei ve To	hear	or	see	(i nformati on,	for	exampl e)

Extensi on Department

Put	someone	on	Hol d to	put	someone	or	someone's	tel ephone	cal l 	on	an	el ectroni c	hol d.

permi ssi on
the	acti on	of 	of f i ci al l y	al l owi ng	someone	to	do	a	parti cul ar	thi ng;	consent	or

authori zati on.

Transfer an	act	of 	movi ng	somethi ng	or	someone	to	another	pl ace,	organi zati on,	team,	etc
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TELEPHONEMESSAGE	CARD/	TELEPHONE	MESSAGE

SLIPIMPORTANTMESSAGE/	WHILE 	YOU	WERE	OUT
a	l i st	of 	paper	or	sof tware	where	you	can	wri te	down	the	message

POLITE •choose	your	words	careful l y	and	use	proper	i ntonati on

PREPARED Haveal l 	the	rel evant	detai l s	(names,	numbers,	dates,	etc)

CONCISE •Don’t	beat	around	the	bush

CONSIDERATE •Don’t	waste	peopl e’s	time	on	smal l 	tal k

HELPFUL
Gi vethe	i nformati on	needed,	but	i f 	you	can’t	hel p,	f i nd	someone	who	can,	or

tel l the	cal l er	you	wi l l 	cal l 	back	wi th	the	i nformati on

Cal l er a	person	who	pays	a	bri ef 	vi si t	or	makes	a	tel ephone	cal l .

message
a	verbal ,	wri tten,	or	recorded	communi cati on	sent	to	or	l ef t	for	a	reci pi ent	who

cannot	be	contacted	di rectl y.
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