Answer Phone Calls, Take and Leave Messages Fill-in-the-Blanks

Directions:  Read each sentence below and fill in the blank with the correct word from the box.

phone call


take


speak


sorry

return call


touch


call


hello

reached


back


may

1. May I _______________ with Ms. Sigmon, please?

2. I’m __________.  Ms. Sigmon is unavailable.  Would you like to leave a message on voice mail?

3. I will have Mr. Robinson call you ___________.

4. Mr. Robinson will ________ your _________ when he gets in this afternoon.

5. Is there a phone number where you can be ______________?

6. I have been trying to get in __________ with her all day.

7. I need to __________ my mother.

8. _______ I speak with Mrs. Taylor?

9. Mrs. Taylor isn’t here right now.  May I _________ a message?

10. He needs to make a __________ ________.

11. When you answer the telephone, you say “__________.”

