How to Use the Daily Log

At end of shift, count
and record contacts.

Date:
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Extension Metro Master Gardener™
Daily Log (FRONT PAGE)
PM (circle one) Page / of 7

Total Contacts this shift ~ [ 72~ Master Gardener Names: Pat Green field
(For multiple pages put total contacts on the first page)
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Client Name &
Phone Number
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Client Contact Summary
Use as many lines as you need to write a detailed summary.
Please list the resources that you use!
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Record reminder
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calls to MGs.
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Briefly summarize
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client’s question
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and your answer.
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All MGs
sign in.
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Indicate the resource
and page numbers as
FYI for other MGs.
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Some people will
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Discas Handbook ; all cultznral
controls pnd chemical condroty, page 303

refuse to give a phone
number. That’s OK.

When needed, continue
on back of page.
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