Sample Phone Script

 MAKING THE CONNECTION

Read the following and choose what works for your situation. 
· Hi, this is [NAME], a student at Fordson High School.

· My peers and I are working on a research project examining [project topic]. Do you have a few minutes right now to talk; we have a few questions for our research?
·  We can meet at your earliest convenience. 
·  Is there someone I can speak with who may have sources for us? Anything you can provide us will be greatly appreciated. 
Tips [if they apply]:

· Whenever possible, reference a contact name in your introduction. This includes anyone at the company who may have helped you by providing you with a contact name: “Beth Smith in the human resources department gave me your name.”

· Make sure your contact has time to talk. If it is not a good time, ask them when you can call back. You may need to push this point: “Is there a convenient day and time when I can call you back?” 
Try to avoid letting them call you back—they rarely do. If they suggest this option, wait a week and then try them again. You do not want to be too pushy, but if they have not called you back within a week it usually means they do not plan to call or forgot. You should try one more time. Approach this callback gently: “I really appreciate your time; I know this is a busy time of year for you.” You can also ask them if there is someone else in the company with whom you should speak. 

· Be prepared to leave a voice-mail message. Speak clearly and sophisticatedly. NO giggling or side whispering etc.) Remember, to leave your name and number at the beginning of the message and keep the message short: “This is [NAME] a student from Fordson High School.” at (XXX) XXX-XXXX. (Enunciate the number clearly and slowly; many of us tend to speak too hurriedly on voice recordings.) Beth Smith gave me your name and suggested I speak with you about a project that we’re involved in that may be of interest to [COMPANY]. I will try to reach you again later in the day [or other specific time]. I look forward to speaking with you soon.” Or something to this nature, whatever applies. 
Remember they are doing you a favor. Show your gratitude. Good Luck ( 
