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Guest incident & complaint log
Free guest incident and complaint log template in PDF and Excel. Records what happened, what was offered, the cost of the resolution and whether the guest was followed up.

PROPERTY /  VENUE MONTH DUTY MANAGER RE VIE WED ON

Date / time Guest name / booking ref Room
/ table

Category
Cleanliness / noise / service /
maintenance / food / billing /
safety

What happened Action taken at the time Offered
Comp / refund /
move / discount /
none

Cost Handled
by

Log every complaint, including the ones resolved instantly. The pattern is the value, not the individual entry.

Record what was offered and what it cost — service recovery spend is usually higher than the fix that would prevent it.

This log contains personal data. Store it securely, record only what you need, and follow your own data protection and retention obligations.

Free to print, copy and use in your venue. No attribution required. Rotahr · rota, HACCP, stock and payroll in one app · rotahr.com


