The Grant Wood Way:
Phone & Email Communication
To Answer Your Phone: 
· If not a specific department or if staff member serves multiple areas:
Grant Wood AEA, this is (first name - last name is optional)
· If working in a specific department:
Grant Wood AEA (specific department), this is (first name - last name is optional).

Voice Mail Greeting:

· Grant Wood AEA, (department/position optional) this is (first name - last name is optional) on (date – day & month).  (Status), please leave a message and (indicate when you will respond).  If you need immediate assistance (give specific directions for personal assistant).

Implications
· Identify GWAEA by name so customer knows the name of the Agency 

· Greeting changed daily or as circumstances dictate (weekly greeting for consistent assignment). This suggests to the customer that the individual is attending to their voice mail on a regular basis.
· Each phone should have a Personal Assistant number programmed – customer should be able to reach a person.
· Recommended reply time is approximately 24 – 48 hours
· Discuss individual modifications with supervisor

Email

· Each email should contain a signature line which includes

Name

Position

Grant Wood AEA

Address (6th St., 33rd, Coralville)

Phone – local and 800 798-9771 ext. 

· If not checking messages for an extended period of time use a vacation message and give an alternate person to contact .
