Customer Support Visit Report
	Visit reference number
	Customer Name

	
	Customer telephone number

	Customer Address
	Date
	System description

	
	Visit arrival time
	

	
	Completion time
	System ID

	Details of request for service

Carry out visual check of ICT system

Carry out routine system administration tasks

Use system test to check (assessor to specify one area for custom testing)

Create emergency boot disks

Carry out operator maintenance on a printer



	Details of work carried out
	Comments

	Parts used
	Quantity
	Cost

	Total travel time
	Travel cost or mileage

	Total repair time
	

	Total involvement time
	

	Customer Signature
	Please print customer name, department and telephone number.

	Date
	


