	CUSTOMER COMPLAINT REPORT
	CCR No.
	

	
	Date:
	

	Customer:
	Cryoserve Engineering Services Ltd.
	P.O.
	

	File No.:
	
	Invoice:
	

	Address:
	1 Flouch Mews
Hazlehead
Crow Edge
Sheffield
South Yorkshire
S36 4AA
	
	

	Product:
	Not Product Related
	Despatched:
	

	Serial No.(s):
	Not Applicable
	
	

	Manufacturer / Supplier
	Not Applicable
	
	

	MHRA Risk assessment carried out      No – Not a product compaint

	Nature of Complaint:
call log ID 5655,

Customer has called in response to an email he has received from Zoey saying he has an invoice overdue for £518.40 - he says that is not correct, and he should actually be in credit. Helen to look into when back from annual leave tomorrow.email back and sorted.

Shaun Turton
Cryoserve Engineering Services Ltd.
Director
shaun@cryoserve.co.uk
1 Flouch Mews
Hazlehead
Crow Edge
Sheffield
South Yorkshire
S36 4AA ( Normal UPS Rates )
United Kingdom
BBOpera: CID20553



	Result of Investigation:
We have checked the account and it turns out they put in an order, paid by credit card and then cancelled it. The payment came in on Square but was miss allocated as there order had not been invoiced, as Square credit card payments come in without a lot of details. Upon investigation we found the payment on a different account and the allocation was corrected. 
The customer was informed and a revised statement was attached. 
This is a one off and has not happened before. We will do our best to make sure it does not happen again but if it does we will review our processing of these payments. 

	Signed:
	Date:

	Corrective Action:
External:
Customer informed
Internal:
As its a first one off incident and the customer is now happy , no procedures have been changed / updated.


	Signed:
	Date:

	MHRA Informed?
	       NO
	
	QC 12
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