4.2.8
Customer complaint form

	Customer name: MACROBUTTON NoMacro ( [insert name]
	Date: MACROBUTTON NoMacro ( [insert date]

	Contact telephone no.: MACROBUTTON NoMacro ( [insert tel no.]

	Nature/details of complaint:
MACROBUTTON NoMacro ( [insert nature/details of complaint]
 

	Details of employees involved:
MACROBUTTON NoMacro ( [insert details of employees involved]


	Person assigned for follow up and resolution: MACROBUTTON NoMacro ( [insert name]
 

	Proposed action or action taken: 

MACROBUTTON NoMacro ( [insert proposed action or action taken]
 


	Does the customer accept the proposed action or solution?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No


	If no, why not and what additional comments has the customer to add?

MACROBUTTON NoMacro ( [insert reason and additional comments]


	Final sign-off

 FORMCHECKBOX 
 The customer is satisfied with the outcome of the complaint.

 FORMCHECKBOX 
 All proposed action items have been addressed.

 FORMCHECKBOX 
 This issue is resolved.


	___________________ 
_________________ 
_________________ 
_______________

Person responsible
Signature
Position/Title
Date


