COMPANY NAME
RECORD OF CONVERSATION

With: Of:
File: By:
Date: [ Time Begun Time Ended Duration
[1 Telephone-Number ( ) [1 Personal Conference
[ |called [1 They called me Location 0
I returned call [1 They returned call

Others Present:

Purpose:

Major Issues Discussed:

Copies To:

Further Action Required [1 By Whom Deadline

What Action:

Report When Further Action Completed [ To:

P+A+S Associates has expertise in human resources and other areas involving employment issues. P<AS Associates, in providing this form, does not represent that it is
acting as an attorney or that it is giving any form of legal advice or legal opinion. P+A+S Associates recommends that before making any decision pertaining to human
resource issues or employment issues, including the utilization of information contained on this website, the advice of legal counsel to determine the legal ramifications of the
use of any such information be obtained.©PeAeS Rev. 2/04



