DOCUMENTING PARENT PHONE CONFERENCES

Using Outlook Contacts to document phone conferences with parents is quick and easy. Simply make a
“Contact” with the parent information. You can add as little or as much as you want. When the contact is
opened, there is a nice big “Notes” section where you can have a written record of parent phone calls.
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The contact information prints out nicely with the “Notes” section.

Terrell, Mary

Full Hame: John Smith

Last Name: Smith

First Hame: John

Ho e (22F) 222 2272

E-mail: johnsmithi@agmail.com

E-mzil Display As: John Smith (johns mithi@ gm ail. com)

9/22/10 - parent called with concern over student class work
9/24/10 - teacher called with upd ate
9/26/10 - dhr. Smith called with questions over upcom ing test,



