Answer Phone Calls, Take and Leave Messages

Dialogues (Answer Key)
Dialogue 1:

A:  Hello.

B:  Hi.  May I speak with Jerry, please?

A:  I’m sorry.  He’s not here right now.  May I take a message?

B:  Yes.  This is Michael.  Have him call me back at 326-9879.

A:  OK.  I will have him return your call.

B:  Thank you.

	
 Phone Call


For 
Jerry


 (    Called
From Michael


  (   Please call

Phone         326-9879


    

    Area Code      Number     Extension

Message 










 Dialogue 2:

A:  Hello.  ESL Incorporated.

B:  Yes.  I would like to speak with Mrs. Jones, please.

A:  I’m sorry.  She’s not in right now.  Would you like to leave a message?

B:  Yes.  My name is Ralph Lowe, and my number is 327-7639, extension 219.  I’ll be here until 4:00.

A:  Is there a number where you can be reached after 4:00?

B:  Yes.  My home number is 324-7838.

A:  She will be in touch with you soon.

B:  Thank you.

	
 Phone Call


For Mrs. Jones

  (    Called
From Ralph Lowe

  (   Please call   
Phone 
    327- 7639 Ext. 219

    

    Area Code      Number     Extension

Message After 4:00 can be reached at       

324-7838 (home)









Dialogue 3:
A:  Hello.

B:  Is Karen there?

A:  No she isn’t.

B:  Would you give her a message for me, please?

A:  Sure.

B:  This is her son.  Tell her to meet me at the airport at 2:00.

A:  Is there a number where you can be reached?

B:  Yes.  My cell phone number is 781-6439.

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

B:  Thank you.
	
 Phone Call


For 
Karen


  (    Called
From Your Son


  (   Please call   
Phone 
781-6439 (Cell Phone)
    

    Area Code      Number     Extension

Message Meet him at the airport at 2:00    




