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AML-006 INFORMATION REQUEST / COMPLAINT FORM
	Click or tap to enter a date.

 *Mandatory Fields 						
1. This from shall be used for Information Request and Complaint in relation to a Certificate of Conformity or services by Accreditmark Limited.
2. Accreditmark Limited reserves all rights to invoice any cost or fees associated with services.

Company Information
	Company *
	Click or tap here to enter text.
	Address *
	Click or tap here to enter text.
	Line
	Click or tap here to enter text.
	City *
	Click or tap here to enter text.
	Postcode *
	Click or tap here to enter text.

Authorised Person Information
	First Name *
	Click or tap here to enter text.
	Last Name *
	Click or tap here to enter text.
	Job Title *
	Click or tap here to enter text.
	Email *
	Click or tap here to enter text.
	Phone *
	Click or tap here to enter text.

Information request / Complaint Category
	Client/Certificate Number    Click or tap here to enter text.
	Invoice #   Click or tap here to enter text.

	Information Request   ☐  (Public)  ☐ (other) ☐
	Review (Technical)  ☐ (Installation Manual)  ☐

	Service     ☐  (AML) ☐  (Other third party) ☐
	Audit  ☐  (Site Surveillance)  ☐  (Factory)  ☐

	Report      ☐  (Quality)  ☐  (Time to issue)  ☐
	Scheduling    ☐

	Invoice     ☐  (amount)  ☐  (Errors)  ☐
	Other             ☐



	Information Request ☐  / Complaint ☐



Process:
· This form shall be used for Information Request in relation to Certifications including copies of Certificate of Conformities and other publicly available information. Note: Request for Documentation referenced on a Certificate of Conformity by the General Public or Competitors, will be forwarded to the Certificate Holder;
· Complaints can be made to Accreditmark Limited (AML) via email info@accreditmark.org ;
· When notifying AML of a complaint please supply all details of the complaint and any evidence supporting your complaint; 
· Upon receipt of your complaint a Responsible Person will be assigned to manage the complaint. They will notify you of receipt of your complaint;
· The Responsible Person will manage the complaint through to completion;
· Your complaint will be investigated. Once a decision on the complaint is received the Responsible Person will advise you of the decision; 
· If you are dissatisfied with the outcome of the complaint investigation and decision you can appeal the complaint decision.

	AML Use Only

	Date Received
	Click or tap to enter a date.
	Complaint #
	Click or tap here to enter text.
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Confidentiality This document is strictly confidential and is only available to the Authorised recipients on the express understanding that the information contained herein. The contents of this document is intended only for the sole use of the Authorised recipients all request to disclosed or share with any other persons must be approved in writing from Accreditmark Limited. Accreditmark Limited and the Authorised recipient are subject the Confidentiality Agreement Terms and Condition entered between the parties, unless warranted in the course of Accreditmark Limited Product Certification with approved third parties. 
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