	Customer (complainant) Name:
	STH No. (if applicable): 

	Customer (complainant) contact info: 
	Recipient (of complaint): 

	Date (of complaint): 
	Date of issue (if different)
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Customer Complaint Form
We are sorry to learn of your experience, please help us to better understand what has happened by leaving some details around the nature of your complaint. We will always attempt to resolve your complaint at the time you make us aware of your issue, however if we need more time to fix things, we will capture your information here and we will get back to you as soon as possible. 

	Complaint Details: (Ask the customer to detail the nature of their complaint). 
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
__________________________________________________________________________________________________________
Customer Name & Signature___________________________________________            

	Action Taken/ Proposed Action (State what action you have taken thus far in relation to resolving the complaint and what action is outstanding to resolve it to the customer’s satisfaction). 
__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

Name & Signature (of person taking the complaint information):__________________________

	Were you able to resolve the complaint to the customer’s satisfaction? 

Yes 


No

Details of any evidences: Don’t forget to include any documentation/ evidence/ items of relevance to validate your complaint, if appropriate.


We will retain your information in relation to this complaint and will not use these details to market to you in any way. By signing this form, you agree to us suing this data to contact you in relation to this complaint. 








