Complaint Form





[image: image1.png]=acls




Customer feedback is very important to us whether it is good or bad. We encourage our customers to let us know what they think about the services we deliver so that we can learn from any mistakes and build on our successes.

Please complete the form and return it to the address in the leaflet, alternatively you can call 0800 027 2057 and one of our customer advisors will complete the form over the telephone for you, or visit our web site www.acisgroup.co.uk where you can complete the form online.
Please complete all sections of the form to allow us to fully understand the complaint.

Information about the complainant

(Give details of the person who the complaint this is.)

	Title
	

	First name
	

	Last name
	

	Address


	

	Post code
	

	Contact telephone number
	

	Alternative telephone number
	

	Email address
	


Your complaint

We can not investigate matters over 6 months old that have not be raised before.
	My complaint is...

(Describe briefly what has gone wrong)




	I would like Acis to...

(Please say what would put matters right)



	Signed:



	

	Date:


When we receive your complaint you will be contacted within 2 working days. This contact will be to advise you who your single point of contact is whilst the complaint is under investigation.
Please refer to the feedback leaflet for the time scales and procedures for dealing with complaints.
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