
 
 

Opening a Call: 

 

1. What does ‘opening the call’ mean to you?  

2. How do you open a call in your country and is this different from other countries?  

3. Brainstorm problems you could have or have personally had with opening a call when 

making or receiving the call.  

4. When should you address people by their first names in business calls in Western 

countries?  

 

Language 

Making the Call - Greeting  

Hey this is ____.  

Hi this is ____.  

Hello this is ____ calling (from).  

Hello I am ____ (from).  

Good morning / afternoon, this is ____ (from).  

Hey + your name + here (from …)  

Your name + here …  

Good afternoon Sir / Mam …  

Identify company / department / location  

From / with the ABC company.   

From the ____ company + department / city / country.  

I am calling on behalf of ____. 

 

7. Can you add any more phrases to the above list? 

 

8. Role-play the call openings using the techniques and language learned in this lesson. 

 

9. What will you do differently on the phone now after this lesson? 

 

Purpose 

Clearly state the purpose of your call. 



 

Purpose Phrase Heads  

I am calling in regards/reference to + noun  

I would like to + verb  

Can we + verb  

Is it possible for us to + verb  

I just need to + verb 

The reason / purpose of this call is to + verb  

Why I have called (you today) is + because / to  

I am calling to + verb  

I’m ringing (you) about + noun / gerund  

I am getting in touch with you about + noun / gerund  

I have called to + verb  

Today I want to + verb  

 

Purpose Verbs 

Talk about 

Nail down  

Hammer out  

Confirm  

Inquire / ask about  

Take a look at 

Sort out  

Report on  

Touch bases  

Show 

Get to the bottom of  

Outline 

Highlight 

Bring attention to  

Fill you in on  

Discuss  

Chat about 

Go over 

 

Preparation for a Business Call  

1. Brainstorm a few reasons you may need to make a business call.  

 

2. How do you prepare for a business call?  

 

3. Which of the 3 below tips do you most overlook? Are most important? Why? 

1. Prepare information & materials (pen, pad, numbers, calculators, brochures etc.)  

2. Ensure your surroundings are comfortable and quiet with no distractions 

3. Make a few notes, of talking points, objectives and things you need to cover  

 



4. Select 1 reason you may need to make a business call and make a quick written outline 

noting talking points you want to cover.  

 

5.  Share your outline to compare, contrast and get feedback. 

 

6.  After the next section, try to repeat the task in the last 2 questions and see if there is 

anything you would do differently in your new outline.     

  

Structure of a Business Call 

7. Try to think of the basic parts / structure of a standard business call and write them in 

chronological order.  

 

8. Now see the list of unordered steps and put the list of 7 steps in the correct order: 

 

Show thanks and appreciation for time and opportunity   

Ensure person has time to talk 

Go through the talking points one by one 

Review and summarize key points of call + expected actions 

Introduce yourself and name 

Finish call with polite salutation   

Tell the reason / purpose of your call (direct and clear) 

 

9. Briefly discuss the importance and effect of each step. 

 

10. Briefly give examples of the language we can use for each point.  

 

11. What do you understand better as a result of this lesson? 

 

12. What will you do differently on the phone now and how can you keep getting better? 

 

 

**Role play a typical business call from work: remember to open the call, state the purpose, 

structure your call and end the call. 


