	Principal NOT Available

	You
	“Hello, I’m here to see Principal Dr. _____________________”

	Clerk
	Is the Principal expecting you?”

	You
	“She should be!! I am back out for our annual service call.”

	Clerk
	Will she know what this is reference to?

	You
	“We are the Chicago Teachers Union ENDORSED benefit plan provider”
TIP:
	· Show/flash the front of the book with the CTU letter of endorsement.


“Will take 2 minutes”
“We’re going to coordinate an appreciation day for both Teachers and Staff 

	Clerk
	The Principal is not here. Can you leave a card?

	You
	“No worries. I’ll come back.”
When do you expect him/her to return?”
TIPS: 
	· Do not leave a card 

	· Do not leave the folder 

	· Explain very little

	· Exit quickly after thanking them for their time

	· Do not linger






