BNL Recorded Information Hotline


NORMAL OPERATION MESSAGE

The Laboratory will be open during its normal operating hours and will remain open until further notice.

*Follow with TRAILER

MORNING CLOSING MESSAGE

The Laboratory is closed until further notice --- Essential personnel are expected to report for their scheduled shift --- Day and Date --- Employees should call the BNL Recorded Information Hotline for an update on the Laboratory status.

*Follow with TRAILER

EARLY DISMISSAL MESSAGE

The Laboratory will be closed at --- Time --- and is expected to reopen at midnight --- Essential personnel are expected to report for their scheduled shift --- Employees should call the BNL Recorded Information Hotline for an update on the Laboratory status.

*Follow with TRAILER

DELAYED OPENING MESSAGE

The Laboratory will delay opening until --- Time --- today --- Day and Date --- Essential personnel are expected to report for their scheduled shift.

*Follow with TRAILER 
 SPECIAL ANNOUNCEMENT MESSAGE

Prepared announcement.

*Follow with TRAILER 

*TRAILER: “For more information about Brookhaven National Laboratory, press 1 for the hotline main menu, or go to www.bnl.gov.  If you are calling about an actual medical or fire emergency at BNL, then hang up and dial Ext. 2222 or 

631-344-2222  from a cell phone.  Again, for more information about Brookhaven National Laboratory, press 1 for the hotline main menu.”

This procedure was last printed on 10/9/2003 2:47 PM.  Once printed, this file is no longer an official copy.  Before using a printed copy, verify that it is the most current version by checking the document revision on the Facilities & Operations Procedure Web Page: http://fosteq.bnl.gov/FOP%20Home.htm

Change GREETING Message

1. Dial 7500

2. Press # and enter mailbox number 4636

3. Enter password (####)

4. Press 3 to RECORD GREETING MESSAGE

5. Press 1 to CHANGE MAILBOX GREETING MESSAGE

6. Press 2 to RECORD A NEW MAILBOX GREETING MESSAGE

7. Record GREETING

NOTE: Leave 5 seconds of silence at the end of recording

8. Press # when finished recording

9. Press # if satisfied with greeting, or press * to re-record, or press 1 to replay greeting

10. Press * to DISCONNECT

This procedure was last printed on 10/9/2003 2:47 PM.  Once printed, this file is no longer an official copy.  Before using a printed copy, verify that it is the most current version by checking the document revision on the Facilities & Operations Procedure Web Page: http://fosteq.bnl.gov/FOP%20Home.htm
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