The I/T Help Desk -- Contact Notification
Customer’s Name:  _____________________________       Ticket #:  ____________

Sorry I missed you.  While you were away from your desk,

1. Please call the Help Desk at XXX-HELP to confirm your authorization to close this ticket, or if you have any questions.

2. I was able to work on your issue and resolve your problem.

3. I began working on your problem and will return at:  __________

Summary of actions taken to resolve this ticket:  ____________________________

______________________________________________________________________

Additional actions required to resolve this ticket  ___________________________

_____________________________________________________________________

Technician Checklist:

__  Return desktop and surround space to previous state.

__  Logout, reboot and leave at client login screen, if possible.

__  Test major applications worked on for functionality

__  Test printing.

__  Leave Contact Notification Card if customer was not present.

Technician’s Name:  ___________________________________________________

Date:  ____________________________________      Time:  __________________

Sorry we missed you . . . .

    {YOUR NAME}         a member of the Desktop Support/Help Desk Team, stopped by to see you.   Below is a brief description of the reason for the visit:



Help Desk Ticket #:_____________  
DATE: ______________  TIME:  __________

Reported Problem:______________________________________________________ ____________________________________________________________________________________________________________________________________________


Status:  
Problem Fixed/Call Resolved.  Survey will be sent!



Part(s) Needed.     Will return on/about:
Date:  ______  Time:  _______



Testing Needed.    Will return on/about:
Date:  ______  Time:  _______


Other (explain):  ___________________________________________


Your area was locked and I could not gain access.

                      Please call or e-mail the Help Desk at Ext. 4357 to reschedule!

Call the Help Desk for additional information at (703) 555-4357

