Emergency Maintenance Dispatch
Incident and time zone: [reference]  /  [local time zone]
Exact location: [site, floor, access point]
Dispatcher and callback: [name]  /  [number or channel]
Use this form with your site’s emergency procedures. Record facts, times and instructions from authorized responders.
	Local time
	Event or instruction
	Confirmed by

	[time]
	Report received
	[name]

	[time]
	Escalation acknowledged
	[name]

	[time]
	Crew assigned or handoff confirmed
	[name]

	[add entry]
	[add entry]
	[add entry]



Initial report
[What happened? What is affected? Who reported it?]
Escalation and dispatch
[Contacted lead, dispatched crew and estimated arrival.]
Status and transfer
[Current restrictions, responsible person and next update time.]
Close the dispatch record
[Transfer to work order ID and retain the dispatch timeline.]
Dispatcher’s final check
[Crew acknowledgment time and responder callback]




