	BOSS NAME’s Phone Log – DATE
COMPANY NAME

	Time / Date
	Caller & Company
	Number
	Status/Message

	10:32
	John Doe; Nike
	212-555-1212c
	Called RE contract.

	3/2
	Jane Doe; Visa
	212-555-1212 w
	Called; x2

	
	
	
	 

	
	
	
	  

	
	
	
	 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


The key:

LW - left word

RT - returned call

x2 (or any #) - # of calls

RE - regarding

WTC – want to call
T – talked
w – work


c – cell


h – home

VM – voice mail

EOD – end of day

SOD – start of day
Delete everything below this line before use.

**Please note that the boxes will expand automatically if you keep typing so don’t worry about space for each message; include every bit of information you can.

**You can extend the grid of the phone sheet by putting your cursor in the last box and hitting the ‘tab’ key.

How the Phone Sheet works:
1. Rename each day’s phone sheet with your boss initials and the date such as JD1.1.10 and keep them in the same folder on your computer.

2. Any call that has a ‘T’ or ‘LW’ in the status section, remove from the list. These are people who your boss has either talked to or who owe you a call; either way, no action needed from your boss.
3. Change the time in any call from yesterday to yesterday’s date; allowing you to move those calls down the sheet by adding more rows as explained above.

4. Add any messages in your boss’ voice mail to the list with VM in the ‘Time/Date’ section which means that the person called between end of day (EOD) yesterday and the start of day (SOD) today.

5. Add any people that you boss wants to call that day into the sheet with the WTC abbreviation in the ‘Time/Date’ section.

6. At the end of each day, we’ve found it helpful to attach the phone sheet for that day in an appointment in our boss’ calendar titled “phone sheet” that they can then access after hours without having to call us.

That’s about it. If you have any questions or suggestions about this phone sheet template, please contact ProAssisting at info@proassisting.com.

Thanks.

