Complaints form

CNV I believes that complaints are a form of free advice for developing the organisation. A complaint is a verbal or written expression of general dissatisfaction with the services or approach of CNV I. A complaint may also relate to action or inaction on the part of the Board, Supervisory Board, management, staff or volunteers.
The aim of the complaints procedure is:

1. To effectively resolve external issues;
2. To trace and record the causes of a complaint in relation to the quality assurance system and to take any necessary measures.
This complaints form is part of the complaints procedure (procedure 5.6). This is published on the internet/intranet and can also be requested, completed and returned by the complainant by e-mail. This form can be used to directly register a verbal or written complaint received by a member of staff. Any subsequent actions may be completed by a member of staff in Part 2.
Part 1 – the complaint
Date complaint submitted/received:

	


Complainant (organisation and contact details)

	


The product or project to which the complaint relates:

	


Short description:

	


Desired action to rectify:
	


Part 2 – How the complaint will be handled (to be filled in by staff)
CNV Internationaal staff member (receiver of complaint):

	


Staff analysis of complaint:
	


Subsequent actions:

	


Ultimate date for complaint resolution:

	


Actual date of complaint resolution:

	


� The complaint may also be submitted anonymously. We do appreciate a name, however, to assist our efforts in resolving the issue. 
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