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How to submit a CIF (Continuous Improvement Form)

Step 1: Navigate to the Service SOPs section.

Step 2: Click on UTR. 

Step 3: Under Department, select Call Center and choose CIF (Continuous Improvement form)

Indicate whether you're submitting feedback about Call Center personnel or Field Ops personnel (e.g., a shop or shop tech etc).

Step 4: Fill out the required fields.

Step 5: Click Next. 
 

Step 6: Provide all required details, including a description of the agent or personnel error, then click Next. 

Step 7: Answer the follow-up questions, and indicate if a follow-up is needed.

You may also CC a supervisor or manager by entering their email address in the designated field.

Step 8: Click Submit.

Once submitted, you will receive a UTR Tracking Number for reference. Save this number for future reference, etc.


