Script Writing Workshop!
Why write your own script?  Because a Western grad/parent/friend wants to hear from a real person and not a robot. So look at a script as a map or a guiding point, and not as something that needs to be read word for word.  By writing your own script, you can start at a place that uses your own words, your own sentence structure, and your own personality.  
Your goal is to be script free, but in order to do that you need to understand what the elements of a cold call are.  This way you can write a script that is personalized just for you and when you’re ready to toss the script, you can still encompass these elements in your call.

The 7 Elements to the Phonathon Call

1) Introduce Yourself
2) Grab the Prospect’s Attention
3) Give the Reason for the Call

4) Start a Conversation

5) Make an Informational/Qualifying Statement
6) Ask! Ask! Ask!
7) Close the Deal

1) Introduce Yourself!

This is the most simple of the steps because all you need to do is introduce yourself and identify Western as the reason you are calling.  

DO say your name and say that you are a student of Western.

Example Introduction: “Hello, my name is Megan and I am a student calling from Western Washington University.”

Example Introduction:  “Good evening, I’m Alyssa and I’m a student at Western Washington University”

Now use your own wording 
Introduction:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2) Grab the Prospect’s Attention!

Not all the prospects you are calling to speak with will answer the phone.  Sometimes the person answering is his/her daughter, spouse, parent, etc.  You are going to need to begin your call in such a way that the person for whom you are calling will be handed the phone; or that the person you are calling has actually answered the phone and will decide to stay on the line and hear you out.  

DO this by using key words that make a connection between you and the person who has answered the phone.  You both have something in common: WWU!
Example Alumni: “May I please speak with Western grad Abbie Smith?” 

(Key words: Western grad)

Example Parent:  “Is Western parent Bill or Melinda Kirst available?”

(Key words: Western parent)
DO be polite.  If it sounds busy in the background or if the prospect is irritated because they are eating dinner, politely ask if there is a better time to call back.

DO NOT give the prospect the opportunity to say “no” to you in the beginning of your call.  The only time you should hear “no” is if you ask for a prospect and he/she is not home.  Remember that you want to start a conversation, not end it.  

Example of what not to say: “I’m calling to speak with Allison Martinez, do you think she would like to talk to me?”

There is a difference between asking if someone is there and asking if they want to talk to you.

Now, look at the examples above and write your own attention grabber for each category: 

Alumni: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Parent: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3) Give the Reason for the Call

You want to let the Prospect know why you are calling right away.  This avoids irritation on the Prospect’s behalf because they won’t be waiting for you to get to the point.  This is also a good time to update the Prospect’s address!!!
DO this by telling the prospect that you are calling to tell them what is going on with his/her specific department and to talk about the Annual Fund.
DO update the prospect’s address!!!!
Example Alumni:  “The reason I am calling you tonight is to update your address, let you know what is going on with the (insert department) department and to tell you a little bit about the Annual Fund.  Are you still living at (Address as given to you by Dialvision)?”
Example Parent:  “I’m calling you tonight specifically on behalf the Parent's Program to let you know what's happening on campus and speak with you about the Parent's Annual Fund.  Are you still living at (address as given to you by Dialvision)?”
Now, look at the examples above and write your own reason for the call for each category: 

Alumni: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Parent: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4) Start a Conversation (Ask a Question)

Part of what makes the phonathon stand apart from other telemarketers is that we like to friend-raise as much as fundraise.  There are many Alumni who look forward to their annual call from us and it is important that they feel good about Western and about their Academic Department.
DO come up with a question to ask that will start a conversation.
DO ask a question that will make a deep or nostalgic connection between the prospect and WWU.
Example Alumni:  “Who was your favorite professor?”

Example Parent:  “What is your child’s favorite thing about WWU?”

Now, look at the examples above and write your own conversation starter for each category: 

Alumni: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Parent: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
5) Make an Informational/Qualifying Statement
The purpose of the qualifying statement is to give the prospect an opportunity to respond favorably and also to give him/her a reason to donate to the Annual Fund.  
DO Tell the prospect what his/her department is raising funds for.  This information will be given to you in Dialvision.
Example Alumni: “Like I said before, I am calling to talk to you about the (insert department as given by Dialvision) department and tell you about the annual fund. This year the (insert department) is raising funds for (insert three funding priorities as given to you by Dialvision or the departmental fact sheet).
Example Parent:  “I had mentioned that I wanted to talk to you about the Parent’s Program.  The Parent’s Program helps to fund programs on campus like the Career Center which can help students find internships and jobs in their major.”

Now, look at the examples above and write your own informational statement for each category: 

Alumni: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Parent: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
6) Ask! Ask! Ask! (The 3 Asks)
When asking the prospect for a donation, sometimes it helps to make a connection between the prospect and other prospects who are donating.  The following examples are broken down into Futures, Formers and Renewals.

Ask #1
DO mention the prospect’s last gift if he/she is a Former or Renewal donor.

DO make a connection between the prospect and other prospects who are donating to the annual fund.

DO ask for the specific amount as written in Dialvision!!!!

Example Alumni Future:  “We’d love to have you join other alumni who support Western.  Most of them are joining the annual fund tonight with a gift of $100.  Would you be interested in joining them with an equal gift of $100?

Example Parent Future:  “We’re trying to raise $10,000 for the Parent Fund tonight and I’m hoping you’ll help us reach our goal by donating $100 to this cause.
Example Alumni Former/Renewal:  “Your last gift was so important and we hope that you’ll be interested in donating again.  Most alumni are increasing their gifts this year to (insert ask amount as given by Dialvision).  Would you be interested in joining them with an equal gift of (ask amount)?”

Example Parent Former/Renewal:   “Your past donation is greatly appreciated and we’re hoping that you’ll be interested in donating again.  Would you be interested in joining other Western parents with a gift of (insert ask amount as given by Dialvision)?”

Now, look at the examples above and write your own “Ask” for each category: 

Alumni Future: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Parent Future: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Alumni Former/Renewal: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Parent Former/Renewal: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Ask #2
DO tell the Prospect you understand, and bring the ask amount down (don’t nose-dive), offer installments, or ask if the prospect might be interested in donating to a department of his/her choice.
Example 2nd ask:  “I understand.  Would you be interested in donating (second ask amount as specified in dialvision)?”

Example 2nd ask:  “I know times are tough right now.  We can break your gift down into four monthly installments.”

Example 2nd ask:  “I understand. Gifts from alumni are extremely important.  Would you be interested in donating to a department of your choice?”
Now, write your own 2nd ask.:

Second Ask

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Ask #3
DO Validate his/her reason for not wanting to give.
DO Ask for a participation gift of $25.  Use, “Any amount helps.” line.
Example 3rd Ask:  “That makes perfect sense.  Would you be interested in donating with a participation gift of $25? Any amount helps.”
Now, write your own 3rd ask:
Third Ask

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
7) Close the Deal

When closing the deal, make sure you do five things:
1) DO thank the prospect.

2) DO verify the amount of the pledge.
3) DO ask for credit card information and verify the number (offer check if prospect is unhappy about the 
    credit card).
4) DO make sure to check and see if the prospect works for a matching gift company.

5) DO tell the prospect that he/she will be sent a confirmation of his/her pledge in the morning mail.

Example Alumni/Parent:  “Great!  Thanks so much for your support of Western.  I have recorded your pledge of (Pledge Amount) to the (Department).  Is that correct?  Would you like to put that on your visa or mastercard?  I have recorded your visa number as (number and expiration date).  Since you work for a matching gift company, I am going to send you some information in the morning mail along with a confirmation of your pledge.

Now write your own.  Make sure to cover all 5 steps.

Close the Deal

1)__________________________________________________________________________________________________________________________________________________________
2)__________________________________________________________________________________________________________________________________________________________

3)__________________________________________________________________________________________________________________________________________________________

4)__________________________________________________________________________________________________________________________________________________________

5)__________________________________________________________________________________________________________________________________________________________
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