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CUSTOMER SERVICE REVIEW DOCUMENTATION TOOL

(This tool is OPTIONAL.  It can help customers and Flight Standards management document issues being elevated within Flight Standards for resolution.  It is a means, but not the only means, to document issues.  The boxes will expand as you enter information.  If used, after each level of review, update this tool before forwarding to the next level.  If used, Flight Standards management at all levels of review shall keep copies of all versions of this tool.  
The operator may adapt this tool or develop a similar tool to document its side of an issue.)
	ORGANIZATION:
	DATE:


CUSTOMER INFORMATION

	Name
	

	Address
	

	Certificate Information
	


WHY IS THE ISSUE BEING ELEVATED?

	


BACKGROUND

	Describe the Issue
	

	          Customer’s Perspective
	

	          Your Perspective
	


MANAGEMENT REVIEW OF THE ISSUE

	Materials Provided to FAA by Customer
	

	Type of Review (called customer, meetings, etc.)
	

	What was the outcome of the Review?
	

	Who Conducted the Review? (Phone number)
	


RELEVANT DOCUMENTS

	FAA Regulations


	

	Advisory Circulars


	

	Orders


	

	Legal Interpretations


	


FAA’S HISTORY WITH THIS CUSTOMER

	On this issue:
	

	          What was the outcome?
	

	          Have other Offices, Regions, 
          Directorates dealt with the 
          customer on this issue? (Iist)
	

	On other issues:
	

	          What was the outcome?
	


FAA’S HISTORY WITH OTHER CUSTOMERS ON THIS OR SIMILAR ISSUES

	Customer
	

	          Outcome
	

	Customer
	

	          Outcome
	


DISSENTING PROFESSIONAL OPINIONS

	Referred to Manager  (YES/NO)
	

	Who or what organization?
	

	What was the dissenting opinion?
	


	Name
	Routing Symbol

	Signature
	Date
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