REPAIR CAFÉ - PROCESS FOR HANDLING ENQUIRIES

EMAIL ENQUIRIES (General Items):		If item matches current skills set:
[bookmark: _GoBack]
1.	Note Date / Name / Item / leave space for info
2.	Reply to email asking for details about the fault.
3.	Add fault details to original entry
4.	Offer item to repairers 
5.	If accepted, send Registration (with pre-allocated Item Ref No.) & Disclaimer forms to owner, by email or post printed copies
6.	Keep supply of paper, envelopes and stamps, and record costs 
7.	On receipt of completed forms, forward Registration Form to repairer via email. If forms are printed, scan and email 
8.	Enter details on Repair Log 
9.	File signed Registration & Disclaimer Forms electronically or as paper copies

TELEPHONE ENQUIRIES (General Items): 	If item matches current skills set:
 
1.	Note Date /Name /Address / Email address / Phone No’s / Item / Fault
2.	Offer item to repairers
3.	If accepted, send Registration (with pre-allocated Item Ref No.) & Disclaimer forms to owners by email or post printed copies
4.	Keep supply of paper, envelopes and stamps, and record costs 
5.	On receipt of completed forms, forward Registration Form to repairer via email. If forms are printed, scan and email
6.	Enter details on Repair Log 
7.	File signed Registration & Disclaimer Forms electronically or as paper copies
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