Directions for Help Desk Log 
This log counts the number of inquiries in various categories.
Count each inquiry from a client as a contact, ie, if a question about pruning, a question about tree disease and a question about soil testing come from the same client this counts as three contacts.

Complete ‘other’ column when an inquiry fits none of the listed categories. If needed use the back of the sheet.  In this case more information is better than too little.

Complete the bottom of the log before you leave.  Total the contact column, indicate male or female totals if known.  Sign your name.

Each sheet of the Help Desk Log is for one month.   A separate sheet is available for each County.  The information gained is useful for reporting requirements and planning purposes.
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