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SAMPLE ADMINISTRATIVE FORM
TELEPHONE CONFERENCE RECORD

Date:  ______________________	Client:  ________________
Beginning Time:  _____________	Matter:  ________________
Ending Time:  _______________	File No.  _______________

Spoke with:  ________________________________________________________

RE:  ______________________________________________________________

Comments:	
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

To do/Follow up:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Tickle:  
____________________________________________________________________________________
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