EXAMPLE


Script for an inquiry.

1. Answer the telephone within three to four rings

2. Have a smile on your face before you pick up the phone.

3. Answer the telephone saying “ good morning or good afternoon, thanks for calling (your company name), this is (your first name).

4.  Listen to the Inquirer's question.

5. Answer the Inquirer's question with


“great, just so I can help you best with that would it be okay if I ask you a few questions?”

6. Look for an affirmative answer.

7.  Ask questions based on the inquiry.

8. Give out positive feedback and bits of information based on what they are looking for.

9.  When you are getting close to taking them to the next the next step (arranging a meeting) use this question,



“what matters most to you when looking for a (name of product or service)?”

10. Confirm the caller's details and time of appointment.

11.  End the call positively by saying something like

“(Sale person’s name) will be keen to talk with you to get you exactly what you want.  He will be seeing you on (appointment time and date) see you then.”

12. Be the last person to hang up the phone.
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