Contact Log Documentation
Office of Vocational Rehabilitation (OVR) Counselor: 
Report for the Month of:
Consumer Name:
Phone calls
Table 1: Attempts to Call Consumer
Table 1: This table logs each time you attempt to call the consumer. There are 20 blank rows.
	Date of call
	Time of call
	Response to the call
	Message left & with whom

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Letters sent
A copy of each letter sent must be provided to the OVR Counselor by the 5th of each month. 
Table 2: Letters Provided to OVR Counselor
Table 2: This table tracks copies of letters sent to the OVR Counselor and by whom. There are 3 blank rows.
	Date letter sent
	Who sent the letter
	Follow-up date (10 days)
	Contacted OVR Counselor to report non-contact attempts

	
	
	
	

	
	
	
	

	
	
	
	


Home visits
If you meet somewhere other than home, please note the location below. 
Table 3: Places You Meet Other Than Home
Table 3: This table tracks the date, time, and response for each place visited other than home. There are 2 blank rows.
	Date of visit
	Time of visit
	Response to visit

	
	
	

	
	
	


Signature of Employment Specialist:
Date:
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