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Complaint/ Comment





Complaint made to member of staff





Deals with complaint





Unable to fully deal with





Fills out comment card


























Writes comments in staff comment book








Visitor sends in letter to Museum after their visit











Visitor sends letter to Director








Visitor completes comment card during their visit





Comments sent to Visitor Services Office





Holding Letter sent














No response needed





More Information gathered by the Museum





Final Response sent to visitor











Response letter sent to visitor





Complaint fully recorded onto system with all actions listed





Reports Produced











