HOWARD COUNTY

PUBLIC SCHOOL SYSTEM

Note Taking Tool for Conferences
and Phone Conversations

Department of Special Education and Student Services
HOWARD COUNTY PUBLIC SCHOOL SYSTEM
Ellicott City, MD 21042

Document Directions

Student Name: Phone Number: ( ) -
Participants: Grade: Today’s Date: __ /.
School: Date of Birth: _ / /
Initiated By:
(- =)
Purpose:
\_ J
F )
Points discussed, decisions, agreements, or recommendations:
\_ J

Signature Date
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Go back to form

Note Taking Tool for Conferences and Phone Conversations
Directions

The Note Taking Tool for Conferences and Phone Conversations form may be used to
maintain a written record of a conference concerning a student. It may be used for
telephone and in person conferences. The use of this form is optional.
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