Memo 
09/03/2005

To: ALL STAFF

From: DG

Re: Computer fault reporting.

I have been talking with David Cooper about computer faults and how the repairs are managed and we have decided to make the following changes so problems are monitored until resolved to completion.

On finding a problem with the computer or any associated equipment then please proceed as follows.

1. Contact DC or DG by telephone reporting exactly what the problem is, what process you were carrying out and the exact wording, if humanly possible, of any error messages you have seen. We will endeavour to fix the problem immediately while you are on the telephone. If the problem is NOT able to be fixed while you are on the phone then proceed as follows.

2. Send an email to David Cooper (copied to DG for monitoring purposes) with the word “TECHNICAL” in upper case in the subject field. You can add more info after the word TECHNICAL ie (-printer fault etc) and in the body of the email confirm the fault and any error messages as per the telephone conversation for the record. If the word TECHNICAL is in the subject field these messages can be automatically filtered for monitoring purposes.

3. David or I will then work towards resolving the problem and contact Peter if necessary if his help is required.

4. On satisfactory resolution of the fault David will e mail the sender of the original message and copy me that we have resolved the fault I will be keeping the main log and monitoring progress of the repair. If I do not here anything further then that fault will be marked as satisfied on my log. I will also be monitoring to see if we are having any persistent or global faults with a view to tweaking the system if possible.

Please confirm receipt of this memo to me by return please.

DG
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