QC 80 Technical Query Log Form

Report page that is filled in to note technical queries that have come in
	Date
	

	Time of Enquiry
	

	Details of the Technical Query
	

	Product range or Stock reference 
	

	Was the information in Intrastats or have you had to acquire the information from another source
	

	If from another source, please names the source
	

	Length of time Query Took to answer
	

	Time any follow on Tasks to to Complete
	

	Issue Numbers (where relevant)
	 

	Name of Person who took Query 
	

	Name of any other persons involved and reason for passing on the query or needing to involve further staff
	

	
	 

	Is there any follow on action.

If yes fill in the below questions if no DO NOT fill in the below questions


	

	What action is required
	

	Was any Corrective Action Required. 


	

	Corrective Action 

Issue ID (if applicable):


	

	
	

	Is a Risk Assessment Required
	

	Time Scale for Immediate Corrective Action
Time for completion of all identified actions 
	

	Corrective Action:

Relevant and Proportionate Corrective Action
	

	Time Scale for Corrective Action
Time for completion of all identified actions 
	

	Risk Review 
Confirm action does not have negative affects and/or risks to any other part of the ISO system 
	

	Follow-up future issue id

(Effectiveness verification)
	

	Effectiveness verification
	

	Closed By:
	

	Closed on
	


