Pro-forma notice of proposed complaint
Under the Building Services (Complaint Resolution and Administration) Regulations 2011
At least 14 days before making a complaint to the Building Commissioner the complainant must provide the respondent with written notice of the proposed complaint, including the remedy the complainant proposes to seek and the evidence on which the complainant proposes to rely.  This pro-forma may be used by a complainant for this purpose.  Proof that the notice has been served will be required.
Take notice that I
	Complainant’s details
	Name 

Address

Tel
Mobile
Email


Propose to make a complaint against
	Respondent’s details


	Name 

Address

Tel
Mobile
Email


To the Building Commission regarding


	Property location
	

	Details of the complaint

	Attach an itemised list if insufficient space


I, the complainant, seek the following remedy from the respondent
	Description of the remedy sought

	

	List of evidence
to be relied 
upon by the complainant
	

	
	Signed
Dated


	IMPORTANT NOTES

	· Serving documents on a party is important to the complaint resolution process because it ensures that each party understands the case put by the other and reduces the number of adjournments brought about by parties surprising one another with information or requests.

	· Service costs are the responsibility of the party serving the documents.

	· Further information about the dispute resolution process is available in the publication ‘The Building Complaint Resolution Guide’.


