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Customer Information Form

At Sprint Online, our aim is to ensure your clients are given the best possible service, answering your calls as if we were part of your own company. To achieve this, we need to collect as much information as possible about your organisation.
Please fill out the following form as fully as you can. Don’t worry if you’re unsure of anything, before we go live we will discuss your details with you to confirm that we have complete and accurate information and that we fully understand how you want your calls answered and dealt with. 
If you have any questions about this form, please email hello@sprintonline.co.uk or call us on 01372 626122.

	General


	Contact Name: 
	Click or tap here to enter text.

	Company Name: 
	Click or tap here to enter text.

	Company Number: 
	Click or tap here to enter text.

	Main Telephone Number: 
	Click or tap here to enter text.

	Mobile Number: 
	Click or tap here to enter text.

	Emergency Telephone Number: 
	Click or tap here to enter text.

	Email Address:
	Click or tap here to enter text.

	Website:
	Click or tap here to enter text.

	Address Line 1:
	Click or tap here to enter text.

	Address Line 2:
	Click or tap here to enter text.

	Address Line 3:
	Click or tap here to enter text.

	City:
	Click or tap here to enter text.

	Postcode:
	Click or tap here to enter text.

	Start Date:
	Click or tap to enter a date.
	

Your Business Hours


	Monday:
	Click or tap here to enter text.

	Tuesday:
	Click or tap here to enter text.

	Wednesday:
	Click or tap here to enter text.

	Thursday:
	Click or tap here to enter text.

	Friday:
	Click or tap here to enter text.

	Saturday:
	Click or tap here to enter text.

	Sunday:
	Click or tap here to enter text.

	What service do you require?
	☐ 24/7
☐ Daytime Reception Service (excluding Sundays)
☐ Daytime Reception Service (including Sundays)

	

Required Hours
This is only for the Daytime Reception Service. Please choose a start and finish time between 8:00AM to 9:00PM Mondays to Fridays, 8:30AM to 5:30PM Saturdays and 10:00AM to 4:00PM Sundays.


	Monday Start Time:
	Click or tap here to enter text.

	Monday Finish Time:
	Click or tap here to enter text.

	Tuesday Start Time:
	Click or tap here to enter text.

	Tuesday Finish Time:
	Click or tap here to enter text.

	Wednesday Start Time:
	Click or tap here to enter text.

	Wednesday Finish Time:
	Click or tap here to enter text.

	Thursday Start Time:
	Click or tap here to enter text.

	Thursday Finish Time:
	Click or tap here to enter text.

	Friday Start Time:
	Click or tap here to enter text.

	Friday Finish Time:
	Click or tap here to enter text.

	Saturday Start Time:
	Click or tap here to enter text.

	Saturday Finish Time:
	Click or tap here to enter text.

	Sunday Start Time:
	Click or tap here to enter text.

	Sunday Finish Time:
	Click or tap here to enter text.

	

Call Response


	Standard Greeting:
	Thank you for calling [Company Name], [Operator Name] speaking, how may I help?

	Please Indicate Whether You’re Happy With This Standard Greeting:
	☐ Yes
☐ No, please provide alternative: 
Click or tap here to enter text.

	What Would You Like Callers To Be Told When You’re Not Available:
	Click or tap here to enter text.
Most common answers include “In a meeting”, “Not available”, “On another line”, “Not at their desk” and “Out of the Office”

	What would you like the response to be if the operator is asked if they are a call answering team?
	Click or tap here to enter text.

	How would you like to receive notifications?
	 Email Click or tap here to enter text.
 SMS Click or tap here to enter text.
 Live Transfer Click or tap here to enter text.
 Voice Mail Click or tap here to enter text.

	

About Your Business


	Type of Business:
	Click or tap here to enter text.

	Business Background:
	Click or tap here to enter text.

	Directions to Your Office / Premises (If Applicable):
	Click or tap here to enter text.

	Product/Service Information and Prices (If Applicable):
	Click or tap here to enter text.

	Types of Calls To Expect:
	☐ General Enquiries
☐ New Enquiries 
☐ Regular Callers
☐ Appointment Booking
☐ Other (Click or tap here to enter text.)

	What Information Would You Like Us to Collect:
	☐ Name
☐ Company
☐ Telephone Number
☐ Email Address
☐ Source
☐ Other (Click or tap here to enter text.)

	

Additional Staff Members
If there are more then 5 additional staff members, please ask us for an additional staff member form.


	STAFF #1                      Name:
	Click or tap here to enter text.

	Position:
	Click or tap here to enter text.

	Telephone Number:
	Click or tap here to enter text.

	Extension:
	Click or tap here to enter text.

	Email:
	Click or tap here to enter text.

	STAFF #2                      Name:
	Click or tap here to enter text.

	Position:
	Click or tap here to enter text.

	Telephone Number:
	Click or tap here to enter text.

	Extension:
	Click or tap here to enter text.

	Email:
	Click or tap here to enter text.

	STAFF #3                      Name:
	Click or tap here to enter text.

	Position:
	Click or tap here to enter text.

	Telephone Number:
	Click or tap here to enter text.

	Extension:
	Click or tap here to enter text.

	Email:
	Click or tap here to enter text.

	STAFF #4                      Name:
	Click or tap here to enter text.

	Position:
	Click or tap here to enter text.

	Telephone Number:
	Click or tap here to enter text.

	Extension:
	Click or tap here to enter text.

	Email:
	Click or tap here to enter text.

	STAFF #5                      Name:
	Click or tap here to enter text.

	Position:
	Click or tap here to enter text.

	Telephone Number:
	Click or tap here to enter text.

	Extension:
	Click or tap here to enter text.

	Email:
	Click or tap here to enter text.

	

Additional Service Information
For non 24/7 clients only


	You can offer callers the option of leaving a message or being diverted to another number, e.g. your mobile. Would you like to use this option?
	☐ Divert to voicemail 
☐ Give option to divert to emergency number (as per page 1)

	Would you like the standard message to be played?
	☐ Yes (“Thank you for calling Your Company Name. Our offices are now closed. Please leave a message and we will return your call when we re-open.” OR “Thank you for calling Your Company Name. Our offices are now closed. If your call is urgent please press 1 now to be diverted to someone who can take your call. Alternatively hold the line to leave a message and we will return your call when we re-open.”)
☐ Other Click or tap here to enter text.

	
Further Comments


	Is there any other information that may be useful?
	☐ No
☐ Yes (Click or tap here to enter text.)





What’s next?
In order to provide you with a very personal answering service, tailored to the needs of your business it is important that we have all the details agreed.
As soon as we receive your form we will review your requirements, perform a few basic checks to confirm that you are a bona fide business, and then we’ll be back in touch to confirm the details and agree the service start date. This should be within two to three working days.
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