Grants Monitoring

Phone Call Worksheet


Instructions:  Each phone call should be documented using this worksheet.  The monitor should indicate the reasons for the phone call, review relevant data prior to the call, and note any issues identified during the call.  If problems are noted, then this worksheet should be used to prepare a report to the monitor’s supervisor for action.

Grantee:
Grant #:

Contact:
Phone #:

Date:
Time:

Location:

Monitor:

Reason for Call:  (List each item discussed and comment on each.)



1. 


2. 


3. 


Issues for Follow-up:

Actions taken:
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