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! Put someore onHold 1 to put someore or someore's tel ephore call onanelectronic hold. !
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TELEPHONEMESSAGE CARD/ TELEPHONE MESSAGE
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1 POLITE 1 schoose your words careful |y and use proper i ntorati or 1
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1 PREPARED 1 Haveall the relevart details (names, numbers, dates, etc) 1
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1 CONCISE 1 *Don't beat around the bush 1
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1 CONSIDERATE 1 «Don't waste people’s time onsmal | talk 1
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1 HELPFUL 1 Givethe informationneeded, but if you can't help, find someore who can, or 1
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1 Caller 1 a personwho pays a brief visit or makes a tel ephore call. 1
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1 1 a verbal, written orrecorded communi cationsent to orleft fora recipient who
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