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Vendor Service Visit Brief
Prepare the information a service technician needs before arriving.
Use for a planned service call. Confirm arrival details and hand over the brief to the site contact.
Vendor / visit date / site contact and phone / work order

Equipment and symptom
Asset ID, exact location, model, symptom, timing and available service history.

Access and service limits
Escort, occupied-space restrictions, approved scope and who can authorize added work.

Required visit outputs
Diagnosis, work performed, readings where relevant, parts needed and written service report.

Working record

Question / item to inspect Vendor finding / report
reference

Follow-up owner / due date

Visit result / return visit needed / requester updated

Keep credentials and security codes in the approved access system, not in this brief.
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