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SAMPLE ADMINISTRATIVE FORM
TELEPHONE CONFERENCE CALL MEMO

TO:  	ACCOUNTING DEPARTMENT	

FROM:  _____________________________________________ EXT #:	__________________

SCHEDULED DATE OF CALL:  _________________________________________________
FUND:  ________   ACCOUNT #:  ____________________	 SUBLEDGER: ____________
[bookmark: _GoBack]NAME OF ATTORNEY/STAFF PERSON ARRANGING CALL:  _______________________
LENGTH OF CALL:  ___________________________________________________________
NAME OF ORGINATOR: _______________________________________________________
TELEPHONE NUMBER OF ORGINATOR: (_____) _________________________________
CHECK IF UNATTENDED OR A MEET ME CALL:  ________________________________
(On unattended calls, participants dial an 800 number to join the call without operator assistance.  
Meet Me calls are basically the same, except an operator does assist.)
 
IF UNATTENDED CALL OR MEET ME CALL, NO. CALLERS DIALED: (___)__________
NAMES AND NUMBERS OF PARTICIPANTS:
____________________________________________		(___)_________________________
____________________________________________		(___)_________________________
____________________________________________		(___)_________________________
____________________________________________		(___)_________________________
____________________________________________		(___)_________________________
____________________________________________		(___)_________________________
____________________________________________		(___)_________________________
____________________________________________		(___)_________________________
(Attach additional sheet(s) if necessary.)
Other information:  	_____________________________________________________________
	______________________________________________________________________________
	______________________________________________________________________________
	______________________________________________________________________________
	______________________________________________________________________________
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