Phone Tree Template





In the event the Senior Mgr is unavailable, Mgr 1 will be responsible for implementing the Senior Mgr phone tree. In the event a Mgr is unavailable, the next member of staff down on the list is responsible for implementing the team phone tree.
	 [Senior Mgr] Phone Tree

	Ref
	Name
	Work desk tel
	Work mob
	Personal mob
	Home tel

	1. 
	[Mgr1]
	
	
	
	

	2. 
	[Mgr2]
	
	
	
	

	3. 
	[Mgr3]
	
	
	
	

	4. 
	[Mgr4]
	
	
	
	


	[Mgr 1] Phone Tree

	Ref
	Name
	Work desk tel
	Work mob
	Personal mob
	Home tel

	1. 
	
	
	
	
	

	2. 
	
	
	
	
	

	3. 
	
	
	
	
	

	4. 
	
	
	
	
	

	5. 
	
	
	
	
	

	6. 
	
	
	
	
	

	7. 
	
	
	
	
	

	8. 
	
	
	
	
	

	9. 
	
	
	
	
	

	10. 
	
	
	
	
	


	[Mgr 2] Phone Tree

	Ref
	Name
	Work desk tel
	Work mob
	Personal mob
	Home tel

	1. 
	
	
	
	
	

	2. 
	
	
	
	
	

	3. 
	
	
	
	
	

	4. 
	
	
	
	
	

	5. 
	
	
	
	
	

	6. 
	
	
	
	
	

	7. 
	
	
	
	
	

	8. 
	
	
	
	
	

	9. 
	
	
	
	
	

	10. 
	
	
	
	
	

	[Mgr 3] Phone Tree

	Ref
	Name
	Work desk tel
	Work mob
	Personal mob
	Home tel

	1. 
	
	
	
	
	

	2. 
	
	
	
	
	

	3. 
	
	
	
	
	

	4. 
	
	
	
	
	

	5. 
	
	
	
	
	

	6. 
	
	
	
	
	

	7. 
	
	
	
	
	

	8. 
	
	
	
	
	

	9. 
	
	
	
	
	

	10. 
	
	
	
	
	


	[Mgr 4] Phone Tree

	Ref
	Name
	Work desk tel
	Work mob
	Personal mob
	Home tel

	1. 
	
	
	
	
	

	2. 
	
	
	
	
	

	3. 
	
	
	
	
	

	4. 
	
	
	
	
	

	5. 
	
	
	
	
	

	6. 
	
	
	
	
	

	7. 
	
	
	
	
	

	8. 
	
	
	
	
	

	9. 
	
	
	
	
	

	10. 
	
	
	
	
	


Team 1





Team 3





Team 2





Manager 1





Manager 2





Manager 3





Senior Manager





Team 4





Manager 4
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