(YOUR COMPANY) POLICY LETTER - OFFICE
Dispatcher Post  #1

Things Techs Will Do That Put Your Dispatcher Post In Danger:

Not call you to tell you how long a job will take.

Underestimate time it will take to do a job. 

Overestimate time it will take to do a job (rarely).

Not tell you about time delays between jobs.

Not tell you about extra time needed on a job because of added work.

Not tell you about less time needed on a job because of deleted work.

Not tell you they need to buy material before going to the next job.

Not tell you when they make a mistake on the job.

Not tell you when they damage something on the job.

Not tell you when a customer is upset.

Not tell you that they have to go back at a later time to finish job.

Not tell you about additional work needed to properly complete a job.

Not tell you about additional work requested by customer.

Make a scheduling agreement with a customer without telling you.

The more a dispatcher can anticipate these things and handle them before they cause a problem, the less stress and unhappiness they will experience on post.

(Your Name)
