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Diary Management Service
Answer4u provides diary management for your meetings and appointments

Knowing your diary is up to date gives 
you peace of mind. Answer4u provides 
diary management so you know 
your meetings and appointments are 
accurately scheduled.

Effective diary management means you 
should always be able to concentrate 
on the tasks that will have the biggest 
impact on your business.

If you are busy with a client or in a 
meeting, we know how difficult it can be 
to set time aside for answering calls for 
bookings and recording them in your 
diary effectively.

With professional customer support 
outsourcing, the Answer4u team are 
here to take the headache out of your 
diary management, so you are safe 
in the knowledge that none of your 
important appointment bookings are 
missed or incorrectly scheduled.

The Service:

l  ���We’ll handle appointment bookings 
for as many people in your business 
as required

l  �We integrate seamlessly with your 
preferred diary management system

l  �All the relevant information you’ll  
need will be captured to help  
support you and your business

l  �Optional call forwarding capability, 
we’ll patch your callers through  
to a requested individual or relevant 
department if they meet your  
set criteria

l  �Messages can be taken and 
forwarded through the delivery 
method of your choice

l  ��Bespoke reporting available including 
call statistics, historical messages etc.

l  �Multiple service options can  
be incorporated, providing  
a comprehensive overall  
solution and streamlining  
your day to day operations

Benefits to you and your business:

l  �Allows you to concentrate  
on your busy working day,  
free from distractions

l  ��Never lose the opportunity  
for new business through  
missed bookings

l  �Added peace of mind  
that your bookings  
are scheduled and  
recorded effectively

l  �Data capture handled  
by professionals to  
guarantee accuracy


