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FORM OF COMPLAINT
Dear Sirs,

In case of any discrepancy in consignment please fill in  the  attached  complaint form. Please send us  the form by fax  or - in case of article return  -  attach it to your return consignment.   It will  help us to speed up the process of settling your claim and will be valuable information for us. 

Kind Regards,

Spare Parts Department

	Complaint lodged by:
	

	Contact person:
	

	Phone No.
	

	Date of return
	

	Return refers to consignment received on …………………………., note No. ……………………………….



Reason for complaint:

⁭ Damaged packaging

⁭ Damaged article

⁭ Lack of consignment note
⁭ Lack of product labelling, impossible product identification and dispatch tracking

⁭ Received article does not comply with the order

Received part article ……………………………………Ordered article part………………………………………….

⁭ Packaging contents does not correspond with the invoice / attached documents

Received part …………………………….. Invoiced part …………………………………………………………………..

⁭Incorrect quantity of delivered parts

Received  article ……………………………..quantity………………………………

⁭ Quantity of packets does not correspond with the consignment note

⁭ Part/Article was not ordered

⁭ Order was previously cancelled

⁭ Incorrect delivery address

⁭ Price does not correspond with the offer/quotation/tender

⁭ Other: ……………………………………………………………………………………………………………………………………….
Complaints procedure:

⁭ Article return, please correct quantity on the  invoice and  re-deliver

⁭ Article return, please make quantity correction invoice / correct quantity on the invoice, no re-delivery

⁭ Article return, without correcting the invoice (doubled delivery)

⁭ No article return, please revise / correct the selling price

⁭ Other:…………………………………………………………………………………………………………………………………….
Issued by: .................................
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