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Food Complaint Reporting Form
IMPORTANT - Please retain any related evidence such as wrappings or foreign bodies, and seal in a secure container, clearly marked, and store in a safe place. These may be required by the supplier for investigative purposes, failure to do so may prevent an effective investigation from taking place.
Please complete the following form clearly giving as much detail as possible before emailing to customer.service@supplychain.nhs.uk. You will receive an email acknowledgement and a complaint number so you can track its progress.
	Contact Information

	Hospital/Site:
	

	Address:
	

	Contact name:
	

	Department:
	

	E-mail address:
	

	Telephone no:
	


	Product Information

	Supplier (if other than NHS Supply Chain)
	

	Supplier Location/Depot
	

	Complaint Details
	

	Complaint detection date
	

	Supporting evidence (photos etc.)
	Please email supporting evidence along with this complaint form to customer.service@supplychain.nhs.uk . Alternatively, you can fax it to 01623 758453

	Complaint type
	

	Product description
	

	Product code (NPC or MPC)
	

	Product brand
	

	Product size
	

	Batch number
	

	Use by date
	

	Storage location
	

	Delivery date
	

	Delivery note number
	

	Other information (e.g. no. of foils affected etc)
	

	Has the Environmental Health Officer (EHO) been notified?                                                  
	


Signed

Job Title

Date

Please complete this form and email, with supporting evidence, to: customer.service@supplychain.nhs.uk

