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The following page contains a telephone survey that you can use to request details from your contacts.

To use the survey:

1. In the greeting, replace name and company with your own contact details.

2. Delete any document types that you do not send to your contacts.

3. Remove this page of instructions.

4. Replace the field names in angle brackets with the details of the people you want to survey. 
(Tip: If you have Attaché ODBC, you can use Word’s mail merge feature to extract the required information from your Attaché data files.)

Telephone Survey for Electronic Document Delivery


Contact
«Contact»
Company
«Name»




Phone
«Phone»
Fax
«Fax»




Hello. This is  name  from  company.  I would like to speak to the person in charge of receiving invoices, statements and other documents of that nature.

We are implementing a new system for the delivery of documents, such as invoices, to your company. The new service is called Attaché Alex, and it allows us to electronically send these documents to you by email or fax. 

To get this new service up and running, I have a few questions about how you would like to receive documents and who they should be addressed to. 


Firstly, I am going to read a list of the types of documents that we send to your company. 

(state appropriate documents)
• invoices
• delivery dockets
• statements

• credit adjustment notes
• purchase orders
• remittance advices

Please tell me the person or department in your company that these documents should be addressed to. 

(write name of person or department) 
______________________________________


Would you be happy for us to send these documents to you by email from now on? 

  Yes — What is the email address for this person or department? _______________________________











(write email address)
If answered Yes at 3a, go to question 4
 No — Would you be happy for us to send these documents to you by fax? 


  Yes — What is the fax number for this person or department?____________________________










(write fax number, incl area code)


If answered Yes at 3c, go to END
  No — 
As you answered “no” to email and fax, you must want to receive these documents only by mail.  Is there a particular reason why you want to receive documents by mail only? 

(write reason) ________________________________________________________________________  

If answered No at 3d, go to END


Now, I need to ask you a couple of questions about the computer software you use for email and for Internet browsing. This is to ensure that your system is compatible with the Attaché Alex service. 

Which email program do you use? 

  Microsoft Outlook Express
  Microsoft Outlook 
  Eudora 
 Other_________________

  Don’t know

Can you tell me the version number of this email program? ___________________    Don’t know
Which Internet browser do you use?

  Microsoft Internet Explorer 
  Netscape Navigator/Communicator
  Other ________________

  Don’t know
Can you tell me the version number of this browser? ________________________    Don’t know

Thank you for your time.

(If answered Yes at 3a) Shortly I will send an email to confirm that I wrote down the email address correctly.
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END
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