AT HOME TELEMARKETING INSTRUCTIONS

All forms must be filled out with Black Pen, Print only and must be Legible.
REQUIRED MATERIALS:

· Time Sheet

· Calling Script

· Calling List

· Code List

· Note Sheet

· Tele-Placement Sheet

· Straight edge

· A Yellow Highlighter

· Black Pen

TIME SHEET

· All time sheets must be filled out completely and faxed to DK Locating weekly in order to receive pay.

· Instructions on how to and what to fill out are at bottom of all Time Sheets

CALLING SCRIPT

· The calling script has been proven to be successful and was designed to handle most objections

· Do not deviate from the scripts sequence, structure, or words.

· The only time a deviation is accepted is when you are adding your own personality or flair.

· It is recommended that you do experiment with your flair to get better results.

· The most common objections are posted on the bottom of the scripts page

CALLING LIST

· A lists of businesses that historically been proven to accept our request.

· Any Business that said No must be lined out. All others must be coded

· Any notations or comments must be done on a note sheet and not the Calling List.

· Notations must be numbered on both Note Sheet and on the left side of business on Calling List 

· Never leave a message.

· Call all names on list until completed or the assigned approval quotas have been met.

· Any business that said yes to our request must be lined out with a Yellow Highlighter

CODE LIST

· A list of abbreviated codes to help DK Locating monitor the quality of the lists 

· All codes must be placed on the right of the list by the Phone Numbers

· NA - No Answer

· VM - Voice Mail

· CB - Call Back

· WN - Wrong Number

· D - Disconnected

NOTE SHEET

· A plain sheet of paper for notes 

· Each note must be sequentially numbered and that same number must correspond with a business.

· The corresponding number must be placed on the left side of the business name on Calling List.

TELE-PLACEMENT SHEET

· This is where all businesses that said yes are listed

· Fill form out completely

· Always make sure you have the name of person you talked to and the person who authorized it.

· Approvals can only come from Managers and Owners with very little exception

· Do Not fill out the Confirmed space. This area is used for approval verification by DK Locating

· Location # is first the total number of approvals plus the days date of that approval.

· Fax sheet to DK Locating Daily

