XYZ Law Office Contact Log 

INSTRUCTIONS: ALL employees, contract workers, couriers, clients, guests, visitors and other persons who come to XYZ Law Office facilities must complete this form logging information about any encounter they had with another individual that is closer than the required social distancing boundary of six feet for 10 or more seconds in duration while at the facility. Please enter each encounter in a single line; if you had more than five reportable encounters, please list a cumulative minute/second total and include the approximate number of encounters in parentheses. 

Note that dangerous contacts in which another person sneezes or coughs on you must be reported immediately regardless of how far the other person was from you and how long the encounter lasted.   

Name: ________________________________________________  Date: __________________

Relationship to XYZ Law Office, if not an employee, e.g., visitor, client, etc.:________________________________________________________________________

	XYZ Law Office Employees You Contacted

	First & Last Name
	Location
	Minutes
	Seconds

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Contract Workers, Couriers, Clients, Customers, Visitors, Others You Contacted

	First & Last Name
	Location
	Minutes
	Seconds

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Dangerous Contacts

	List the name, location and details of any encounters you had in which another person sneezed or coughed on you, regardless of how close the person was and how long the encounter lasted: 

NOTE THAT DANGEROUS CONTACTS MUST ALSO BE REPORTED IMMEDIATELY TO YOUR SUPERVISOR OR XYZ LAW OFFICE SECURITY PERSONNEL


