Tracking form Sample
Magnet Inquires and Responses

Time required (including any research)

High

H
45-60 minutes

Medium

M
30-45 minutes


Low

L
 0-30 minutes

Other

O
Over 60 minutes

	Date Received
	Date Responded
	Contact Info
	VA/ Non-VA
	Magnet Y/N
	Topic/question
	Mode of response
	Time H-M-L-O
	Hours

estimated

	1/4/04
	1/5/04
	Dr. Jane Doe, Columbus VA
	VA
	No
	“How do we know we are ready for application?” 
	Phone
	M
	.5

	 
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


