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Telephoning: Business calls 
 

¶ When answering a business call don’t let the phone ring too often.  

¶ The phone should be answered with a positive greeting. 

¶ Mention your name and the name of the business organization you are working for.  

¶ When a caller is speaking, don’t interrupt him or her. 

¶ End a phone call with a positive closure such as “Thank you for calling,” or “Have a 
good day.”  

 
Vocabulary 
 

 
 
 
 
 



 
 

 
 
 
   Prepare a telephone conversation in English.   
 

 
 


