Help Desk Check List

1. Get out copies of two Log Sheets ready to complete at the end of the shift.



Tech Log Sheet is Daily.  Local log sheet has space for 


a month. Both are located in the front of the Contact 


Book.
2. Call next week’s MGs to remind them to come in. 

3. Collect all Inquiries to be addressed.  



These will be phone messages or notes with or without   

samples.

4. Do Inquiries with samples first.  



Make sure there is sufficient sample to 





diagnosis. Prepare form to accompany any samples 


going to Tech. Give sample, form and transmittal slip to 


Office Administrator to send.

5. Complete Contact Sheet, front and back, for each client.



More than one problem can be addressed on a single 


Contact Sheet if space allows. Each problem 




addressed counts as a contact on the log sheets.



Document case with specific details reference sources 


(eg. Page #’s or copy of material sent).

6. If you cannot complete all the Inquiries;



If case is started put in the follow-up section of the 



Contact Book.  Note if you will be doing the follow-up 


personally or if you wish the next MG to continue the 


case.



If you did not begin the case, call the next Help Desk, 


request that it be answered there and pass on the 



contact information.

7. Stop working on cases with enough time left to complete the
2 logs before you leave.

