
Caller would like to 

speak to a particular 

person.

Call received –

answer saying 

“Information 

Technology this is 

_________.  How 

may I help you?”

User should state 

who they are and 

what they are calling 

for.

Respond saying 

“May I ask who is 

calling and what this 

is in regards to?”

Obtain accurate 

information.

Proceed with doing 

supervised transfer.

Press TRANS/CONF  

(This puts the caller 

on hold)

Dial the number of 

the person they wish 

to speak with.

Did that person 

answer?

Press CANCEL and 

tell the caller that

the person is not 

available?

Ask if they

want to leave a 

voicemail?

The call has been 

transferred

1.Press TRANS/CONF.

2. Dial 5000

3. Press #

4. When prompted, enter 

the extension number

6. Hang up quickly so the 

message is heard

Complete the call and 

hang up.

No

Yes

No

Telephone - Supervised Transfer

Ask if they wish to 

speak with the caller.  

(i.e. “John Doe 

would like to speak 

with you 

about_________”)

Press TRANS/CONF 

to connect a 3way 

call. Tell the caller 

that you have the 

person they are 

calling on the line.  

When they start 

talking, Hang up.

Yes

No

Yes


