
Leaving Voice Mail Messages

When leaving a voice message, it’s important to speak clearly and slowly so that the person receiving the message
can take down the details. Voice messages usually follow the same format:

• Identify yourself : Hi, it’s José; Hello, this is Jonah Barns from CL Incorporated. 

• Say who the message is for: This message is for Ms. Nurmohamed.

• Give the date and time of the call: It’s Wednesday at 1:00 p.m.

• Say why you are calling: I’m calling about ...; I’m returning your call; I just wanted to let you know that …

• Make a request: Call me when you get a chance; I’d appreciate it if you could return my call. I can be reached
at 555-999-9090. 

• End the call: Talk to you later; Thank you.

1 With a partner, take turns listening to each other leave voice messages for the situations below
(see the instructions on the next page for recording a message on the computer). Follow the steps
above and use the appropriate level of formality for your message. Your partner will use the
feedback sheet on the next page to evaluate your message. 

�

Student A

1. You want to RSVP to an invitation to a party for a friend’s 25th wedding anniversary. You want 
to know if you can bring something. You also need directions to the restaurant where the party 
is being held.

2. You need a painter for a small job in your home and would like someone to come and give you an
estimate for the work. You need to have the painting done as soon as possible. 

3. You are calling your teenaged daughter to tell her that you will be late getting home this evening.
You won’t have time to prepare dinner, but your son has a hockey practice this evening so he needs 
to eat something before he leaves.

Student B

1. You want to call a friend just to chat. You also want to tell her some exciting news.

2. Your child is sick and you need to inform the school. You need to leave the following information on
the school’s voice mail: your child’s name, the teacher’s name, the room number, the date and the
reason for your child’s absence.

3. You need to speak to a client about cancelling an appointment. You would like to reschedule it for
another time and date.

382 Chapter 7 | Telephone Calls L INC  6



Leaving Voice Mail Messages (Cont.)

2 Use the checklist below to evaluate your partner’s voice mail messages. Give suggestions for
improvement if necessary. 

Feedback Sheet Message 1 Message 2 Message 3

My partner began by identifying him/herself. � � �

My partner said who the message was for. � � �

My partner gave the date and time of the call. � � �

My partner stated the purpose of the call. � � �

My partner made a request. � � �

My partner ended the call appropriately. � � �

My partner used the appropriate level of formality for the situation. � � �

If your computer has Windows Vista, you can record your message on the computer for your partner to
listen to. 

1. � Click on the windows icon on the bottom left-hand corner of 
your screen.

2. Click on All programs.

3. From the list, find and click on Windows Movie Maker. 

4. On the bottom left-hand part of the screen, you will see the 
word Timeline or Storyboard. Click on Timeline.

5. Click on Narrate Timeline.

6. Click on Start Narration. 

7. Record your message. Then click on Stop Narration.

8. Save your file.
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