

	Yes
	No
	N/A
	Acknowledgment of Complaint



	
	
	
	1. Date complaint was received ___________________

	
	
	
	2. Has complaint been put in writing?

	
	
	
	3. Has complaint been logged

	
	
	
	4. Has Acknowledgment Letter been sent to complainant within 5  working days of receipt of complaint?      Date of Acknowledgment Letter _________________          

	
	
	
	5. Has a copy of the complaint been sent to complainant within 5  working days of receipt of complaint?    

	Comments: 
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