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Warranty Claim Preparation Sheet

Send a complete warranty request and track the vendor response.
Use before authorizing work that might affect coverage. Record the actual warranty terms and vendor instructions.

Asset / model / serial / installed date / claim owner

Coverage and claim contact
Warranty reference, coverage dates, exclusions to verify and supplier contact.

Failure evidence

Symptoms, first occurrence, service history, photos and prior troubleshooting records.

Claim request and instructions received

Requested remedy, claim number, shipping or visit instructions and approved next step.

Working record

Contact date / person Information sent / response Commitment / follow-up date

Resolution / uncovered cost approval / record location

Do not assume labor, travel, freight or a replacement unit is included in coverage.
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