
EO Adviser Notes  
 

Name of EO Adviser ....................................................................................................................  

Name of person/s ...........................................................................................................................  

Date of meeting ..............................................................................................................................  

Meeting started at .......................................  Meeting completed at ................................................  

Present at meeting ..........................................................................................................................  

What did they tell you? (You can note a few specific quotes from the person that indicate the tone 

of the conversation) ........................................................................................................................  

.......................................................................................................................................................  

.......................................................................................................................................................  

.......................................................................................................................................................  

.......................................................................................................................................................  

.......................................................................................................................................................  

What they want to happen ..............................................................................................................  

.......................................................................................................................................................  

.......................................................................................................................................................  

.......................................................................................................................................................  

What I told them ............................................................................................................................  

.......................................................................................................................................................  

.......................................................................................................................................................  

.......................................................................................................................................................  

What is the person going to do? .....................................................................................................  

.......................................................................................................................................................  

.......................................................................................................................................................  

.......................................................................................................................................................  

Follow up? .....................................................................................................................................  


