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Customer Complaint Form Date:

	Customer   Information
	Company Name
	

	
	Email
	

	
	Contact person
	
	Telephone Number
	

	Complaints
	Tel ( ) Fax ( )Letter ( ) Email ( )    Others ( )

	Product name
	Specification
	Model
	Number
	Price
	Not applicable
	Not applicable
percent

	
	
	
	
	
	Used
	Not used
	Total
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Complaints and Requests

	Departments
	Category
	Timeliness
	Accuracy
	Integrity
	Description
	Customer requirements

	Logistics Department
	Delivery
	
	
	
	
	

	
	Document
	
	
	
	
	

	
	Communication
	
	
	
	
	

	Sales Department
	Document
	
	
	
	
	

	
	Quote
	
	
	
	
	

	
	Sample service
	
	
	
	
	

	
	Testing services
	
	
	
	
	

	
	New product services
	
	
	
	
	

	
	Communication
	
	
	
	
	

	Quality control Department
	Appearance quality
	
	
	
	
	

	
	Performance index
	
	
	
	
	

	
	Communication
	
	
	
	
	

	   Suggestion
	

	Dear Customer:
   We would like to extend to you my most sincere apologies for the products or service problem that must be an inconvenience for you. We will solve the problem and contact you as soon as possible. For the existing problems, we will promptly correct it and do our best to avoid the recurrence of similar ones. We’d like to express our heartfelt thanks to you, your satisfaction is our eternal pursuit. Thanks again for your ever trust and support of our company!
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