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User to complete
	Equipment's unique ID
	Name of person
	Date and time of incident or request

	
	
	

	Details of incident or request – continue overleaf if necessary

	

	Equipment required for use by (date and time)
	Suggested alternative equipment
	Alternative equipment set up by (date and time)

	
	
	


Service desk to complete

	Number of users affected (please circle)
	System usage in hours per week (please circle)

	1,    2-5,    6-10,    11-30,    30+
	1,    2-10,    11-20,     20+

	Self service available to user 
	Check incident log 
	Check user knowledge base 
	Check school knowledge base 
	Check details on internet

	Y/N
	Y/N
	Y/N
	Y/N
	Y/N

	Technician required
	Technician or 3rd party contacted - date and time 
	Date and time of response

	Y/N
	
	

	Incident to be resolved at next scheduled visit 
	Date of next scheduled visit
	Does incident require Change Management 
	Follow-up date

	Y/N
	
	Y/N
	

	User notified of action 
	Notification given
(date and time)
	Incident/request owner
	Technical support provided by

	Y/N
	
	
	

	Incident resolver
	Equipment that caused the incident

	
	

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

	

	Further action required

	

	Was equipment removed, installed or swapped as a result of this incident/request?
	Configuration-management database updated

	Y/N
	Y/N
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