
The Voicemail Message Funnel 
In order to get your callers what they need, when they need it, without you giving it to 
them - you want a VERY clear voicemail message to direct them. At the end of this 
lesson, you will have just that. Your voicemail will provide AUTOMATED solutions for 
your callers so that their needs are met, without demands on your time.  

Do the Study:  

1. For three days, write down EVERY caller that reaches out to your office. Narrow 
down their CALL REASON in three words or less. Be diligent about it, keep the Call 
Log on a clipboard by your phone.  

2. If you do NOT use a landline - and calls come in to your cell phone - keep a NOTE 
on your phone and mark the same information down with each call.  

3. You are going to track: 
• Name of caller (be compliant with names if on phone)  
• Three words or less for their call purpose 
• Time of day they called 
• If you answered - how much time you spent on the call 

At the end of the three days, you will have a VERY clear picture of your TYPES of 
callers, and how to categorize them and their needs for your Voicemail Message 
Funnel. 
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Day 1 - Day of week __________________________________ 

Time of call Name of caller Purpose for call Time on phone
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Day 2 - Day of week __________________________________ 

Time of call Name of caller Purpose for call Time on phone
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Day 3 - Day of week __________________________________ 

Time of call Name of caller Purpose for call Time on phone
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Create your Categories:  
Now that you have done your study, you want to create the SOLUTIONS for each type 
of caller. First, get crystal clear on your categories. It is TOTALLY ok to have an OTHER 
category, if you have a good amount of random calls. 

Most of our practitioners end up with categories that look something like this:  
• New Clients 
• Clients re-entering care 
• Current clients needing to schedule 
• Current clients with an admin need 
• SPAM calls 
• Referring practices 
• Insurance companies 
• Inquiries about the practice 

List out your categories here (keep it under 4):  

1. __________________________________________________________________ 

2. ___________________________________________________________________ 

3.____________________________________________________________________ 

4.____________________________________________________________________ 
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Create a Solution for Each Category: 
Now that you have your categories, the final step is giving each type of caller the 
solution they are looking for. Please, think AUTOMATION. If you have an OTHER 
category - that can be the group of people that ends up leaving you a voicemail - with a 
fair warning that it make take some time to get back to them. 

Example 1:  
Category: New clients  
Solution: Send them to the website to schedule 

Example 2:  
Category: Insurance company 
Solution: leave email address for financial department 

Example 3:  
Category: Current practice members needing to schedule 
Solution: text office line best times to come in, refer to website for office hours  

Example 4:  
Category: Other 
Solution: leave a message  

List out your Categories and their solutions: 

  
                          Category                   Solution 

______________________________     _____________________________________ 

______________________________     _____________________________________ 

______________________________     _____________________________________ 

______________________________     _____________________________________ 
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Ok, here we go! Let’s put together your Voicemail Message Funnel!  

1. Quick greeting:  
This is xyz family practice and we are so glad you’ve called.  

Your Words:  

2. Text is best - repeat number twice: 
Please note the quickest way to reach us is to text us at 999.999.9999, again that’s 
999.999.9999.  

Your Words:  

3.  Options for who could be calling:  
If you are a current member looking for an admin need, text us now.  
If you are a new member looking to set up your first visit with us, visit us online at 
www.xyzpractice.com. All other callers are welcome to leave a message here, but it may 
take some time to get back to you. Remember, text is best.  

Your Words:  

4.  Warm finish: 
Thank you so much for calling, and make today wonderful! 
Your Words:  
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