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	Personal and Contact Details

	Person Name
	
	Date
	

	Course Name 

(If applicable)
	
	Course Date

(If applicable)
	

	Training Date
	
	
	

	Phone (Mobile)
	
	e-mail
	

	Complaint Details

	I am making complaint about (Please mark   (  wherever applicable):

	
	My classroom 
	
	My trainer

	
	My assessment
	
	Another participant

	
	Customer Services
	
	A refund request I had a decision on

	
	Other (______________________________________________________)

	please mention date of incident, if applicable:
	

	Please explain your complaint:

	

	Complaint Recommendation (For Office Use)

	Application Reviewed By:
	
	Team
	

	Outcome(Please mark   (  wherever applicable):

	
	Recommended Approval
	
	Recommended Denial

	Recommended Action:

	

	Reason for Recommendation

	

	Complaint Decision (For Office Use)

	Management Reviewed  By
	
	Date of Decision
	

	Management decision: (Please mark   (  wherever applicable):

	
	Endorse Recommendation 
	
	Amend Recommendation

	Decision Description:
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