Sample Voice Mail Greetings

1. Personal Greetings

· Hello, you have reached John Doe of _______________ office/division. I am either on my telephone or away from my desk. You may either press “Zero” now, to reach my secretary or leave a detailed message at the tone and I will return your call as soon as I am available.

· Hello, you have reached Jane Doe of ________________ office/division. Today is ______________ and I will be in _______________ (the office all day, meetings most of the day, etc.) You may either press “Zero now, to reach my secretary or leave a detailed message at the tone and I will return your call as soon as I am available.

· Hello, you have reached John Doe’s Voice Message Box at NASA Headquarters. I am unable to take your call at this time but you may reach my secretary by pressing “Zero now, or leave a detailed message at the tone and I will return your call as soon as I am available.

· Hello, you have reached Jane Doe of _______________ division/office. I am unable to take your call at this time but you may reach my secretary by pressing, “Zero” now between the hours of _______________. Or you may leave a message at the tone and I will return your call as soon as I am available.

2. Extended Absence Greeting

· Hello, you have reached John Doe of _______________ office/division. I am on ___________ (leave, travel, etc.) from _________ to __________. While I am out _______________ will be handling my calls. He/she can be reached directly by dialing 358-XXXX or you may press “Zero” now to reach my secretary and they will transfer you. Otherwise you may leave a detailed message and I will get back to you when I return from __________ (leave, travel, etc.)

· Hello, you have reached Jane Doe of ________________ office/division. Today is _____________ and I will be on ___________ (leave, travel, etc.) today. You may reach my secretary by pressing “zero” now, or you may leave a detailed message and I will get back to you when I return.

3. Mail Office Greeting
· Hello you have reached the office/division of ______________ main telephone number. Our office hours are ___________ Monday thru Friday. You may leave a detailed message at the tone and the appropriate person will return your call during normal office hours. Thank you for calling.

· Hello you have reached the office/division of _________________ main telephone number. Our office hours are _____________ Monday thru Friday. You may leave a detailed message at the tone and the appropriate person will return your call during normal office hours. If you are trying to reach an individual and know their last name press”*” followed by “#”, and then using the number pad spell the last name of the person you are trying to reach. Thank you for calling. 


