Service:
Revision:

Author:

Date:

Description
[in business terms – avoid jargon]
Service Levels

Charges: [per user, per unit, flat charge per business unit, allocated on an “arbitrary” metric…]
	Availability
	

	Performance
	

	Capacity
	

	Continuity
	

	Service Desk
	


Control
[owner of the service.  It is useful practice to define owners by role not by name]
[permissions required to access service]

Training

[available education, required education]
Dependencies 
[other services]
Underpinning Contracts

Specification 

[high level technical description]
[reference to other documentation]
Sub-service/system:
Revision:

Author:

Date:

Owner

Availability

[Business hours]

[Critical periods (of the week, the year…)]

Procedures

[List the critical procedures and where they can be found: transactional, provisioning, security, maintenance …]
Service Targets
[availability, performance, capacity, continuity (backups, recovery processes), service desk responsiveness (“service types”)…

[also provisioning, purchasing, reporting…] 

prepared from a template provided by Two Hills Ltd  www.twohills.co.nz  Template Version: 2.0

