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QUALITY MANUAL

	

	
	
	
	DOCUMENT. NO:
	

	
	TITLE
	CLIENT COORDINATION FORMAT
	
	

	
	
	FORM
	
	



1.0   Branch                                                            Region                              Date:                      
1.1 Name of factory/ Establishment: 

1.2 Name of Customer and Designation
1.3 Name of Assignment Manager:
2.0
Contract Requirements
	S
No
	1. Requirements
	Excellent
	Good
	Satis-factory
	Poor
	Unsatis-factory

	
	2. 
	5
	4
	3
	2
	1

	1
	3. Maintenance of strength
	
	
	
	
	

	2
	4. Quality of personnel as per agreement
	
	
	
	
	

	3
	5. Appearance and General bearing
	
	
	
	
	

	4
	6. Quality of Training conducted in the quarter
	
	
	
	
	

	5
	7. Proficiency in duty procedure, 
	
	
	
	
	

	6
	8. Communication skills of security personnel 
	
	
	
	
	

	7
	9. Overall performance of security personnel
	
	
	
	
	

	8
	10. Response to client complaint 
	
	
	
	
	

	9
	11. Supervision and Control by Branch through visits
	
	
	
	
	

	10
	12. Timely submission of bills
	
	
	
	
	


3.0 Client’s requirement on other security solutions:
[image: image1.png]
4.0 Appreciative work done / Deficiency in performance if any by the security personnel during the  week .
[image: image2.png]
Customer Satisfaction Index  =  Total of Grades received  X  100

                                                                          50

5.0 Action Required by branch head

Signature                                                                                                             Signature        

      Name                                                                                                                   Name

    (Customer Representative)                                                                                   Branch Head
Note: Minimum one client coordination meeting  to be carried out with each client in every quarter
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