Voice Mail Etiquette

Using voice mail effectively will save time on wasted telephone calls back and forth between parties. Follow these simple techniques to use voice mail to your advantage:

· Leave your name, company name, telephone number, and the best time to return your call. 

· State the reason for your call. This will give the caller a chance to find your answer before calling you back.

· Speak clearly. The caller may not be able to return your call if he or she misunderstands your name or telephone number.

· If the information you are seeking is lengthy, provide an alternative means to communicate with you such as by fax or e-mail. 

