SBDC- Voice Mail Standard Messages
Standard Greeting for Service Center
Hello and thank you for calling the Small Business Development Center hosted by Long Beach City College. Our office hours are Monday to Friday 8am to 5pm. We are closed weekends and holidays. Our offices are located at 3447 Atlantic Ave, Suite 205, Long Beach, CA 90807. You may visit us on the web at www.longbeachsbdc.org.  If you are listening to this message during regular business hours and require immediate assistance you may contact the Office of Economic and Resource Development at  Long Beach City College at 562-938-5020. Otherwise please leave a detailed message after the tone and we will return your call as soon as possible. Thank you for calling and have a great day!
General Mailbox- Closed for Holiday- (main line)

Hello and thank you for calling the Small Business Development Center hosted by Long Beach City College.  Our offices will be closed on ___(day & date) (ie. Friday, February 15th)__ in observance of (or in celebration of) the ___(name of holiday)___ holiday.  Our offices are located at 3447 Atlantic Ave, Suite 205, Long Beach, CA 90807. You may visit us on the web at www.longbeachsbdc.org. Please leave a detailed message after the tone and we will gladly return your call upon our arrival on ___(day & date)___. Have a great holiday and thank you for calling!

Personal Mailbox- Out of Office Message- 

Hello and thank you for calling the Small Business Development Center hosted by Long Beach City College. You have reached the voicemail for __(your name)__.  I will be out of the office on ___(day & date) (ie. Friday, February 15th)__ If you require immediate assistance please contact  ___name of contact_and phone number_.  Otherwise, please leave a detailed message after the tone and I will gladly return your call upon my arrival on ___(day & date)___. Have a great day and thank you for calling!

Personal Mailbox- Office Closed due to Holiday-

Hello and thank you for calling the Small Business Development Center hosted by Long Beach City College. You have reached the voicemail for __(your name)__.  Our offices will be closed on ___(day & date) (ie. Friday, February 15th)__ in observance of (or in celebration of) the ___(name of holiday)___ holiday. Please leave a detailed message after the tone and I will gladly return your call upon my arrival on ___(day & date)___. Have a great holiday and thank you for calling!

Personal Mailbox- Vacation Message- 

Hello and thank you for calling the Small Business Development Center hosted by Long Beach City College. You have reached the voicemail for __(your name)__.  I will be on vacation from ___(day & date) (ie. Friday, February 15th)__ through  ___(day & date) (ie. Friday, February 15th)__.  If you require immediate assistance please contact  ___name of contact__.  Otherwise, please leave a detailed message after the tone and I will gladly return your call upon my arrival on ___(day & date)___. Have a great day and thank you for calling!
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Sample Voicemail Scripts


