
PARTS DEPARTMENT 
PHONE CUSTOMER SERVICE

All calls answered by 
second ring

I am currently assisting another 
customer may I place on a brief 
hold or would you prefer a call 

back?

Ask the customer how 
may I help you? 

If placed on hold, ask a 
colleague if they can 

assist them?

Thank you calling ABC 
Motors Parts Department. 

My name is ________.

Collect all info to assist 
customer with their 

request.

If on hold for two minutes, ask 
customer to continue to hold or 

have a call back.

Ask for the sale and/or direct 
them to service for 

scheduling to complete their
request.

When available to assist 
customer, follow left side 

steps.

Thank them for calling ABC 
Motors Parts Department.

Placing on hold 
process.Assist customer.
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