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RUNNING SHEET 
 
The purpose of the Running Sheet is to keep a chronological record of all 
contacts made during the investigation of a complaint.  Reference should be 
made to File Notes for detailed information of the contacts.  
 
CLIENT:________________________________________________________ 
 
COMPLAINANT:__________________________________________________ 
 
COMPLAINT COORDINATOR:_______________________________________ 
 
 
 
DATE TIME CONTACT DETAILS INITIALS 

    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
 


