
Date _______________.

Dear ______________,

Congratulations!  Your personal account is set up for WOOL’s Phone-It-In program. Your mailbox # is ___________________.   Please do not share this # with others. It is a password to your account and will prevent bogus calls being announced in your name. You are responsible for whatever is broadcast using this mailbox.
Instructions for recording your announcement:

u Call the station: 802-460-9665 

v  At the prompt, dial your "Extension"  _________________.
w At the next prompt:  Record your announcement - leave a quiet period of 7 seconds at the end.  Your announcement can be no longer than five minutes.

x Follow the instructions for reviewing and accepting your announcement.
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y Follow the prompts to save it.

z  Hang up 

{ Check your email to review the .wav copy that you will receive.

| If you’d like to re-record, wait 5 minutes and call and repeat from #1.  If your announcement is good to go, there is nothing more you need to do. It will be moved to the automation and played at the specified time. 

•  Your announcement will NOT go live until you have tested this and listened to a message that you have tested.  After testing, your mailbox will be enabled and each and every message you record will go on the air. 

•  Note:  When you record a new message, the old one is deleted. 

•  If you want to have NO message broadcast, call in and record 10 seconds of silence. 

Thanks for participating in community radio.  We hope you enjoy doing your new show.

