Washita Valley Community Action Council Head Start 
Telephone Log Procedures

1. All long distance calls must be recorded.
2. DATE – Put month and day on log.

3. NAME – Person placing the call. 

4. AGENCY or PERSON called.

5. PHONE NUMBER – List phone number called. 

6. TOWN – List town called; if out of state, record name of the state. 

7. STATE THE REASON FOR THE CALL – must be business related.

8. Center Director must sign telephone log and mail to the office by the 5th of the month. 

NEVER make personal long distance calls on the center telephone. 
