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Complaint submitted by:

[name and function]

Complaint date:

Complaint recipient:

[name and function]

[complaint date]

Customer complaint report no.

2020 _1

[dd.mm.yyyy] [[hh:mm]

[dd.mm.yyyy] |[hh:mm]

Improvement measures defined

[Enter all improvement measures that came out of this complaint]

[Job title]
[Name]

[Signature]




Dear Mr./Ms. [customer responsible person],

After receiving your complaint (our reference number [complaint number]),

To gain common understanding, here is how we understood your feedback:

in the future should you have any further complaints or reports regarding
our services or our organization in general.

For any other inquiries, we remain at your disposal.

Kind Regards,

[Name]
[Job title]
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