WENTWORTH RIDGE
Depot escalation record
For problems raised with a depot, client or network that were not resolved on the day. A dated written trail changes how seriously an issue is treated.

	Raised by
	

	Date raised
	

	Depot / client
	

	Raised with (name and role)
	

	How raised
	


The issue
	What is the problem?
	




	What is it costing? (time, money, service, safety)
	



	What resolution are you asking for?
	


	Deadline given for a response
	


Escalation trail
	Date
	Contact / method
	What was said or agreed
	Next step

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Resolution
	Outcome
	



	Date closed
	

	Lessons for the operation
	



Operational template provided by Wentworth Ridge Ltd (wentworthridge.co.uk) as a working aid. It is not legal, tax or professional advice; adapt it to your own operation and take advice where the situation requires it.
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