Essentials 

XYZ Ifa Limited – complaint record form

To be used where complaint has not been resolved within one business day.  Form should be completed in full and passed to [



].
	Client name:


	Usual Adviser: 

	Name of person recording Complaint:


	Date of complaint:

	Method of making complaint

Letter/phone/visit/other (specify)
	

	

	Details of Complaint

Record any actions taken to resolve complaint



	Signed:


	Date:

	Received by [Compliance]

Signed


	Date:
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