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	Customer Complaint Investigation Form

	Date:
	Time:

	Complaint Number: 
	Initiated By: 

	Section 1 -  Customer Details

	Customer Name:
	Customer Address:

	Telephone Number:
	Fax Number:

	Contact Name:
	E-Mail Address:

	Section 2 - Product Details

	Product Name:
	Product Code:

	Best Before or Production Date:
	Packaging Type (e.g. MAP, vacuum packaged)

	Date of Purchase or Receipt: 
	Location of Purchase:

	Amount Affected:
	Amount Remaining:

	Disposition of the Remaining Product:
	

	Section 3 - Nature of the Complaint (please choose one of the following)

	[bookmark: RANGE!A18]Out of Spec:
	Packaging Compromised:

	Labelling:
	Off condition:

	Foreign Material:
	Taste:

	Allergic Reaction (complete Section 4):
	Illness or Injury (complete Section 4 or 5):

	Other: Please Describe

	Section 4 -  Illness Details

	When was the product consumed? 
	Amount of product consumed:

	Has the product been consumed before? 
	Number of persons consuming the product:

	Number of persons ill:
	Time persons became ill:

	Has a medical professional been consulted?
	Current Status of Illness:

	Names and Ages of persons ill:
	

	
	

	
	

	Symptoms of illness in order of occurrence:
	

	
	

	
	

	Any follow-up required? 
	

	Section 5 - Injury Details

	Nature of Injury:
	Current Status of Injury:

	Has a medical professional been consulted?
	Any follow-up required?




	Section 6 - Investigation Details

	Date:
	Time:

	Completed By: 
	

	Results of On-Site Investigation:
	

	Results of Records Review:
	

	Results of Micro Review if Required:
	

	Section 7 - Food Safety Assessment

	Has food safety been compromised?
	

	Are any other products affected by the complaint? 
	

	Section 8 - Corrective Actions

	Immediate Corrective Actions:

	Preventive Measures:

	Section 9 - Communication

	Has the complaint been referred to anyone else? E.g. Public Health, CFIA 
	

	Date and Time Response sent to Customer:
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