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[bookmark: Text1][bookmark: _GoBack]CUSTOMER COMPLAINT/APPEAL Form No.      

	Date Received: Date                                                                                     


	Officer receiving complaint :                                                               

     
	Applicable Unit(s): 

     

	Name/Organization:
     

	Address:                                                 
     
     
	[bookmark: Text6]Tel No.      

Fax No.      

E-mail      

	[bookmark: Check72][bookmark: Check73]|_|Complaint        |_|Appeal:

[bookmark: Text7]Problem Encountered:      
     
     



[bookmark: Text9]                                                                                                       Signature      


	OFFICIAL USE ONLY 

	[bookmark: Text10]Investigation:      
     
     
     



	[bookmark: Text12]Corrective/Preventive Action to be taken:      
     
     
     



	Response to customer (Attach relevant documents)

[bookmark: Text13]Date Click here to enter a date.                                             Signature      

Date Click here to enter a date.                                             Signature      









	
OFFICIAL USE ONLY

	
CORRECTIVE/PREVENTIVE ACTION 

Corrective/Preventive Action/Action taken to prevent recurrence

     
     
     
     

	
Validation of Solution 

[bookmark: Check63][bookmark: Check64][bookmark: Check65]1. Have all actions been completed?                         |_|Yes      |_| No     |_| N/A    
[bookmark: Check66][bookmark: Check67][bookmark: Check68]2. Is the customer satisfied with the outcome?         |_|Yes      |_| No      |_| N/A
[bookmark: Check69][bookmark: Check70][bookmark: Check71]3. Is the problem eliminated?                                    |_|Yes      |_| No      |_| N/A


	Tracking Complaint

	Action taken 
	Date 
	Name 
	Remarks 

	Complaint acknowledged to complainant 
	Click	     
	     

	Complaint assessment 
	Click	     
	     

	Investigation of complaint 
	Click	     
	     

	Resolution of complaint 
	Click	     
	     

	Information to complainant 
	Click	     
	     

	Corrective/preventive action taken
	Click	     
	     

	Corrective/preventive action verified 
	Click	     
	     

	Complaint closed 
	Click	     
	     





[bookmark: Text18]     					     					Click
Name					Signature				Date
image1.png




