
Client Records: Client File Note

Contact initiated by: 	Client/Broker 
Form of contact:	Telephone/Video (on-line) meeting/Face to Face

Client name/s: _____________________________________________________________________
Discussion/Meeting topic/s: __________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Date/Time: 		/	/		: am/pm 
Contact Notes: _____________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
	Action/s required/taken
	Who responsible
	Due date
	Completed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Broker name: _________________________________________________________

Broker signature: ______________________________________________________
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