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How to Use the Daily Log 
 
 
 
 

At end of shift, count 
and record contacts. 

Record client’s 
name & phone, 
address or email. 

All MGs 
sign in. 

Briefly summarize 
client’s question 
and your answer. 

Indicate the resource 
and page numbers as 
FYI for other MGs. 

Some people will 
refuse to give a phone 
number.  That’s OK. 

Record reminder 
calls to MGs. 

When needed, continue 
on back of page. 


