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IT Service Operations 
Problem Record 

Summary
	Description of the issue. 
	

	If there are errors occurring, please attached any supporting images
	

	If applicable, details of the steps taken before the issue occurs 
	



Business Impact 
	Is this an internal or external issue? Please specify the client and/or system affected
	

	If client, how many sites affected or is this estate wide? Please provide examples
	

	If client, what device(s) are affected?
	

	What is the impact on the service desk? (Call/ticket volumes, escalations)
	



Workaround
	Is there a temporary fix available? Please confirm steps.
	



To be completed by the problem manager
	Who will own the investigation?
	

	ITSO ticket reference/PR number
	

	Priority/Target date for completion
	



Completion details
	Date of completion
	

	Details of resolution
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