This template letter should be used to exhaust the Member/Firm’s internal complaints-handling procedure. This template should not be used to make a complaint to ACCA about the Member/Firm - instead please complete ACCA’s Complaint Form which can be found at www.accaglobal.com

Name of Member/Firm
Address

Date

Dear Sirs
Formal Complaint

I wish to lodge a formal complaint about [insert details].  
I understand from ACCA that you are required to have in place internal complaints-handling procedures in accordance with section B9 of ACCA’s Code of Ethics and Conduct and the guidelines published on its website at: 

http://www.accaglobal.com/content/dam/ACCA_Global/Members/Doc/pracinfo/Internal-complaints-handling-procedures.pdf
I also understand that my complaint should be investigated by a person of seniority who, where possible, has not been directly involved in the matter. 
I wish to invoke those procedures and look forward to receiving a prompt acknowledgement of this letter in accordance with the guidelines.  

Yours faithfully 
