SYSTEMS TRAINING:  Calling Calendar

Instructions for using calling calendar.

1. Download from website.

2. Put the month in the middle box at the top of the right side of the calendar

3. Put the year in the right box at the top of the right side of the calendar;   leave the date and the day (at the bottom of the calendar) blank.  It is easier to write it in then print it off.

4. Print off 15 copies; put copies back in your printer and print off 15 copies on the backs of the first print.  I usually print off 3 months at a time.  If you want to do this at the copy shop you can do the whole year and save a little money in bulk printing.

5. Gently fold the copy in half to find the middle and cut it in half.
6. Punch 3 holes so they will line up with a small 3 ring binder

7. Take your leads and put them in the dates to be called with telephone number. If you tell your lead that you will call them in Oct….skip ahead in your calendar and write it down.  You will never forget to call again.

8. If the person is not home put them on your calendar 3-4 days ahead at a different time of the day.

9. Use the right side of the page, “things to do / notes” to keep track of phone messages.  

10. This binder should remain on your desk.  When you take an Usborne phone call, take the time to walk to your desk and write in this binder. You will save yourself a lot of time looking for notes if it always remains in one place.    
A calling calendar will help you know what work needs to be done on any given day.  You can just show up to your calendar, make your phone calls and be finished.  I suggest you make 5-10 phone calls a day.  This would be recruiting phone calls, new business phone calls, home show/ hostess phone calls and training calls.  

