Attachment H—Employer Contact Log

Employment Specialist: ____________________  Week starting on: ______________

· An employer contact is defined as speaking to an employer in person.  The purpose should be to learn about the employer, advocate for a client, and/or talk about the supports you can offer.  Other examples of employer contacts include sitting in on interviews and making follow-up contacts regarding job applications.  Each contact with an employer counts; so if you talk to the same employer twice in one week, please fill in two lines.

· There are some job search activities that should not be recorded on this form.  These include contacting employers only to ask about job openings, helping clients send in resumes or helping clients apply for jobs without speaking in-person to a manager.  Contacts made by clients without your presence should not be recorded on this sheet.

1. Client: _________________________  Employer: ____________________________ 

 FORMCHECKBOX 
 w/client  FORMCHECKBOX 
  w/o client;  FORMCHECKBOX 
  interview.    Notes and plans to follow up with employer:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

2. Client: _________________________  Employer: ____________________________ 

 FORMCHECKBOX 
 w/client  FORMCHECKBOX 
  w/o client;  FORMCHECKBOX 
  interview.    Notes and plans to follow up with employer:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

3. Client: _________________________  Employer: ____________________________ 

 FORMCHECKBOX 
 w/client  FORMCHECKBOX 
  w/o client;  FORMCHECKBOX 
  interview.    Notes and plans to follow up with employer:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

4. Client: _________________________  Employer: ____________________________ 

 FORMCHECKBOX 
 w/client  FORMCHECKBOX 
  w/o client;  FORMCHECKBOX 
  interview.    Notes and plans to follow up with employer:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Employer Contact Log (backside)

5. Client: _________________________  Employer: ____________________________ 

 FORMCHECKBOX 
 w/client  FORMCHECKBOX 
  w/o client;  FORMCHECKBOX 
  interview.    Notes and plans to follow up with employer:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

6. Client: _________________________  Employer: ____________________________ 

 FORMCHECKBOX 
 w/client  FORMCHECKBOX 
  w/o client;  FORMCHECKBOX 
  interview.    Notes and plans to follow up with employer:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

7. Client: _________________________  Employer: ____________________________ 

 FORMCHECKBOX 
 w/client  FORMCHECKBOX 
  w/o client;  FORMCHECKBOX 
  interview.    Notes and plans to follow up with employer:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

8. Client: _________________________  Employer: ____________________________ 

 FORMCHECKBOX 
 w/client  FORMCHECKBOX 
  w/o client;  FORMCHECKBOX 
  interview.    Notes and plans to follow up with employer:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Supervisor’s Signature: _______________________________Date:  _____________

