PHONE SCRIPT & RECORD FOR CONTACTS

WITH PROSPECTIVE WLE MENTORS

	Location: ____________________________
	Contact:___________________________

	Phone #: ____________________________
	Email: ____________________________


1.  Ask for the person by name:

“Hello, may I please speak to __________________________________?

2.  Introduce your self and what you are calling about:

“Hi, my name is ________________________________.  My high school has an internship program, and I am wondering if your business would be interested in having me as an unpaid intern on 11 Tuesdays from October to December.  Are you interested?
· If they say no say, “ok, thank you for your time.”
· If they want more information, then tell them more about the program:
(use the back of this sheet)

· If they would like you to email an overview ask, “What is your email address?”

Email:  ____________________________________________________

· If they would like to know more over the phone, let them know:

“I will be available to participate (day, times, duration):

______________________________________________________________________

“As my mentor, you would:

1. _____________________________________________________________________

2. _____________________________________________________________________

3. _____________________________________________________________________

4. _____________________________________________________________________

“As your intern, I am expected to : 

1. _____________________________________________________________________

2. _____________________________________________________________________

3. _____________________________________________________________________
4. _____________________________________________________________________
4.  Find out more about the organization and a possible internship:

“Can you tell me a little more about your organization and what I could do as your intern?”: 

1. _____________________________________________________________________

2. _____________________________________________________________________

3. _____________________________________________________________________
4. _____________________________________________________________________
5. _____________________________________________________________________
5.  Ask the person about further contact information

“If you have further questions about the program or would you like to speak more with my Academic Advisor, _________________________, you can contact him/her at:

Phone#: _______________________

Email: _______________@es-impact.org
“Also, you can contact me at __________________________________________________

6.  Ask the person about a follow up conversation

“What would be two good times and days for my advisor to follow-up with you about this possibility?”

1. _____________________________________________________________________

2. _____________________________________________________________________

7.  Salutation

“Thank you very much and I look forward to talking with you more.”

Notes/Comments/Follow-Ups:

