
 

Office of a 

Licensed  Agent 

Office Administrator clears e-mails 

regularly throughout business day 

for any complaints submitted. 

Document on Office 

Complaints Record 

Form  

Attach copy of: 

Transaction & Representation report, and 

E-mail if applicable, and   

Any other supporting documents 

Office Administrator, 

Salesperson;  

Branch Manager 

Meet with client to discuss proposed resolution. 

 

Agent Licensee or  

Branch Licensee. 

Delivers in 

person   

E-Mail or 

on-line 

Review the Complaint Record and decide  

on an appropriate resolution 

Salesperson. 

Office Complaint Record.doc 

Resolution accepted, obtain client 

signature. Give copy to client and 

retain a copy for Office files. 

Resolution not accepted, finalize details 

in Complaints Record. 

File in Compliance pending appropriate 

further action from either REAA of 

relevant Solicitor 

Client  

Submits complaint  

Advise General Manager 

National Office. 

FIRST NATIONAL IN-HOUSE COMPLAINTS PROCESS 

Finalize details in Office 

Complaints Record & file in 

Complaints file 

Office%20Complaint%20Record.doc

