APPENDIX E
My Communications Log
A record of every call, email, letter, and appointment related to my crash claim
	Before you start: This log is designed to help you stay organized and protect yourself throughout the claims process. Not every crash requires an attorney — but some do. As you use this log, watch for signs that your situation is getting complicated: repeated pressure from an insurer, a claim denial, significant injuries, disputes about fault, or anything that feels confusing or unfair. If those things happen, consult a personal injury attorney before responding. Most offer free consultations. You do not have to figure everything out alone.



How to Use This Log
Fill in an entry every time you have any contact related to your crash — the same day if possible. That includes phone calls, voicemails, emails, letters, texts, and in-person conversations. Include contacts with insurance companies, medical providers, repair shops, and anyone else involved in your claim. Write down what was said, what was promised, and what you agreed to (or did not).
You do not need to be a lawyer to use this log. You just need to be consistent. The goal is a clear, honest record that you can refer to — and that someone else can follow if you ever need help.

Part 1 — My Information & Crash Details
Fill this in as soon as possible. These reference numbers will come up in almost every conversation.

	YOUR INFORMATION
	
	CRASH INFORMATION
	

	Full Name:
	
	Date of Crash:
	

	Phone:
	
	Time of Crash:
	

	Email:
	
	Location:
	

	Your Claim No.:
	
	Police Report No.:
	




Part 2 — My Key Contacts
Write down the contact information for everyone involved in your claim as you learn it.

	WHO
	COMPANY NAME
	CONTACT NAME
	PHONE / EMAIL
	CLAIM / POLICY #

	My Insurance Company
	
	
	
	

	Other Driver's Insurance
	
	
	
	

	My Health Insurance
	
	
	
	

	Vehicle Repair Shop
	
	
	
	

	Attorney (if retained)
	
	
	
	

	Other:
	
	
	
	




Part 4 — Recorded Statement Requests
Log every time an insurer asks you to give a recorded statement, no matter how casually the request is made.

	DATE
	REQUESTED BY
	MY RESPONSE
	NOTES (what they said, how it felt, any pressure applied)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	What is a recorded statement? An insurance adjuster may ask to record a phone call in which you describe the crash and your injuries. You are generally not required to give one to the other driver's insurer — though your own insurer's policy may require your cooperation. If you are unsure, it is reasonable to say: "I'd like a few days to think about it." Log every request here, and consider consulting an attorney before agreeing.



Part 3 — My Communications Log
Use one row for each contact. Fill it in the same day if you can — details fade quickly. Print additional copies of this page as needed.

	DATE
	TIME
	WHO I SPOKE WITH (Name / Company / Role)
	HOW (Call/Email/Letter/Text/In-Person)
	WHO INITIATED
	WHAT HAPPENED (What was said, asked, promised, or decided)
	FELT CONFUSING OR PRESSURED? (Yes/No — and why)

	1/15/25
	2:14 PM
	Jane Smith — ABC Insurance (adjuster for other driver)
	Phone call
	She called me
	She said she needed a "recorded statement as soon as possible" to process my claim. I told her I needed a few days to think about it. She said she would call back Friday. I did not agree to anything.
	YES — not sure if I have to give a recorded statement. Need to find out before Friday.

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



★  Yellow row is an example only — cross it out or overwrite it with your first real entry.

	About the last column: If you check "Yes" — anything felt confusing, rushed, or pressured — make a note of why. You don't need to know whether it matters legally. Just record it honestly. If you find yourself checking "Yes" repeatedly, that is a signal worth paying attention to. See Chapter 8 for guidance on when to consult an attorney.




Part 5 — Letters, Emails & Texts
Track every written communication you send or receive about your claim.

	DATE
	FROM / TO
	TYPE (Letter/Email/Text/Fax)
	SUBJECT / RE:
	KEY POINTS OR ACTION REQUIRED
	SAVED? WHERE?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Save everything in writing — print emails, screenshot texts, keep letters together in a folder or envelope. Note where you saved each item so you can find it quickly if you need it later.

Part 6 — Medical Appointments & Treatment
Document every medical visit from the date of the crash forward. Consistent documentation protects you.

	DATE
	PROVIDER / FACILITY
	TYPE OF VISIT
	SYMPTOMS I REPORTED (Did I tell them it was from the crash? Y/N)
	WHAT I WAS TOLD / TREATMENT / MEDICATIONS / NEXT STEPS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Important: Tell every provider about every symptom — even ones that seem minor. And tell them the symptoms are from your crash. Injuries that are not documented at medical visits are very difficult to claim later. If a provider does not take a symptom seriously, write it down here anyway.



Part 7 — My Out-of-Pocket Expenses
Every dollar you spend because of this crash may be recoverable. Track it here.

	DATE
	AMOUNT ($)
	PAID TO / PURPOSE
	CATEGORY (Medical/Transport/Repair/Wage Loss/Other)
	RECEIPT? (Y/N — where saved)
	NOTES

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	$
	TOTAL OUT-OF-POCKET TO DATE:



Track every dollar spent because of this crash: co-pays, prescriptions, transportation to appointments, vehicle rental, lost wages, help around the house. Keep receipts. If you cannot get a receipt, write a note explaining the expense the same day.

	If you retain an attorney: Give them a complete copy of this log — including any entries that feel unflattering or unhelpful. Do not edit or remove prior entries. A complete, honest record is far more useful than a polished one. Once a claim becomes a lawsuit, this log may be subject to discovery. Write every entry as though someone else will read it someday — because they might.
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This log is an organizational tool, not legal advice. When in doubt, consult a licensed attorney.
