Complaint Template
 
Complaint Number: This is the complaint number sent via email or on the QMT at the start starting with “COM”
 
Store name and number: SELF EXPLANIATORY
 
Customer Name: SELF EXPLANIATORY
 
Customer CTN: SELF EXPLANIATORY
 
QMT Closed Y/N A QMT will be raised regarding the complaint at which you need to address what you have done about it and investigated, if no QMT is present that is ok, inform Aiden and still send the appeal.
 
QMT Note padded Y/N  ^
 
Employee Name:  SELF EXPLANIATORY
 
Action Taken with Employee:  SELF EXPLANIATORY
 
Preventive actions for the group: What you have done to make sure the incident doesn’t happen again, even if appealed this should be mentioned to the group to avoid in the future.
 
Record Of Complaint Completed Y/N ROC with the advisor if needed
 
Do you want to Appeal Y/N SELF EXPLANIATORY

 
Original Complaint: This is the verbatim from the complaint that CS have raised, you can copy and paste from the QMT, if it isnt available then you have to type it out.
 
[bookmark: _GoBack]Complaint Appeal (If Applicable): This is where we lodge our appeal, make sure you have investigated it and attach any evidence that supports you. (do not be defensive it wont help you).  I have had to re write many of these once sent to me to make them more professional and address the issue at hand, these are sent to the ombudsmen to get appealed keep that in mind.




Once this template is filled out, please make sure it is entered into the body of the email and not as an attachment as that’s how Mayur wants them.

