Enquiry/Complaint Record





Type of Communication:�
Enquiry/Complaint


Delete as Appropriate�
Internal/External


Delete as Appropriate�
�
Source of Communication: (e.g. Regulator, Patient, Client, Public, Employee, other)


�
�
Received by:�
Date:�
Signed:�
�
Details of Communication:




















�
�



Passed to: 							 (Responsible Person) Date: 		





Completed by:�
Signature:�
�









This section to be completed by the Responsible Person.





Proposed Follow-up Action:




















�
�



The Responsible Person must return this form to the Environmental Management Representative.


Completed by:�
Date:�
Signature:�
�









This section to be completed by the Environmental Management Representative.





Follow-up & Close-out:





Follow-up action is complete.





Signature: 							Date : 			


�
�
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