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Request Details:
Request ID: {{Request_ID}}						Date of Request: {{Date}}
Reported By: {{Requester_Name}}			Department: {{Department_Name}}
Contact Information:
Email: {{Requester_Email}}					Phone: {{Requester_Phone}}








Issue Description:



Type of Issue:
Please select the category that best describes your issue:

· Hardware
· Software
· Network
· Access Issues
· Other (Please specify in detail)




Detailed Description:
Please provide a detailed description of the issue you are experiencing.

{{Issue_Description}}






Priority Level:
Please indicate the urgency of the request:

· Low (Routine Maintenance)
· Medium (Minor Workflow Disruption)
· High (Major Workflow Disruption)
· Critical (Work Stoppage)




Attachments:
Please include any relevant screenshots or documents that can assist in resolving the issue.

· Attachment 1: {{Attachment_1}}
· Attachment 2: {{Attachment_2}}









Resolution Details:
(To be filled by IT Support Team)

Assigned Technician: {{Technician_Name}}	Date of Assignment: {{Assignment_Date}}
Resolution Date: {{Resolution_Date}}
Resolution Description:
{{Resolution_Description}}




Confirmation of Resolution:
Please confirm if the issue was resolved to your satisfaction.

· Yes
· No, please provide additional details: {{Additional_Feedback}}










Signature:
By signing below, I acknowledge that all the information provided is accurate and give permission for IT support to access my system remotely if necessary.

Requester Signature: ____________________________
Date: {{Signature_Date}}



Notes:
Any additional comments or notes from the IT support team can be included here.

· {{Additional_Notes}}



Thank you for your patience and cooperation. Our IT team is dedicated to providing you with the best support and ensuring all issues are resolved promptly.
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