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CUSTOMER COMPLAINT (TEL, FAX, E.MAIL ETC) 

RECIPIENT TO DETAIL AND APPLY LOG No (C.C.L.1) ,  COMPLETE  

SECTION 1 (C.C.1 FORM) AND DISTRIBUTE COPIES FOR TRACE ABLITY AND ACTIONING PURPOSES 

DESIGNATED MANAGER TO INVESTIGATE AND DETERMINE CAUSE OF COMPLAINT AND 

CARRY OUT THE FOLLOWING ACTIONS 

RECORD DETAILS OF IMMEDIATED CORRECTIVE ACTION 

TAKEN TO RECTIFY NON-CONFORMITY. 

COMPLETE SECTION 2 (C.C.1)  

REVIEW EFFECTIVENESS OF CORRECTIVE ACTION AND 

DETERMINE PREVENTATIVE MEASURES. 

COMPLETE SECTION 3 (C.C.1)  

KEY 
C.C.L.1  =  CUSTOMER COMPLAINT LOG 

C.C.1     =  CUSTOMER COMPLAINT FORM. 

C.N.1     =  COLLECTION NOTE 

C.R.L.1  = CUSTOMER REJECT, LABEL 

P.R.L.1  =  POSITIVE RELEASE, LABEL 

(Examples of all records are enclosed within this 

section for referral purposes) 

PLEASE NOTE 

A list of all controlled documents and 

reports necessary to operate this 

management system can be found in 

this manual under the heading of: 

HYGIENE MANAGEMENT 

SYSTEM DOCUMENTS 

(PART 3) 

HYGIENE MANAGEMENT 

SYSTEM RECORDS 

(PART 4) 

ARRANGE COLLECTION OF GOODS, IF 

REQUIRED, WITH TRANSPORT DEPT , 

COMPLETE  (C.N.1 DOCUMENT) AND 

ISSUE GOODS INWARD WITH COPY. 

INSTIGATE CUSTOMER VISIT  IF 

REQUIRED OR DEEMED NECESSARY 

BY SENIOR MANAGEMENT 

GOODS RETURNED  FOR 

REJECTION / INVESTIGATION/  

RE-WORK PURPOSES  

GOODS INWARD TO COMPLETE AND INSERT (C.R.L.1 LABEL) REJECT 

PRODUCT/MATERIAL AND QUARANTINE FOR FURTHER ACTIONING PURPOSES 

(DESIGNATED MANAGER) TO BE INFORMED IMMEDIATELY ON RETURN)  

COMMUNICATE TO 

CUSTOMER CAUSE  AND 

CORRECTIVE ACTION 

TAKEN OF NON-

CONFORMITY IF 

REQUESTED OR 

DEEMED NECESSARY   

COMMUNICATE TO 

CUSTOMER 

PREVENTATIVE 

ACTION TAKEN IF 

REQUESTED OR 

DEEMED NECESSARY   

RETAIN ALL DOCUMENTS, RECORDS AND CUSTOMER 

COMMUNICATION FOR TRACE ABLITY AND 

MANAGEMENT REVIEW PURPOSES.  

IDENTIFY PRODUCT 

DISPOSITION AND 

COMPLETE ALL 

SECTIONS OF  (P.R.L.1)  


