
Urgent Escalation Support Ticket Form
Instructions: Please fill out this form completely for urgent technical escalations. This document is formatted for printing and manual
record-keeping.

1. Ticket Metadata
Escalation Ticket ID (Internal Use):

Date and Time of Escalation:
YYYY-MM-DD HH:MM

Escalation Tier / Level:
e.g., Tier 2, Tier 3, L3 Engineer

2. Contact Information
Escalated By (Name & Title):

Requester Email Address:

Affected Customer / Organization Name:

Primary Customer Contact (Name & Phone):

3. Incident Details & Severity
Severity Level (Critical / High / Medium):
Specify impact level

Affected System, Service, or Product:
e.g., Production Database, Payment Gateway

Short Issue Summary:
Brief one-sentence summary of the failure

Detailed Description of the Issue:
Describe symptoms, error messages, and behavior

Steps to Reproduce (if known):
1. ... 2. ... 3. ...

4. Business Impact & Workarounds
Business & Financial Impact:
Describe users affected, financial loss, or contractual penalties

Attempted Workarounds / Temporary Fixes:
Detail any steps already taken to mitigate the issue

5. Assignment & Sign-off
Assigned Escalation Engineer / Team:



Authorizing Manager Signature (Name):
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