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Insurance Sales Package

Date and Time Call / Meeting? Details of Discussions Actions

January 10, 2020 Call Received call from Jean Caron. 
He was interested in purchasing a 
Universal Life product

Scheduled a meeting on January 
13, 2019 at 6 pm at his residence.

EXAMPLE OF CLIENT MEETING NOTES/TELEPHONE CALL LOG

_________________________________________________
Client Name

The above table is an example of a client meeting and telephone call log. You can use the above log or any other 
template, if the document indicates a clear summary of the communication between you and the client. 

Notes in client files are crucial in the event of a disagreement or complaint against an agent. Client notes must be 
clear, complete, accurate, legible, and understandable to the agent and anyone authorized to consult the notes. 

Client notes should indicate, but should not be limited to, the following: 

• Summaries of telephone conversations or meetings with insureds.
• Notes regarding client requests or instructions.
• Notes regarding advice given to the client or decisions made.
• Notes regarding the needs reviewed at renewal time, when updating the file, etc.

On the next page, please find a template that you can edit to create your own custom telephone call log.
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TELEPHONE CALL LOG

_________________________________________________
Client Name
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