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Complaint Letter Form                                             Complaint reference number: 
Recommendation form from Management Committee Guidebook {5th Edition} 2025 Handling Consumer Complaints {page 12}.
Member Details
Name: 
Membership number:
Phone: 
Email:
Date of complaint received: 
Date of work performed: 
Recipient Details
Name of client: 
Phone number: 
Email address: 
Subject: Complaint Regarding [Brief Description of Issue]


Attachments (if applicable):
· Copies of receipts, invoices, or correspondence
· Photos or evidence supporting the claim
· Any other relevant documents

CCAWA letter of receipt and acknowledgement to client date:
Presidents letter to inform member and recommendations date: 

Member initial response report 

Results of the Complaint or Resolutions:
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