[image: image1.jpg]



Auto Attendant Greeting Worksheet

Please provide your company name. Complete fully if we do not already have your information.

	Company
	

	Account #
	

	Address
	

	City
	

	State
	

	Zip Code
	

	Copy contact
	

	Phone number
	

	Fax number
	

	E-Mail Address
	


	Wave Format
	MP3 Format
	or any other

	Sample Rate 

(Ex: 8k, 64bit)         
 
	Bit Rate 

  (Ex: 128 kbps)                                       
	Sample Rate 

(Ex: 8k, 64bit)         

	Format                                                                            (Ex: µ-law, PCM)                         
	
N/A

Format                                                                            
	Format                                                                            (Ex: µ-law, PCM)                         


Note: See below to enter scripting information and downloading instructions to your voice mail system if applicable.
Auto Attendant Scripting

	Main/Day Greeting


	

	


	Sub Greetings


	

	Sub greeting 1: 



	Sub greeting 2:

	
Sub greeting 3:


	Night/After Hours Greeting


	

	


	Other greetings (Misc.)


	

	


Downloading Instructions

	Main number to dial

	



	Prompt to Access

	



	ID

	

	Pass code

	


 

	Main/Day Greeting
prompt # and pass code

	

	Night/After Hours Greeting
prompt # and pass code

	





	Sub Greeting 1
prompt # and pass code
	Sub Greeting 2
prompt # and pass code
	Sub Greeting 3
prompt # and pass code

	
	
	


	Additional Notes
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