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ALL INTERNAL REQUESTS ARE TO BE RESPONDED TO VIA AN EMAIL

RECORD IS TO BE CLOSED

AN ACTION IS TO BE RECORDED IN SYNERGY STATING THAT 

WORKS ARE COMPLETE

WORKS ARE PROGRAMMED FOR COMPLETION

AN ACTION IS TO BE RECORDED IN SYNERGY STATING THAT 

WORKS ARE PROGRAMMED FOR COMPLETION

CUSTOMER SERVICE REQUEST RECEIVED BY SHIRE

REQUEST TO BE INSPECTED WITHIN 48 HOURS

LETTER TO BE SENT TO CUSTOMER INFORMING THEM OF AN 

OUTCOME

AN ACTION IS TO BE RECORDED IN SYNERGY ONCE 

THE REQUEST HAS BEEN INSPECTED

AN ACTION IS TO BE RECORDED IN SYNERGY ONCE 

THE LETTER HAS BEEN SENT

WORKS ARE COMPLETED


