Phone Form for Receptionists	Complete for Each Call

1.
Greeting:






Good morning/afternoon, thank you for Calling [practice name], [your name] speaking, how may I assist you?
Sure, I can help you with that. May I get your name please? 	 Thank you [caller’s name], and what’s the best number to reach you at? 		 Great, and can you tell me how you heard about us? 	  Terrific and which procedure did you want to discuss with [doctor’s name]?	  Ok, fantastic and did you have a time frame for when you wanted to have this done? 		
2.
Attempt to Book the Consultation:
· Thanks so much for that [caller’s name] and let me give you some information…The next step is to book a consulta- tion to meet with [doctor’s name]. Since [he/she] is in such high demand, the consult fee is [$ amount] to reserve your time with [him/her] that I take over the phone now, and it does apply towards your surgery. I see my next available appointment is [date] at [time]. Does that work for you?
3.
How Much is it? (Pre-frame BEFORE Price):
· Oh, sure [caller’s name] and just so you know, [doctor’s name] has been practicing more than [number] years and has performed more than [number] surgical procedures so you’re in great hands. Now, the fees for [procedure] start at [$ amount] AND we ofer easy pay plans if you’re interested. So, did you want to take our next available appoint- ment on [date] at [time]?
Procedure
Starts At
Avg. Downtime
Liposuction
$
2-5 Days…
Tummy Tuck
$
5-10 Days..
Facelift
$
7-10 Days…
Rhino
$
5-7 Days…
$
$
4.
Downtime Example:
· Sure [caller’s name], so the downtime for [procedure] is typically [number] days depending on your own body, and some patients take a bit longer, AND you’ll get all those details at your consultation. So, does [date] at [time] work for you?
5.
Clinical Questions:
· That is a great question for [doctor’s name] to answer for you during your virtual consultation…Did you want to take our next available appointment on [date] at [time]? Does that work for you?
6.
Don’t Leave Empty Handed:
· [caller’s name], it seems you’re not quite ready to book a consultation just yet, but I would be happy to send you more information about our practice. I just need an email?
…and some patients take a bit longer. You’ll get all those details at your consultation, once you have been exam- ined. So, does [date] at [time] work for you?
…AND we ofer easy pay plans you’ll learn more about at your consultation. So, did [date] at [time] work for you?
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