Answer Phone Calls, Take and Leave Messages Dialogues

Dialogue 1:

A:  Hello.

B:  Hi.  

                                  I speak with Jerry, please?

A:  I’m sorry.  He’s not here right now.  May I 

          a message?

B:  Yes.  This is Michael.  Have him 

                 me 

      at 


                   .

A:  OK.  I will have him 


                             your call.

B:  Thank you.
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Dialogue 2:

A:  

                              .  ESL Incorporated.

B:  Yes.  I would like to 


         with Mrs. Jones, please.

A:  I’m 

                  .  She’s not __
              right now.  Would you like to 

                            a message?

B:  Yes.  My name is Ralph Lowe, and my number is 

   , extension 
                            .  I’ll be here until 

.

A:  Is there a number where you can be 


       after 4:00?

B:  Yes.  My home number is 


                       .

A:  She will be in 


                        with you soon.

B:  Thank you.
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Dialogue 3:

A:  Hello.

B:  Is Karen there?

A:  No she isn’t.

B:  Would you 

 her a 

 for me, please?

A:  Sure.

B:  This is her 

.  Tell her to meet me at the 


 at 
                                                   .

A:  Is there a number where you can be 



?

B:  Yes.  My cell phone number is 



.
A:  OK.  I’ll tell her as soon as she gets in.

B:  Thank you.
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