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CLIENT NAME________________________________________________ 
 
MONTH/YEAR_________________________________________________ 
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DATE INTIALS TIME CODE NARRATIVE 
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     

 
 A – Advice/Counseling 

B – Written Summary 
C – Correspondence 
D – Scheduled home visit 
E – Research for case     
      Options/resolution 
F - Case follow-up 
H - Home visit 
I –  Intake  
L – Legal assistance, 
       Representation 
M – Maintenance of record
N – Agency networking wit
       Other agencies for case
       Resolution 
 

Codes Unit Calculation of Time 

s 
h 
 

P – Documentation    
       Preparation/assistance 
R – Contact agencies for  
       Client empowerment 
S – Satisfaction survey 
W – Walk-in  
 
 
 

 
Total actual minutes for month                    _____________ 
 
Total actual minutes and hours                    _____________ 
 
Total Contacts via phone, e-mail, 
Fax, postal mail, home , office, or 
Walk-in                                                           ______________ 
 
Verified by                                                      ______________ 
 
 
This section is NOT COMPLETED by 
Volunteers.  Staff will calculate time 
Spent on the case. 


