
TELEPHONE CONTACT SHEET 

 Date call is made: ________________    Time:  __________ 
 
Person Called: _________________________________________________________  
 
Telephone #: __________________________ 
 
 

If I am asked to leave a message, what will I say?? 
 
_______________________________________________________________________      
 
_______________________________________________________________________      
 
_______________________________________________________________________      
 
 

If the person answers, what will I say? 
 
 
______________________________________________________________________      
 
_______________________________________________________________________      
 
_______________________________________________________________________      
 
 

What did they say? 
 
_______________________________________________________________________    
 
_______________________________________________________________________    
 
_______________________________________________________________________     
 
 

What more do I need to do? 
 
_______________________________________________________________________   
 
_______________________________________________________________________    
 
_______________________________________________________________________   
 


