Client Communication Records
Client Communication Log
Client Name: __________________________
Date of Service Agreement: __________________
Device/Media Description: ____________________
	Date
	Communication Type
	Details of Communication
	Follow-up Action
	Provider's Initials

	//____
	Email
	Initial contact regarding data recovery
	Confirmed service request
	________________

	//____
	Phone Call
	Discussed scope of recovery and fees
	Sent service agreement
	________________

	//____
	Email
	Client confirmed agreement and authorization
	Proceed with recovery
	________________

	//____
	Email
	Recovery update: 80% success
	Follow-up scheduled
	________________

	//____
	Phone Call
	Discussed remaining issues with recovery
	Sent report
	________________

	//____
	Email
	Final recovery report sent
	Payment due
	________________


Notes:

