
Technical Service Report Template

1. Report Information

● Report Date: _______________________

● Report Number: _______________________

2. Client Details

● Company Name: _______________________

● Contact Person: _______________________

● Address: _______________________

● Phone Number: _______________________

● Email: _______________________

3. Technical Issue

● Issue Description: _______________________

4. Service Description

● Steps Taken to Resolve Issue: _______________________

● Equipment/Parts Used:

Part Name Part 

Number

Quantity Cost

___________ __________ _________ __________
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____________

__
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_

_________

_

__________

_

____________

__

__________

_

_________

_

__________

_

____________

__

__________

_

_________

_

__________

_

5. Service Result

● Problem Fixed: ☐ Yes ☐ No

● Additional Recommendations: _______________________

6. Technician Information

● Technician Name: _______________________

● Technician ID: _______________________

● Signature: _______________________

● Date: _______________________

7. Client Confirmation

● Client Name: _______________________

● Signature: _______________________

● Date: _______________________
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