Tracking Form for Home Garden Visits
Instructions: This form can be used to track all information pertaining to a request for a Home Garden Visit. The person taking the original call can begin filling in the information. The form is forwarded to the Chairman for Home Garden Visits who then assigns it and emails it to a volunteer. The volunteer will complete the form and email it back to the Chairman. Completed forms will be stored on the computer in the MG office for future reference. (Note all cells in table will expand to accommodate data entry.) 
	Information Needed
	MG filling in answers
	Answer

	Origin or request 
	
	

	Date of Request
	
	

	Name of caller
	
	

	Phone number for caller
	
	

	Address of caller
	
	

	Nature of request
	
	

	Suggested times to contact
	
	

	Request forwarded to chairman of Home Garden Visits
	
	

	Assigned to volunteer - name
	
	

	Assigned to volunteer - date
	
	

	Date of contact with requestor
	
	

	Clarification of request
	
	

	Date of garden visit
	
	

	Observations at visit
	
	

	Recommendations to requestor
	
	

	Was requestor able to use the suggestions
	
	

	Request completed - date
	
	

	Follow-up with requestor by chairman - date
	
	

	Follow-up with requestor by chairman - comments
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