Phone Calls
Answer the phone by saying:  “Hello?”    (don’t say “Hi” when answering the phone)
The caller says:  
“Hi, this is _______________.”  (Now “Hi” is okay!)
· “I’m calling for ___________.  Is she/he available?”

· “Could I speak to _______________, please?”

· “May I please speak to _______________?”
· “Is ___________ available?”

	If the caller is asking for you, you can say:  
	If you don’t know who the caller is, you can say:   

	· “This is she/he.”   

· “This is _your name_.”  

· “Speaking.”
	· “Who’s calling please?”  

· “May I ask who’s calling?” (formal)




When someone is not available to come to the phone, you might hear:

· “Sorry, she’s not available right now.  Can I take a message?”  

· “I’m sorry, he can’t come to the phone right now.  Would you like to leave a message?”

· “I’m sorry, she’s not in.  Can I connect you to her voicemail?”

· “He’s not here.  Can you call back later?” (very informal)

	When you call to schedule an appointment or request a service, you can say:

	If you need to cancel or reschedule an appointment, you can say:

	· “Hello, I’m calling to schedule an appointment with Dr. Lee.”

· “Hi, I’m calling because my heater is not working, and I’d like to have someone out to check it.”

· “Hi, I’m calling because my internet is not working, and I can’t figure out what the problem is.”

· “Hello, I’m calling to make reservation for dinner on Saturday.”
	· “Hello, I’m calling because I need to cancel my appointment with Dr. Lee on Tuesday.”
· “Hi, I’m scheduled to have someone check my heater today, but I need to cancel that appointment.
· “Hi, I have an appointment on Thursday, but I’d like to reschedule, if possible.
· “Hi, I have a reservation for dinner on Saturday, but I’m sorry, I need to cancel that reservation.”


When you call, you might be “put on hold”, or you might hear:
· “Just a minute, please.”   OR    “Just a moment, please.”

· “One moment, please.” 

· “Would you mind holding?”  
· “Hang on.  I’ll get him.” (very informal)

· “Just a sec.”  (very informal)   OR    “Just a second.”
If you get Voicemail, the recording might say something like this:

“Hi.  You’ve reached Suzanne.  I’m not able to answer the phone right now, so please leave a message.” (beep)
Your message might be something like this:


“Hi this is _____ .  I’d like to speak to you about_____. Could you please call me back at 425-646-5161. Thanks!”
