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About you 
	Title: 
	[bookmark: __Fieldmark__357_1178032874][bookmark: __Fieldmark__357_1178032874][bookmark: __Fieldmark__357_1178032874]     
	



	Your first name:
	[bookmark: __Fieldmark__358_1178032874][bookmark: __Fieldmark__358_1178032874][bookmark: __Fieldmark__358_1178032874]     
	



	Your last name:
	[bookmark: __Fieldmark__359_1178032874][bookmark: __Fieldmark__359_1178032874][bookmark: __Fieldmark__359_1178032874]     
	




	Your full address:
	[bookmark: __Fieldmark__360_1178032874][bookmark: __Fieldmark__360_1178032874][bookmark: __Fieldmark__360_1178032874]     

	 


	




	Your email address:
	[bookmark: __Fieldmark__361_1178032874][bookmark: __Fieldmark__361_1178032874][bookmark: __Fieldmark__361_1178032874]     
	



	Your telephone number: 
	[bookmark: __Fieldmark__362_1178032874][bookmark: __Fieldmark__362_1178032874][bookmark: __Fieldmark__362_1178032874]     
	



	Alternate telephone number: 
	[bookmark: __Fieldmark__363_1178032874][bookmark: __Fieldmark__363_1178032874][bookmark: __Fieldmark__363_1178032874]     
	




	We prefer to do as much as possible over the phone, but this might not suit everyone. How would you like us to contact you in the future?
	If by phone, do you prefer morning or 
afternoon?

	[bookmark: __Fieldmark__364_1178032874][bookmark: __Fieldmark__364_1178032874][bookmark: __Fieldmark__364_1178032874]|_| By phone  
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		[bookmark: __Fieldmark__367_1178032874][bookmark: __Fieldmark__367_1178032874][bookmark: __Fieldmark__367_1178032874]     
	




	If you would like help to use our service or would like us to send you information in a certain way, please tell us what you need.  For example we can send audio CD’s, translated letters and use interpreters for phone calls. 
	[bookmark: __Fieldmark__368_1178032874][bookmark: __Fieldmark__368_1178032874][bookmark: __Fieldmark__368_1178032874]        

	 









Are you making a complaint on behalf of someone else? If you are: 

	What is their full name?
	[bookmark: __Fieldmark__369_1178032874][bookmark: __Fieldmark__369_1178032874][bookmark: __Fieldmark__369_1178032874]     
	



	 What is their full postal address?
	[bookmark: __Fieldmark__370_1178032874][bookmark: __Fieldmark__370_1178032874][bookmark: __Fieldmark__370_1178032874]     
	

	
	

	
	

	
	

	
	




	What is their telephone number? 
	[bookmark: __Fieldmark__371_1178032874][bookmark: __Fieldmark__371_1178032874][bookmark: __Fieldmark__371_1178032874]     
	



	

	What is your relationship to the person who wants to complain? 
	[bookmark: __Fieldmark__372_1178032874][bookmark: __Fieldmark__372_1178032874][bookmark: __Fieldmark__372_1178032874]     
	



	

	Have they agreed to you making this complaint on their behalf? 
		[bookmark: __Fieldmark__373_1178032874][bookmark: __Fieldmark__373_1178032874][bookmark: __Fieldmark__373_1178032874]     
	




	Please ask them to sign and date this form in the space below if they are able to do so.

	Signed 
		[bookmark: __Fieldmark__374_1178032874][bookmark: __Fieldmark__374_1178032874][bookmark: __Fieldmark__374_1178032874]     
	



	Dated
		[bookmark: __Fieldmark__375_1178032874][bookmark: __Fieldmark__375_1178032874][bookmark: __Fieldmark__375_1178032874]     
	






We may ask you to provide evidence that you can complain on their behalf. 

Your Complaint 

	What is the name and address of the firm or service provider?
	[bookmark: __Fieldmark__376_1178032874][bookmark: __Fieldmark__376_1178032874][bookmark: __Fieldmark__376_1178032874]     



	



	


	
What is the name of the person you would like to complain about?
	[bookmark: __Fieldmark__377_1178032874][bookmark: __Fieldmark__377_1178032874][bookmark: __Fieldmark__377_1178032874]     
	

	
	



	


What work did you ask the service provider to do for you? For example, it could be to do with buying or selling a house or business premises, family matters, a personal injury, a claim against a financial product, or drawing up a contract or will. 
	
	[bookmark: __Fieldmark__378_1178032874][bookmark: __Fieldmark__378_1178032874][bookmark: __Fieldmark__378_1178032874]     



	
When did you ask them to start working for you and are they still working for you now on this matter?

	[bookmark: __Fieldmark__379_1178032874][bookmark: __Fieldmark__379_1178032874][bookmark: __Fieldmark__379_1178032874]     


	



What are you complaining about? Please list briefly what the service provider did (or did not do) that made you unhappy with the service you received. Please also tell us the date that you first became aware of each problem.
	Problem
	Date you first became aware (dd/mm/yyyy)

	[bookmark: __Fieldmark__380_1178032874][bookmark: __Fieldmark__380_1178032874][bookmark: __Fieldmark__380_1178032874]     
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	When did you complain to the service provider? Please provide the full date or dates. 
	How did you complain? By email, letter,
phone call or meeting

	[bookmark: __Fieldmark__388_1178032874][bookmark: __Fieldmark__388_1178032874][bookmark: __Fieldmark__388_1178032874]     
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	What is the name of the person who dealt with your complaint?
	What was the date of the service provider’s full response to your complaint? 

	[bookmark: __Fieldmark__390_1178032874][bookmark: __Fieldmark__390_1178032874][bookmark: __Fieldmark__390_1178032874]     
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What did the service provider say in their response to your complaint?
	

	[bookmark: __Fieldmark__392_1178032874][bookmark: __Fieldmark__392_1178032874][bookmark: __Fieldmark__392_1178032874]     

	

	If your complaint was made by email or letter, please send us a copy of your complaint together with copies of any responses received.  Please do not send us any other information at this time; we will let you know if we need any more evidence from you.

What effect has the service provider’s service had on you? This could be anything from feeling upset or embarrassed, missing out on something important to you, or even losing money.
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What would put things right for you?
If we do think there has been a problem with the service you have received from your service provider, then our aim is to help put things right. This could be an apology, the return of files or completing the work. We have no powers to discipline or fine service providers but in some cases we might decide that some compensation will help to put things right. 
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Have you made a complaint before to us or anyone else about this matter? If yes, who did you complaint to?
	
If you have; when did you complain before? Please provide the full date or dates.
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	Before sending this form to us, please make sure you have completed all areas, and then signed and dated the form below:

	Signed 
		[bookmark: __Fieldmark__397_1178032874][bookmark: __Fieldmark__397_1178032874][bookmark: __Fieldmark__397_1178032874]     
	



	Dated
		[bookmark: __Fieldmark__398_1178032874][bookmark: __Fieldmark__398_1178032874][bookmark: __Fieldmark__398_1178032874]     
	






T[image: ]he Legal Ombudsman is administered by the Office for Legal Complaints under the Legal Services Act 2007. 
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