Guide to Organizing a Phone Book
A phone bank is a very effective voter contact tactic.  A Phone Bank is when a group of volunteer meet a location with multiple telephones/ lines and make outreach calls to a large list.   
Phone banks generally take place at your campaign office or a central location that is convenient for volunteers.   Because you will need multiple phone lines—law offices and friendly businesses are often used as phone bank locations.  
Volunteer Phone Banks usually takes place in the evening (the best calling hours are

between 5:00 and 9:00 pm, Sunday through Thursday nights.
Steps to Organizing your Phone Bank:

· Determine Your Goal (Make 1000 calls and make 500 contacts to Recruit 100 volunteers or to Make 500 GOTV Calls or to Inform 300 people of their polling location.) 

· Set your Phone Bank Time

· Determine your Location. (Generally your Campaign office, but a Phone bank can take place at a local ally office, volunteer home, or now in the age of cell phones—they can take place just about anywhere-even outdoors (in a quiet place of course)

· Recruit Volunteers

· Call to Remind Volunteer to Show Up

· Prepare for Volunteers (Print Lists, Print Scripts, Print FAQs, Print Data Sheets, Make sure your Phones are working/Charge your cell phones)

· Greet Volunteers and Conduct a Brief Training

· Make Calls!!  And Hit your Goals

· At the End of the Night- Debrief and Celebrate your Success (Ask Volunteers to come back)

· HAVE FUN.   

Type of Volunteer Phone Bank Call Types
· Volunteer Recruitment:  Call are intended to recruit more volunteers
· Event Turn Out:  Calls are intended to promote an event and recruit RSVPS or “hard counts” for the event
· GOTV:  Phone bankers make calls to Get out the Vote/ Provide information about their Polling Place/Remind Voter to Vote/Clarify any Confusing Voting  Information
· Issue Id:   These calls are intended to get information on what issue is most important to the voter.  

When Organizing a Phone Bank keep these things in mind:
Over recruit. 
If the campaign has six phone lies available, recruit ten volunteers.

Inevitably, some of the volunteers will not shop up or will find that they would

prefer to do other work. If the phoning takes place at a location outside the

campaign, be sure to have some non-phoning work as a backup.

Make reminder phone calls the night before. 
This cannot be overemphasized. If a volunteer does not receive a reminder phone call the night before, he or she is much more likely to forget or to assume that the campaign no longer needs the help. Reminder calls are mandatory!

 Write a script that the volunteers can use. 
 This should be a short, succinct script that the volunteers should feel comfortable with. Once phone bankers learn the script and are comfortable, encourage them to use the script just as a guide and add their own words (although be sure they always stay on message). The types of

scripts will vary depending on the nature of the calls.

Take time to train each volunteer. 
Volunteer callers need specific training and assistance before beginning

the calling. Explain the reason for the phoning and why it is important to the

campaign. Ask the volunteer to read through the script aloud for practice, and be

prepared to give feedback.

Be available to answer questions and respond to comments. 
Phone bankers will often have questions once they being to make calls.  Someone must be accessible and approachable to all volunteers and answer their questions. Check in with the

volunteers regularly and ask them how the calls are going. If they are getting

frustrated, tell them to take a short break and return to the calls when they are

refreshed.

At the end of the night.
Be sure to ask the volunteer to sign up to come back again!  Always make sure that everyone collects track their data.  
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