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Internal Complaints Procedure:

If a customer raises a complaint and the client account manager is unable to resolve the
complaint or feels the customer may require further assistance, even if it is just a follow up
call. An email must be sent to the Manager.

The following information needs covered on that email:
Contact Name and Number

Reason for complaint

Recorded Verbal Complaint link or forwarded email
Any other notes

Please do not get too many people involved. We need to work on a line of communication.
e Account Manager
e Manager
e Director
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