Administrative Call Notes

FOUR WORKSHEETS / ONE FOCUSED SECTION PER PAGE

Date / reference:

Prepare the purpose

Topic

Reason for call

Main question

Reference kept privately

PAPERDAY / Personal, noncommercial use

1/4



Administrative Call Notes

FOUR WORKSHEETS / ONE FOCUSED SECTION PER PAGE

Date / reference:

Capture the answer

Information received

Source role

Date of call

Instruction location

PAPERDAY / Personal, noncommercial use
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FOUR WORKSHEETS / ONE FOCUSED SECTION PER PAGE

Date / reference:

Separate next steps

Action confirmed

Action suggested

Detail unresolved

Material requested

PAPERDAY / Personal, noncommercial use
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FOUR WORKSHEETS / ONE FOCUSED SECTION PER PAGE

Date / reference:

Keep the follow-up

Next question

Follow-up route

Target if stated

Record location

PAPERDAY / Personal, noncommercial use

414



