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PROGRAM TROUBLE REPORT

CUSTOMER INFORMATION SECTION:

PTR Number:  Unique number for PTR assigned from system of record.

PTR Category:  Specific type of PTR.

Initiation Date:  Date the Trouble Report was created.

Customer Name:  Full name of person reporting problem.

Address:  Business/Office Address.

Phone Number:  DSN and/or Commercial.

Activity Code:  Unique identifier for a customer.

Customer Definition of Problem:  Provide written description of problem.

Disposition  (OPEN/CLOSED):  Specify open or closed.  If closed, state reason and system will enter date.  Provide written description of reason not open.

O/C Date:  A closed disposition will generate a date the PTR is closed.

PROBLEM DEFINITION SECTION:

Problem Definition/Analysis:  Written description of technical problem definition or analysis of trouble.

Routed to:  Department of individual PTR sent to.

Routed Date:  Date the PTR was routed.

Priority:  The numeric assessment of urgency, select 1-5.

EVALUATION SECTION:

Findings:  Written description of research and work performed on PTR.

Recommendation Date:  Date that recommendation was given.

Recommended By:  Full name of employee making recommendation.

Recommendations:  Provide written description of recommendation to clear trouble.

RESOLUTION SECTION:
Resolution:  Provide written description of actual resolution method(s).

Resolution Date:
Date of completion of PTR and call made to customers to advise status of PTR.

PTR Resolution Disposition (CONVERT/CLOSE):  Choice of either conversion to SCR or Close of the PTR.

