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Part 1 – problem details

	
	Problem logged by (name)
	

	Problem number
	
	Related incident number
	


	Name of owner
	Location
	Contact number

	
	
	

	Equipment's unique ID
	Date and time problem logged

	
	

	Details of problem/action required following incident resolution – continue overleaf if necessary

	

	Work around to be removed? (Please circle one)
	No  /  Yes
	(Yes = describe below)

	

	Loan equipment to be removed? (Please circle one)
	No  /  Yes
	(Yes = list all loan equipment)

	Loan equipment
	Returned to

	
	

	Problem assigned to (name)
	


Part 2 – problem resolution

	Diagnosis/next actions

	

	Related request for change number (enter number or N/A)
	

	How was the problem resolved? (Add further pages as necessary)

	

	Work around removed
	Yes  /  Not applicable

	Loan equipment removed and returned
	Yes  /  Not applicable

	Date problem closed
	

	Problem closed by (name)
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