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Submitting the customer complaints
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Analyzing the causes.
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Assessing the prevention.
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Implementing
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Check the effect of corrective.
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Replying to customer and satisfaction survey.
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Prevention and standardize the operation.
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Case closing
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Records Retaining
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The retention time of “Customer Complaints Report” and the relevant information shall be one year at least since the
case closed.
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Documentation and Record Management Procedure
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Customer Complaints Report
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