It is ideal if the caller has immediate access to the scheduling system.  If that is not possible, have a list of open appointment times so one call will get the appointment scheduled.

If call is answered by a machine, leave a message asking her to call the scheduling desk to make an appointment for her annual physical examination.

If the call is answered:  

Hello, (Patient Name):

This is (name of staff) calling from (MTF and Clinic)
Our records show that you are due for your “well woman” examination. Is this something you have been planning?  

Can I make an appointment for you?

If answer is “yes”:  Ask for preferences re: appointment time and schedule the appointment,

Additional information is needed:  F For women over 40, this usually means a visit with your health care provider for a physical examination, Pap testing, and scheduling of a mammogram. These tests are routine screening exams to check for the earliest signs of health problems. 
If she does not make an appointment, ask if it is okay for you to call at a later time to schedule the appointment.

