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DETAILS OF COMPLAINT / COMPLIMENT
DATE RECEIVED
Means by Which Received	Phone		Email	 	Letter	 	Verbal
NAME

ADDRESS

PHONE							EMAIL

NATURE OF COMPLAINT / COMPLIMENT



action required on complaint
BY WHOM						WHEN BY
Details of Action required



Date followed up with Complainant

Actions Completed – Signature				Date
Record of any Response by Complainant
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