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Template – Formal Complaint to the NPC Function for Compliance and Adherence
(Participants may use their own letter template, provided that all relevant information is included)

A complaint submitted to the NPC Function for Compliance and Adherence must be made in writing and should contain the information set out below, to the extent applicable.

1. Identification of the complaint
· Date on which the alleged infringement was identified
· Date on which the issue was first raised bilaterally
2. Parties concerned
· Name of the Scheme Participant submitting the complaint
· Name of the Scheme Participant concerned (i.e. the Participant whose actions or omissions are alleged to constitute the infringement)
3. Description of the alleged infringement
· Detailed description of the alleged infringement, including relevant background, facts, and concrete examples
· Reference to the relevant provision(s) of the NPC Rulebook and/or associated implementation guidelines allegedly infringed
4. Bilateral resolution phase
· Description of the steps taken to resolve the issue bilaterally, including dates and form of contact
· Name and contact details (email address and telephone number, if available) of the person(s) with whom the issue was discussed
· Date(s) of bilateral meeting(s) or exchanges
· Outcome of the bilateral discussions
· Explanation as to why bilateral resolution was not successful
5. Scheme‑wide relevance
· Reasoned justification of why the alleged infringement is considered to be of scheme‑wide importance, including, where relevant: 
· potential reputational impact on the Scheme; and/or
· risks to the integrity, stability, or proper functioning of the Scheme
6. Supporting evidence
· List and description of any supporting documentation or evidence submitted in support of the complaint (e.g. correspondence, logs, screenshots, reports)
7. Additional information (where applicable)
· Any other information the complainant considers relevant for the assessment of the complaint
8. Contact details of the complainant
· Name
· Role / function
· Organisation
· Email address
· Telephone number

Declaration 
The complainant confirms that reasonable efforts have been made to resolve the matter bilaterally prior to submission of this complaint and that, to the best of its knowledge, the information provided is accurate, complete, and submitted in good faith.


Date:	____________________________ 	

Place: 	____________________________

Name: 	____________________________

Signature:	____________________________
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