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TELEPHONE CONVERSATION RECORD

Date: ______________________________ Time: ________________________

Conversation with: ________________________________________________________

Regarding Protocol: _______________________________________________________

I Placed Call ¨ I Returned Call ¨
Party Called ¨ Party Returned Call ¨

Summary of Conversation:  _______________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Action or Follow-up Necessary:  ___________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

_____________________________________________________________________________

Action Taken:  _________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Signature: ___________________________


