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Telephone notes 
Name of the 
person you  
spoke to: 

 
 

           Date you rang: 

Job Title of 
person 
 

 

Organisation    
they work 
for: 

 

         Telephone: 
 
 

 

            e-mail: 
 
 

 

What is the call  
about? 

 
 

 
 

 
 
 

 
 
 

What did you talk 
about? 
 
 
 
 
 
 
 
 
 
 

 

What needs to be 
done next? 
 
 
 
 
 
 
 

 

 


