Call log / Fictional example

For a small service business owner or office manager recording customer calls and follow-ups.

Full prompt and fictional input

Turn the fictional transcript belowinto a short office call log. Use only the transcript.

I ncl ude the request, callback deadline, and appoi nt ment status. Nane any information needed
for the callback. Do not invent a custoner nane, contact details, appointnent ting,

di agnosis, price, or conpleted action. Do not make the call.

Fictional training transcript. No real custoner or contact information.

Caller: H, | need soneone to ook at a kitchen faucet that is dripping under the sink.
Ofice: W can check the schedule. What would you like us to do?

Caller: Please call nme back by 3 p.m today to |l et me know when soneone could cone out.

Ofice: | need to confirmappointnment availability with the team before offering a tine.
Cal l er: Thank you.

Review checklist

[ 1 Check the request against the original transcript.

[ 1 Record the calendar date for the 3 p.m. callback deadline.

[ 1 Confirm the caller name and callback number using your normal process.
[ 1 Assign an owner to check the schedule and make the callback.

[ ] Confirm availability with the team before offering an appointment time.

A person must record the callback date, assign an owner, obtain the missing callback details and check
appointment availability.



