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Sample	Letters	Responding	to	a	Complaint	|	Navigating	customer	complaints	can	be	a	challenging	aspect	of	any	business.	However,	it’s	also	an	opportunity	to	demonstrate	your	dedication	to	customer	service	and	to	turn	a	dissatisfied	customer	into	a	loyal	advocate	for	your	brand.	Responding	effectively	to	a	complaint	involves	not	only	addressing	the
issue	at	hand	but	also	ensuring	the	customer	feels	heard,	respected,	and	valued.When	drafting	a	response	to	a	customer	complaint,	it	is	crucial	to	approach	the	situation	with	empathy,	responsiveness,	and	a	clear	course	of	action	to	rectify	the	issue.	Crafting	the	perfect	response	requires	a	balance	of	tact,	transparency,	and	timeliness.	Whether	it’s	a
product	defect,	service	delay,	billing	error,	or	anything	in	between,	the	way	you	respond	can	make	all	the	difference.In	this	post,	we’ll	explore	sample	letters	tailored	to	different	types	of	customer	complaints.	Each	letter	is	designed	to	provide	a	framework	for	acknowledging	the	complaint,	apologizing	for	the	inconvenience,	offering	a	solution,	and
maintaining	a	positive	relationship	with	the	customer.	Use	these	examples	as	a	guide	to	create	your	own	effective	responses	and	to	ensure	your	customers	feel	valued	and	satisfied,	even	when	things	don’t	go	according	to	plan.Subject:	Update	on	your	delayed	shipment	–	[Order	Number]Dear	[Customer’s	Name],I	hope	you	are	doing	well.	My	name	is
[Your	Name],	and	I	represent	the	customer	support	team	at	[Company	Name].	We	have	recently	been	monitoring	your	order	[#Order	Number]	and	regret	to	inform	you	of	a	delay	in	the	shipment	of	your	[product].First	and	foremost,	I	would	like	to	extend	my	sincere	apologies	for	the	inconvenience	this	may	have	caused.	We	understand	the	importance
of	receiving	orders	promptly,	and	our	team	is	doing	everything	possible	to	resolve	this	issue	quickly.	The	delay	was	caused	due	to	unforeseen	circumstances	in	our	supply	chain,	and	we	are	working	closely	with	our	logistic	partners	to	expedite	the	delivery	of	your	order.As	an	immediate	update,	your	new	estimated	delivery	date	is	[new	delivery	date].
We	understand	that	this	might	be	disappointing,	and	if	the	revised	date	causes	any	inconvenience	or	if	you	have	additional	concerns,	please	feel	free	to	contact	our	team.	We	are	here	to	help	and	will	work	with	you	to	find	the	best	possible	solution.Once	again,	I	deeply	apologize	for	this	delay,	and	I	assure	you	that	we	are	doing	everything	we	can	to
get	your	package	to	you	as	soon	as	possible.	We	will	provide	additional	updates	on	the	progress	of	your	shipment	if	any	further	changes	occur.Thank	you	for	your	understanding	and	patience,	and	for	being	a	valued	customer.Sincerely,[Your	Name][Your	Position][Company	Name][Contact	Information]Subject:	Update	on	reported	software	bug	–	Case
#	[Ticket	Number]Dear	[Customer’s	Name],My	name	is	[Your	Name],	and	I	am	a	member	of	the	technical	support	team	at	[Company	Name].	I’m	writing	to	provide	you	with	an	update	on	the	software	bug	you	reported	(Case	#	[Ticket	Number])	affecting	the	[specific	feature]	of	our	[product].We	want	to	assure	you	that	we	take	such	issues	very
seriously,	and	I	apologize	for	any	inconvenience	this	bug	may	have	caused	you.	Our	development	team	has	reviewed	your	bug	report,	and	I	am	happy	to	inform	you	that	they	have	identified	the	root	cause	of	the	issue.	They	are	currently	working	on	a	fix	and	expect	to	release	an	update	for	the	[product]	by	[estimated	release	date].In	the	meantime,	we
have	discovered	a	temporary	workaround	for	the	issue:	[explain	the	workaround	in	detail].	We	understand	that	this	workaround	might	not	cover	all	aspects	of	the	affected	feature,	but	we	hope	it	helps	alleviate	the	impact	of	the	bug	until	the	permanent	fix	is	released.We	truly	appreciate	your	understanding	and	cooperation	during	this	process.	If	you
need	further	assistance	or	have	additional	concerns,	please	do	not	hesitate	to	contact	our	support	team.	We	are	here	to	help	and	support	you	at	all	times.Thank	you	once	again	for	bringing	this	issue	to	our	attention,	and	for	being	a	valued	customer	of	[Company	Name].Best	regards,[Your	Name][Your	Position][Company	Name][Contact
Information]Subject:	Response	to	your	pricing	concernDear	[Customer’s	Name],I	hope	you	are	doing	well.	My	name	is	[Your	Name],	and	I	am	part	of	the	customer	relations	team	at	[Company	Name].	I	recently	received	your	email	expressing	concerns	about	the	pricing	of	our	[product/service].	I	wanted	to	personally	reach	out	to	address	your	concerns
and	provide	some	clarity	around	our	pricing	structure.First	and	foremost,	I	apologize	if	our	pricing	has	caused	any	confusion	or	dissatisfaction.	At	[Company	Name],	we	are	committed	to	delivering	top-quality	products	and	services	while	maintaining	fairness	and	transparency	in	our	pricing.	The	pricing	model	we	have	in	place	is	designed	to	take
various	factors	into	account,	such	as	product	development,	manufacturing	costs,	market	conditions,	and	ongoing	support	and	updates.I	understand	that	the	cost	might	seem	high	compared	to	some	other	options	in	the	market,	but	we	have	designed	our	[product/service]	to	provide	a	premium	experience	and	deliver	exceptional	value	and	performance.
Our	team	continuously	invests	in	research,	quality	assurance,	and	customer	support	to	ensure	you	have	the	best	possible	experience	with	our	[product/service].I	hope	this	explanation	provides	some	context	and	reassures	you	of	our	commitment	to	providing	excellent	value	for	the	price.	If	you	have	any	further	questions	or	concerns,	please	feel	free	to
reach	out.	Our	team	is	here	to	help	and	support	you	in	any	way	we	can.Thank	you	for	your	understanding	and	for	being	a	valued	customer	of	[Company	Name].Warm	regards,[Your	Name][Your	Position][Company	Name][Contact	Information]Dear	[Customer’s	Name],I	hope	this	message	finds	you	well.	Firstly,	I	want	to	sincerely	apologize	for	the
difficulties	you	have	experienced	with	our	[product/service/feature].	I	understand	how	such	issues	can	lead	to	frustration,	and	I	assure	you	that	your	concerns	are	our	top	priority.As	I	understand	it,	you’re	feeling	[upset/angry/frustrated]	because	[summarize	the	specific	issue	related	to	product/service/feature].	This	certainly	isn’t	the	experience	we
want	our	valued	customers	to	have	and	I	apologize	that	we	have	fallen	short	of	our	usual	high	standards.Our	team	is	committed	to	resolving	this	problem	for	you.	[Here,	explain	the	specific	action	or	solution	you’re	implementing	to	resolve	their	issue.]I	truly	appreciate	your	patience	and	understanding	in	this	matter.	Your	feedback	has	been
instrumental	in	bringing	this	concern	to	our	attention	and	will	contribute	significantly	to	the	necessary	improvements	we	will	make.We	value	your	perspective	and	wish	to	restore	your	satisfaction	with	our	service.	If	you	have	any	other	suggestions	or	need	further	assistance,	please	feel	free	to	get	in	touch.	Thank	you	again	for	allowing	us	to	address
your	concerns.Sincerely,[Your	name][Your	position]25	Sample	Letters	|	Responding	to	a	ComplaintSubject:	Our	Apologies	and	Action	on	Your	Product	Complaint	–	[Ticket	Reference]Dear	[Customer	Name],Thank	you	for	reaching	out	to	us	with	your	concerns	regarding	the	[Product	Name]	you	purchased	from	our	store.	I’m	[Your	Name],	and	I	oversee
customer	satisfaction	here	at	[Company	Name].	Please	accept	our	sincerest	apologies	for	the	inconvenience	the	defect	in	the	[Product	Name]	has	caused	you.We	strive	to	provide	high-quality	products	to	all	of	our	customers,	and	we’re	genuinely	sorry	that	we	missed	the	mark	on	this	occasion.	Upon	receiving	your	complaint,	we	immediately	launched
an	investigation	into	the	matter.As	part	of	our	commitment	to	customer	satisfaction,	we	would	like	to	offer	you	a	choice	between	a	full	refund	or	an	exchange	for	any	other	product	of	equivalent	value.	Meanwhile,	we	are	also	reviewing	our	quality	control	processes	to	prevent	such	incidents	from	occurring	in	the	future.Please	reply	to	this	message	with
your	preferred	resolution,	and	we	will	take	care	of	the	rest	as	swiftly	as	possible.Thank	you	once	again	for	bringing	this	matter	to	our	attention.	Your	feedback	is	invaluable	in	helping	us	improve	our	service.Warm	regards,[Your	Name]Customer	Satisfaction	Manager[Company	Name][Contact	Information]Subject:	Addressing	Your	Service	Delay
Concerns	–	[Ticket	Reference]Dear	[Customer	Name],I	hope	this	message	finds	you	well.	I	am	[Your	Name],	the	Service	Manager	here	at	[Company	Name].	I’m	writing	in	response	to	the	complaint	we	received	on	[date]	regarding	a	service	delay.Firstly,	allow	me	to	extend	our	deepest	apologies	for	the	delay	and	the	frustration	it	has	caused.	We
understand	how	valuable	your	time	is,	and	it’s	always	our	goal	to	provide	efficient	and	timely	service.We	have	taken	immediate	action	to	investigate	the	cause	of	this	delay	and	found	that	[explain	reason	for	delay	briefly].	Although	we	are	taking	steps	to	ensure	this	won’t	happen	again,	that	doesn’t	diminish	the	inconvenience	you	have	experienced.To
make	amends,	we	would	like	to	offer	you	[state	compensation,	e.g.,	a	discount,	a	complimentary	service,	etc.].	We	hope	this	can	begin	to	restore	your	faith	in	our	commitment	to	exceptional	service.If	you	have	any	further	concerns	or	if	there’s	anything	more	we	can	do	to	assist	you,	please	don’t	hesitate	to	let	me	know.Once	again,	I	apologize	for	any
inconvenience	we	may	have	caused	you	and	thank	you	for	your	patience	and	understanding.Best	regards,[Your	Name]Service	Manager[Company	Name][Contact	Information]25	Sample	Letters	Responding	to	a	ComplaintSubject:	Follow-Up	on	Your	Complaint	–	[Ticket	Reference]Dear	[Customer	Name],I	am	[Your	Name],	the	Customer	Relations	Lead
at	[Company	Name].	I	was	distressed	to	learn	about	your	recent	interaction	with	one	of	our	staff	members	that	did	not	meet	our	usual	standards	of	professionalism	and	courtesy.I	want	to	apologize	unreservedly	for	the	behavior	you	reported.	We	hold	our	team	to	a	high	standard	of	conduct,	and	it’s	apparent	from	your	detailed	account	that	we	have
fallen	short	in	your	case.An	internal	investigation	has	been	initiated,	and	appropriate	measures	will	be	taken	to	ensure	this	is	an	isolated	incident.	Additionally,	I	would	like	to	offer	you	[compensation	or	remedial	action]	as	an	apology	and	a	gesture	of	our	commitment	to	customer	satisfaction.Your	feedback	is	crucial	for	our	growth	and	helps	us
maintain	a	respectful	and	professional	environment	for	everyone.	Please	do	not	hesitate	to	reach	out	to	me	personally	if	you	want	to	discuss	this	matter	further	or	if	there	is	anything	else	we	can	do	for	you.Again,	we	are	truly	sorry	for	this	lapse	in	service,	and	I	assure	you	we	are	taking	your	feedback	very	seriously.Kindest	regards,[Your
Name]Customer	Relations	Lead[Company	Name][Contact	Information]Subject:	Your	Billing	Inquiry	–	[Ticket	Reference]Dear	[Customer	Name],My	name	is	[Your	Name],	and	I	am	the	head	of	the	billing	department	at	[Company	Name].	I’m	writing	to	acknowledge	the	receipt	of	your	billing	complaint	and	to	offer	our	sincerest	apologies	for	any
confusion	caused	by	the	unexpected	charge	on	your	account.We	take	such	matters	with	utmost	seriousness,	and	after	reviewing	your	claim,	we	can	confirm	that	the	charge	was	indeed	a	billing	error	on	our	part.	To	rectify	this,	we’ve	initiated	an	immediate	refund	of	[amount],	and	you	should	see	this	reflected	on	your	statement	within	the	next	3-5
business	days.In	addition	to	issuing	a	refund,	we	are	also	investigating	how	this	error	occurred	and	will	refine	our	billing	practices	to	prevent	similar	issues	from	arising	in	the	future.We	value	your	business	greatly	and	want	to	offer	[a	goodwill	gesture,	e.g.,	a	discount	on	your	next	service]	for	the	inconvenience	you’ve	suffered.	We	hope	to	maintain
the	trust	and	relationship	you’ve	built	with	our	company.If	you	have	any	more	questions	or	need	further	assistance,	please	do	not	hesitate	to	contact	me	personally.Thank	you	for	your	understanding,	and	once	again,	we	apologize	for	the	error.Warmly,[Your	Name]Billing	Department	Head[Company	Name][Contact	Information]Subject:	Our	Steps	to
Resolve	Your	Website	Concerns	–	[Ticket	Reference]Dear	[Customer	Name],I	trust	this	message	reaches	you	in	good	spirits.	I	am	[Your	Name],	the	IT	Support	Lead	at	[Company	Name].	I’ve	received	your	complaint	about	the	difficulties	you	faced	while	using	our	website,	and	I	want	to	offer	you	our	unreserved	apologies	for	the	inconvenience.Your
report	was	immediately	passed	to	our	technical	team	for	investigation,	and	they	have	identified	[a	brief	explanation	of	the	issue].	Please	rest	assured	that	we	have	already	commenced	work	on	a	permanent	solution.In	the	interim,	we	suggest	the	following	steps	[list	any	alternative	solutions	or	workarounds].	We	understand	that	this	may	not	fully	make
up	for	the	disruption	in	service,	but	we	hope	it	will	assist	you	until	the	issue	is	fully	resolved.As	a	token	of	our	apology,	and	in	appreciation	of	your	patience,	we	would	like	to	offer	you	[a	gift,	discount,	or	similar	compensatory	gesture].If	you	have	any	further	questions,	concerns,	or	require	additional	support,	please	don’t	hesitate	to	respond	directly	to
this	email.Thank	you	for	your	understanding	and	for	giving	us	the	opportunity	to	correct	this	for	you.Kind	regards,[Your	Name]IT	Support	Lead[Company	Name][Contact	Information]I	apologize	for	the	unexpected	delay	in	the	delivery	of	your	[product].	I	understand	how	frustrating	it	can	be	to	not	receive	a	product	as	anticipated.	We	are	looking	into
the	reason	for	this	hold-up	and	are	working	closely	with	our	delivery	partners	to	expedite	your	shipment.	We	will	provide	you	with	updated	tracking	information	as	soon	as	it	becomes	available.	Thank	you	for	your	patience	and	understanding.We’re	sorry	to	hear	that	you	have	received	a	faulty	[product].	We	appreciate	you	bringing	this	to	our	attention,
and	we	would	like	to	offer	a	replacement	at	no	cost	to	you.	Please	provide	your	order	details,	and	we	will	initiate	the	replacement	process	immediately.	We	will	also	conduct	a	thorough	assessment	on	our	end	to	ensure	that	this	issue	does	not	recur.I	apologize	for	the	billing	error	that	you	have	encountered.	We	certainly	understand	how	concerning	it
can	be	to	see	an	unexpected	charge.	I	have	reviewed	your	case	and	will	promptly	reverse	the	erroneous	charge.	It	should	reflect	on	your	original	payment	method	within	3-5	business	days.	Your	feedback	will	help	us	improve	our	billing	processes	to	prevent	such	incidents	in	the	future.We	are	sorry	to	hear	that	you’d	like	to	cancel	your
[service/subscription].	To	ensure	a	seamless	cancellation	process,	I	have	forwarded	your	request	to	our	team.	You	should	receive	a	confirmation	email	shortly.	If	there	are	any	outstanding	issues	or	concerns	you	would	like	to	discuss	before	completing	the	cancellation,	please	let	us	know,	and	we’ll	do	our	best	to	address	them.Dear	[Customer’s
Name],We	sincerely	regret	that	your	experience	with	our	[product/service]	has	prompted	you	to	express	dissatisfaction.	Your	feedback	and	your	satisfaction	are	of	utmost	importance	to	us.Here	at	[Company	Name],	we	strive	to	provide	excellent	service	and	quality	products,	and	we	apologize	wholeheartedly	for	falling	short	of	these	standards	in	your
experience.We	assure	you	that	your	complaint	has	been	taken	very	seriously.	It	has	been	directed	to	the	corresponding	department	as	part	of	an	immediate	review	process.	The	details	you’ve	provided	will	be	invaluable	in	this	review,	helping	us	identify	the	root	cause	and	preventing	similar	occurrences	in	the	future.	Thank	you	for	bringing	this	to	our
attention.As	we	work	towards	resolving	this	issue,	we	would	like	to	offer	you	[compensation	or	actions	to	be	taken]	as	an	apology	and	a	measure	to	restore	your	faith	in	our	[product/service].We	will	provide	continuous	updates	on	the	progress	of	your	case,	and	our	customer	service	team	is	available	for	any	questions	or	further	concerns	you	may
have.We	deeply	value	your	support	and	your	understanding	as	we	take	essential	steps	to	rectify	this	situation	and	improve	our	[product/service]	for	the	benefit	of	our	valuable	customers	such	as	yourself.Kind	Regards,[Your	name][Your	position]Thank	you	for	reporting	the	issue	you’ve	encountered	with	our	software	or	app.	Our	technical	team	has
been	notified	and	is	currently	working	to	resolve	this	matter.	As	a	temporary	workaround,	please	try	[suggest	a	possible	temporary	solution].	We	will	keep	you	informed	of	our	progress	and	notify	you	as	soon	as	the	issue	is	resolved.	Your	patience	and	support	are	greatly	appreciated.We	apologize	for	the	mistake	made	with	your	order.	Our	team	is
already	working	to	correct	the	issue	and	expedite	the	delivery	of	the	correct	items.	In	the	meantime,	please	keep	the	incorrect	items	as	a	token	of	our	apology.	Your	patience	and	understanding	are	truly	appreciated,	and	we	are	committed	to	ensuring	that	such	errors	are	minimized	in	the	future.We	apologize	for	the	recent	service	interruption	that	has
impacted	your	experience.	Our	team	is	diligently	working	to	restore	service	and	functionality	as	soon	as	possible.	In	the	meantime,	we	kindly	ask	for	your	patience,	and	we	will	update	you	on	our	progress.	We	value	your	support	and	are	dedicated	to	minimizing	future	service	disruptions.We	apologize	for	the	inconvenience	you	have	experienced	while
trying	to	access	your	account.	We	have	identified	the	issue	and	are	working	to	resolve	it	as	soon	as	possible.	In	the	meantime,	please	try	resetting	your	password	using	the	“Forgot	Password”	link	on	our	login	page.	If	the	issue	persists,	do	not	hesitate	to	reach	out	to	us	for	further	assistance.We	understand	that	you	are	not	satisfied	with	your	purchase
and	are	seeking	a	refund.	Our	team	is	reviewing	your	request,	and	we	assure	you	that	we	will	process	it	as	quickly	as	possible.	Please	allow	5-7	business	days	for	the	refund	to	reflect	on	your	original	payment	method.	We	appreciate	your	patience	during	this	process.I	understand	that	you	are	inquiring	about	the	availability	of	[product].	While	this	item
is	currently	out	of	stock,	we	are	working	diligently	to	replenish	our	inventory.	We	expect	the	product	to	be	available	again	within	[timeframe].	We	apologize	for	any	inconvenience	this	may	cause	and	are	grateful	for	your	interest	in	our	products.Thank	you	for	suggesting	the	addition	of	a	new	[feature]	to	our	[product/service].	We	value	customer	input
and	have	forwarded	your	request	to	our	product	development	team	for	consideration.	We	continuously	strive	to	improve	our	offerings,	and	your	feedback	is	highly	appreciated.	We	will	notify	you	of	any	future	updates	or	improvements	related	to	your	request.We	appreciate	your	interest	in	upgrading	your	membership	to	our	[premium
service/subscription].	To	facilitate	the	upgrade,	please	log	in	to	your	account	and	navigate	to	the	‘Upgrade	Membership’	option.	Follow	the	instructions	to	complete	the	process.	If	you	encounter	any	issues	or	have	further	questions,	please	let	us	know	and	we	will	be	glad	to	assist.Thank	you	for	reaching	out	with	your	[specific	technical	issue].	To
troubleshoot	this	problem,	please	try	the	following	steps:	[provide	a	numbered	list	of	troubleshooting	steps].	If	the	issue	persists	after	attempting	these	solutions,	please	do	not	hesitate	to	get	back	in	touch	with	us	for	further	assistance.	Our	technical	support	team	is	standing	by	to	help.I	understand	that	your	issue	remains	unresolved,	and	I	apologize
for	any	frustration	this	may	have	caused.	To	escalate	your	complaint,	I	have	forwarded	your	concerns	to	our	higher	management	team.	They	will	review	the	case	and	contact	you	directly	within	[timeframe]	to	address	your	concerns	and	propose	a	resolution.	We	appreciate	your	patience	and	understanding	in	this	matter.I’m	truly	sorry	to	hear	about
your	recent	experience	with	our	customer	service	team.	We	take	such	concerns	very	seriously	and	apologize	for	any	inconvenience	caused.	Your	feedback	will	be	duly	forwarded	to	the	relevant	departments	for	review,	and	appropriate	action	will	be	taken	to	address	the	situation.	Please	know	that	we	remain	committed	to	providing	the	best	possible
service	to	our	customers.	Running	a	customer	support	team	comes	with	its	fair	share	of	challenges	—	complaints	pouring	in,	team	members	unsure	about	how	to	handle	upset	customers,	and	negative	reviews	impacting	your	bottom	line.		Appeasing	unhappy	customers	and	repairing	relationships	is	no	easy	task.	It	takes	empathy,	strategy,	and
resilience..		This	guide	provides	a	step-by-step	framework	to	train	your	team	to	respond	to	customer	complaints	and	13	customer	complaint	response	templates	your	team	can	use	right	away.		Let’s	dive	in.	You	can	use	this	process	to	respond	to	complaints	anywhere	they	occur	—	in	a	live	chat,	on	a	phone	call,	or	on	a	social	media	platform.	Your
representatives	should	have	the	full	conversation	history	before	trying	to	resolve	a	customer’s	issue.	This	means	they’ve	read	email	threads,	reviewed	open	or	pending	tickets,	and	checked	social	media	comments	about	the	complaint.	Zendesk’s	Customer	Experience	report	found	that	70%	of	customers	expect	companies	to	consolidate	information	on
their	behalf	so	that	they	do	not	have	to	repeat	information	to	different	representatives.		It	can	be	tempting	to	skim	over	the	complaint	and	send	a	templated	response,	especially	if	it’s	riddled	with	typos	or	repetitive	language.	But	a	better	approach	is	to	step	back	and	carefully	jot	down	the	key	issues	to	tailor	your	response	to	the	complaint.	“Don’t	just
use	a	templated	response	after	reading	a	query	quickly;	take	your	time	to	respond	in	a	way	that	addresses	what	the	customer	is	reaching	out	about.”		Justina	Altiere,	VP	of	Customer	Experience	at	OpenPhone	Pro	tip:	If	your	customers	are	complaining	publicly	on	social	media	platforms,	make	sure	you	reach	out	and	continue	the	conversation	in	a
private	channel,	at	least	until	the	issue	is	resolved.		When	reaching	out	to	complain,	customers	are	often	impatient	and	frustrated.	They	don’t	want	to	wait.	So	go	the	extra	mile	internally	to	involve	team	members	who	can	quickly	provide	a	solution.		For	example,	if	a	customer’s	account	is	blocked,	you	may	need	to	reach	out	internally	to	your
compliance	team.	If	a	customer	is	experiencing	a	bug,	report	it	to	engineering.		Once	a	representative	has	carefully	taken	in	the	context	of	the	complaint,	they’ll	be	prepared	to	respond	in	a	way	that	meets	the	customer	where	they	are.	“Empathy	is	the	most	powerful	tool	for	taking	back	control	of	a	conversation	or	talking	a	customer	down	from	the
ledge.	Empathy	is	not	an	apology,	nor	is	it	agreeing	with	the	customer;	it	is	simply	stating	that	you	can	understand	what	they	are	feeling.”	Alex	Bulloch,	Sr.	Customer	Support	Manager	at	OpenPhone	A	good	practice	for	showing	you	care	is	to	listen	intently	and	calibrate	to	the	customer’s	tone	of	voice.	If	they’re	angry,	don’t	respond	with	smiling
emojis	and	exclamation	points	—	you’ll	just	infuriate	them.	If	they’re	frustrated	from		trying	to	resolve	an	issue,	speak	to	them	calmly,	and	don’t	rush	them	through	the	process.		Nykki	Yeager,	CEO	and	Co-founder	at	Flight	CX,	adds,	“While	we	love	macros,	canned	responses,	and	phone	scripts,	these	are	times	to	add	color	to	those	responses	so	it	feels
personal	and	shows	that	someone	cares.”	Here	are	some	example	statements	to	show	empathy:		By	summarizing	the	complaint,	you	assure	the	customer	you’ve	heard	them.	Much	like	when	a	waiter	repeats	your	order	you	feel	acknowledged,	and	having	a	rep	restate	your	complaint	is	encouraging.		Alex	advises,	“Acknowledge	the	issue,	summarizing
what	they	just	explained	to	demonstrate	you	listened	and	understood.	This	also	gives	them	an	opportunity	to	correct	you	if	you	missed	anything.”	Here	are	some	example	scripts	to	show	understanding:	The	last	thing	customers	want	is	to	feel	like	a	number	on	a	spreadsheet.	They	want	to	know	that	someone	is	actively	handling	their	issue.	If	the
complaint	doesn’t	have	an	immediate	resolution,	let	them	know	you’re	working	toward	one.		For	example,	you	can	let	the	customer	know	you’re	escalating	their	issue	internally	or	that	you’ve	performed	an	action	on	their	behalf	(such	as	submitting	a	bug	report).		If	the	issue	has	taken	a	long	time	to	reach	a	resolution,	you	can	help	reduce	customer
dissatisfaction	with	an	offer.		“Offering	something	like	a	small	discount	or	add-on	could	help	[turn	things	around].	If	you’re	in	e-commerce	and	a	customer	is	experiencing	a	shipping	delay,	the	offer	could	even	be	a	choice	to	cancel	the	order,”	says	Nykki.		Example	scripts	to	inform	customers	of	your	plan:	A	psychological	effect	called	the	peak-end	rule
causes	people	to	remember	how	an	experience	felt	at	its	peak	and	at	its	end.	While	an	upset	customer	will	always	remember	the	peak	as	unpleasant,	you	can	create	a	positive	ending.	Your	final	message	counts.	Maintain	a	positive	tone,	express	gratitude,	and	invite	them	to	follow	up	within	a	certain	timeframe	when	appropriate	(even	if	your	team
offers	proactive	customer	service).	Example	scripts	to	close	a	conversation:	Here	are	some	pointers	for	responding	to	complaints	for	the	best	chance	at	a	quick	and	peaceful	resolution.		Don’t	give	excuses:	Excuses	can	further	annoy	or	alienate	your	customers.	Even	when	you’re	trying	to	offer	a	helpful	explanation	or	clear	up	a	misunderstanding,	keep
this	part	of	the	conversation	brief.		Alex	says,	“Do	not	deflect	or	point	fingers.	No	matter	who’s	at	fault,	the	customer	is	paying	money	to	the	business,	so	the	business	is	expected	to	fix	it.	Shouldering	the	blame	lowers	authority	and	gives	the	impression	that	you	don’t	want	to	bother	with	fixing	it.”	Do	understand	the	customer’s	mood:	Excessive
enthusiasm	(even	virtually)	can	come	across	as	tone-deaf	or	disingenuous	when	your	customers	are	angry	or	frustrated.	Stick	to	a	professional	but	empathetic	tone,	regardless	of	the	severity	of	the	issue.		Don’t	automatically	apologize:	Over-apologizing	can	give	the	impression	that	the	rep	is	not	equipped	to	handle	the	situation.		Alex	says,	“While
apologizing	is	appropriate	in	many	situations,	avoid	apologizing	when	possible	as	it	often	unintentionally	admits	fault	and	puts	the	support	rep	in	a	less	authoritative	position.	Instead,	the	same	feelings	can	often	be	expressed	through	gratitude:	‘Sorry	this	took	so	long’	versus	’Thank	you	for	your	patience	while	we	investigated	further.’”	Do	use	positive
language:	Avoid	words	and	phrases	like	‘unfortunately’	or	‘I	can’t,’	and	replace	them	with	direct,	positive	language	about	what	you	can	do.	Negative	words	make	bad	news	sound	harsher	than	it	needs	to	be.	Understanding	how	to	respond	to	customer	complaints	effectively	makes	you	come	across	as	being	in	control.	Your	customers	trust	you	to
resolve	their	issues	when	you	appear	empathetic	yet	confident.		We’ve	created	6	email	and	text	templates	so	you	can	respond	proactively	to	customer	complaints	and	not	lose	sight	of	strong	customer	service	etiquette.		Service	issues	are	among	the	most	common	types	of	complaints.	Use	this	email	and	SMS	template	to	respond:		Email	response
template	Subject:	Thank	you	for	your	feedback,	[customer	name]	Body:	Hello	[customer	name],	Thank	you	for	reaching	out	and	letting	us	know	about	this	issue.		We	apologize	for	the	inconvenience	caused	by	[mention	the	specific	issue	briefly].	Our	team	is	working	on	it	and	[issue]	should	be	resolved	by	[date/time].		To	make	things	right,	we	would
like	to	offer	you	[mention	compensation,	if	applicable,	like	a	discount,	refund,	etc.].	We	are	also	implementing	measures	to	ensure	that	this	does	not	happen	again.	Thank	you	for	your	understanding	and	patience.	If	you	have	any	more	questions	or	concerns,	please	feel	free	to	reach	out.	We	are	here	to	help!	Regards,	[Your	name]	[Your	position]
[Company	contact	information]	Copy	to	Clipboard	SMS/chat	response	template	Late	shipments	can	be	disastrous	for	your	small	business.	According	to	a	report	by	Convey,	84%	of	consumers	are	less	likely	to	return	to	a	brand	after	just	one	poor	delivery	experience.	Use	these	email	and	customer	service	text	templates	to	keep	them	in	the	loop	during
shipment	delays.		Email	template	Subject:	Update	on	Your	Shipment,	[customer	name]	Body:	Hello	[customer	name],	Thank	you	for	your	patience	as	we	worked	on	getting	you	a	shipment	update.		There’s	been	an	unexpected	delay	due	to	[reason	for	delay],	but	we’ve	escalated	your	order	request	internally.	We	expect	your	package	to	be	delivered	by
[new	estimated	delivery	date].	We	understand	that	this	is	an	important	order	and	apologize	for	any	inconvenience	this	may	have	caused.	As	a	token	of	our	appreciation	for	your	patience,	we’d	like	to	offer	you	[compensation,	if	applicable].	Please	let	us	know	if	there	is	anything	else	we	can	do	for	you.		Best,	[Your	name]	[Your	position]	[Company
contact	information]	Copy	to	Clipboard	SMS/chat	response	template	Before	responding	to	a	product	complaint,	make	sure	you	have	all	the	details	about	the	defective	product.	If	not,	request	them	in	your	email	or	SMS	reply.		Email	template	Subject:	Your	Concern	About	[product	name],	[customer	name]	Body:	Hello	[customer	name],	Thank	you	for
reaching	out	with	your	concerns	about	[product	name].	We’re	sorry	to	hear	that	you’ve	had	an	unsatisfactory	experience.	We’d	like	to	address	it	immediately.		Could	you	please	provide	more	details	about	the	problem	or	send	us	a	photo?	It’ll	help	us	better	understand	the	situation	and	strategize	on	how	to	fix	it.		In	the	meantime,	we’d	like	to	offer	you
[compensation,	if	applicable].		Thank	you	for	giving	us	the	opportunity	to	rectify	it.		Regards,	[Your	name]	[Your	position]	[Company	contact	information]	Copy	to	Clipboard	SMS/chat	response	template	Troubleshooting	problems	pop	up	often	for	technology-based	businesses,	but	they	can	be	very	inconvenient	for	customers.	Use	these	templates	to
respond	to	customers	when	dealing	with	technical	issues:		Email	template	Subject:	Technical	Support	for	[issue],	[customer	name]	Body:	Hello	[customer	name],	We’ve	received	your	query	regarding	the	[specific	technical	issue,	e.g.,	number	porting	problem].	Thank	you	for	bringing	this	to	our	attention.	Our	technical	team	is	looking	into	it,	and	we
anticipate	having	an	update	for	you	by	[expected	resolution	time].	We	apologize	for	any	inconvenience	this	has	caused	and	appreciate	your	patience	as	we	work	to	fix	this	issue.	If	you	have	any	further	questions	or	need	additional	assistance,	please	don’t	hesitate	to	reach	out.	Best,	[Your	name]	[Your	position]	[Company	contact	information]	Copy	to
Clipboard	SMS/chat	response	template	Incorrect	charges	—	or	even	ones	perceived	to	be	incorrect	—	can	drive	a	wedge	between	you	and	your	customer.	Use	these	templates	to	calm	them	down	while	you	work	on	the	issue:		Email	template	Subject:	Your	Billing	Inquiry,	[customer	name]	Body:	Hello	[customer	name],	Thank	you	for	contacting	us	about
your	billing	concern.		We’ve	reviewed	your	account	and	found	[explain	the	issue	briefly,	e.g.,	an	incorrect	charge	due	to	an	error].	We	are	currently	[what	you	are	doing	to	resolve	it].	You	can	expect	to	see	the	adjustment	of	[amount]	within	[time	frame].	Please	accept	our	apologies	for	any	confusion,	and	let	us	know	if	you	have	any	more	questions.
Warm	regards,	[Your	name]	[Your	position]	[Company	contact	information]	Copy	to	Clipboard	SMS/chat	response	template	Customers	airing	grievances	over	social	media	can	hurt	your	brand	image	overnight	–	especially	without	an	adequate	response.		A	report	by	Sprout	Social	found	that	46%	of	consumers	have	used	social	media	to	call	out	or
complain	about	a	brand.	The	best	practice	is	to	write	a	public	response	before	you	take	the	conversation	to	a	private	inbox.		Here	are	three	sample	scripts	your	team	can	use:		Talking	angry	customers	down	from	a	ledge	can	be	the	difference	between	a	thriving	business	and	a	revolving	door	of	customers.		With	a	phone	system	like	OpenPhone,	you	can
get	your	team	on	the	same	page	by	saving	these	customer	response	templates	as	snippets	and	then	using	them	as	needed.	A	modern	business	phone	system	also	helps	give	your	team	visibility	into	every	customer	interaction	with	conversation	history	in	one	place.	Know	someone	who’d	benefit	from	this	guide?	Feel	free	to	share.	If	you’re	looking	for
more	strategies	and	tips,	read	our	expert-driven	advice	for	how	to	deal	with	difficult	customers.	Addressing	customer	complaints	effectively	is	paramount	for	business	success.	A	well-crafted	response	letter,	or	email,	demonstrates	professionalism,	empathy,	and	a	commitment	to	resolving	issues.	Such	correspondence	is	more	than	just	an	apology;	it’s
a	strategic	opportunity	to	salvage	relationships,	maintain	brand	reputation,	and	even	garner	future	loyalty.	This	comprehensive	guide	explores	the	components	of	a	successful	customer	complaint	response,	offering	insights	into	crafting	effective	communication	that	builds	trust	and	strengthens	customer	relationships.	The	guide	will	cover	everything
from	understanding	the	nuances	of	the	complaint	to	crafting	a	resolution-focused	response,	enhancing	your	business’s	customer	service	capabilities	significantly.	The	Importance	of	a	Timely	and	Thoughtful	Reply	Timeliness	as	a	Key	Factor	Promptness	is	crucial	when	responding	to	customer	complaints.	A	delayed	response	can	significantly	amplify
the	customer’s	frustration,	leaving	them	feeling	ignored	and	undervalued.	Immediate	acknowledgment,	even	if	a	complete	solution	isn’t	immediately	available,	demonstrates	that	the	issue	is	being	taken	seriously.	This	initial	contact	could	be	a	brief	email	confirming	receipt	of	the	complaint	and	outlining	the	anticipated	timeframe	for	a	comprehensive
response.	Setting	realistic	expectations	regarding	response	time	manages	customer	expectations	and	prevents	further	escalation.	Prompt	action	builds	confidence	and	trust,	showcasing	a	business’s	commitment	to	customer	satisfaction.	Empathy	and	Understanding:	The	Foundation	of	Effective	Communication	Before	drafting	a	response,	it’s	essential
to	carefully	analyze	the	complaint.	Understanding	the	customer’s	perspective	requires	moving	beyond	simply	reading	the	words	and	instead	empathizing	with	the	situation.	What	are	the	customer’s	underlying	concerns?	What	are	they	hoping	to	achieve	through	their	complaint?	Acknowledging	their	feelings	and	frustrations,	even	if	the	business	isn’t
entirely	at	fault,	is	vital	in	de-escalating	the	situation.	Phrases	like,	“We	understand	your	frustration,”	or	“We’re	sorry	you	had	this	experience,”	demonstrate	empathy	and	pave	the	way	for	a	more	constructive	dialogue.	Demonstrating	genuine	concern	helps	build	rapport	and	fosters	a	positive	relationship	moving	forward.	Crafting	a	Professional	and
Solution-Oriented	Response	Structure	and	Tone:	Setting	the	Right	Stage	The	structure	of	the	response	is	equally	important.	A	clear,	concise,	and	well-organized	letter	demonstrates	professionalism	and	respect	for	the	customer’s	time.	Begin	with	a	polite	salutation,	followed	by	an	acknowledgment	of	the	complaint.	Avoid	overly	formal	or	impersonal
language.	Aim	for	a	tone	that	is	both	professional	and	empathetic,	using	plain	language	easily	understood	by	the	customer.	Use	short	paragraphs	and	bullet	points	where	applicable	to	improve	readability.	The	overall	tone	should	convey	sincerity	and	a	genuine	desire	to	resolve	the	issue.	Acknowledging	the	Customer’s	Feelings	and	Concerns	Directly
address	the	customer’s	specific	concerns	and	validate	their	feelings.	For	example,	if	the	customer	complains	about	a	faulty	product,	explicitly	state	that	you	understand	their	disappointment	and	inconvenience.	Avoid	defensive	language	or	attempting	to	place	blame.	Focus	on	finding	a	solution,	not	on	justifying	the	company’s	actions.	Accepting
responsibility	where	appropriate	goes	a	long	way	in	building	trust	and	goodwill.	A	sincere	apology,	when	warranted,	is	a	powerful	tool	for	conflict	resolution.	It	shows	the	customer	that	their	concerns	are	taken	seriously	and	that	the	business	values	their	relationship.	Presenting	a	Clear	and	Detailed	Solution	Once	the	customer’s	concerns	have	been
acknowledged,	outline	a	clear	and	specific	plan	of	action.	This	could	involve	a	refund,	repair,	replacement,	or	another	form	of	compensation,	depending	on	the	nature	of	the	complaint.	Be	as	detailed	as	possible,	specifying	timelines,	contact	information,	and	any	necessary	steps	the	customer	needs	to	take.	If	the	solution	requires	multiple	steps,	break
it	down	into	smaller,	manageable	actions	to	avoid	overwhelming	the	customer.	Provide	tracking	numbers	or	confirmation	details,	offering	ways	for	the	customer	to	monitor	the	progress	of	the	solution.	Read	Also:	Request	for	Office	Supply	Advance	–	Sample	Letter	Closing	the	Response	Effectively	The	closing	of	the	response	is	an	opportunity	to
reiterate	your	commitment	to	customer	satisfaction	and	to	express	appreciation	for	their	patience	and	understanding.	Reassure	the	customer	that	their	feedback	is	valued	and	that	the	business	is	committed	to	improving	its	services.	Express	your	hope	that	the	situation	has	been	resolved	to	their	satisfaction	and	invite	further	contact	if	any	additional
issues	arise.	Offer	a	direct	contact	person	and	their	contact	details	to	encourage	further	communication.	A	positive	and	confident	close	leaves	a	lasting	positive	impression,	leaving	the	customer	feeling	heard,	valued,	and	confident	in	the	business’s	ability	to	resolve	issues	effectively.	Enhancing	Your	Customer	Service	Strategy	Training	Employees	in
Effective	Complaint	Handling	Investing	in	employee	training	is	essential	for	consistent	and	effective	complaint	handling.	Equip	your	staff	with	the	skills	and	knowledge	to	respond	professionally	and	empathetically	to	customer	complaints.	This	training	should	cover	topics	such	as	active	listening,	conflict	resolution,	and	effective	communication
techniques.	Role-playing	exercises	can	be	beneficial	in	helping	employees	practice	responding	to	various	types	of	customer	complaints.	Well-trained	staff	are	more	likely	to	handle	complaints	efficiently	and	effectively,	minimizing	negative	impacts	on	the	business	and	enhancing	customer	satisfaction.	Utilizing	Technology	for	Streamlined
Communication	Technology	can	significantly	improve	the	efficiency	and	effectiveness	of	complaint	handling.	Customer	relationship	management	(CRM)	systems	can	help	track	complaints,	manage	responses,	and	monitor	customer	satisfaction.	Automated	email	responses	can	acknowledge	receipt	of	complaints	and	set	expectations	for	response	times.
Live	chat	and	social	media	monitoring	tools	allow	for	immediate	interaction	with	customers,	addressing	concerns	quickly	and	efficiently.	Integrating	technology	streamlines	the	complaint	handling	process,	ensuring	faster	response	times	and	more	efficient	resolution	of	issues.	Continuous	Monitoring	and	Improvement	Regularly	reviewing	customer
feedback	and	complaint	data	can	provide	valuable	insights	into	areas	for	improvement.	Analyze	trends	and	patterns	in	complaints	to	identify	recurring	issues	and	potential	systemic	problems.	This	data	can	inform	decisions	about	product	development,	process	improvement,	and	employee	training.	Continuously	monitoring	and	evaluating	the
effectiveness	of	complaint	handling	processes	enables	businesses	to	adapt	and	improve	their	customer	service	strategies.	Data-driven	insights	empower	businesses	to	proactively	address	customer	concerns	and	enhance	overall	customer	satisfaction.	Examples	of	Effective	Response	Letters	Example	1:	Addressing	a	Faulty	Product	Complaint	Subject:
Regarding	your	recent	order	(Order	#12345)	Dear	Mr.	Smith,	Thank	you	for	contacting	us	regarding	the	faulty	toaster	you	received	in	your	recent	order	(Order	#12345).	We	sincerely	apologize	for	the	inconvenience	this	has	caused	you.	We	understand	your	frustration	with	receiving	a	defective	product	and	appreciate	you	bringing	this	to	our
attention.	We	are	processing	a	full	refund	for	the	cost	of	the	toaster,	which	will	be	credited	to	your	original	payment	method	within	3-5	business	days.	You	do	not	need	to	return	the	faulty	toaster.	We	will	also	send	you	a	replacement	toaster	via	expedited	shipping,	which	you	can	expect	to	receive	within	2	business	days.	You	will	receive	a	separate
email	with	the	tracking	information	once	it	ships.	We	value	your	business	and	appreciate	your	understanding.	If	you	have	any	further	questions	or	concerns,	please	do	not	hesitate	to	contact	us	at	555-1212.	Sincerely,	The	[Company	Name]	Team	Example	2:	Responding	to	a	Complaint	about	Poor	Customer	Service	Subject:	Following	Up	on	Your
Recent	Experience	Dear	Ms.	Jones,	Thank	you	for	contacting	us	regarding	your	recent	experience	with	our	customer	service	team.	We	sincerely	apologize	for	the	inconvenience	and	frustration	you	encountered.	We	appreciate	you	bringing	this	matter	to	our	attention,	as	it	allows	us	to	improve	our	services.	We	have	reviewed	your	case	and	have
spoken	to	the	representative	involved.	We	are	implementing	additional	training	for	our	team	to	ensure	similar	situations	are	avoided	in	the	future.	As	a	token	of	our	apology,	we	would	like	to	offer	you	a	[Discount/Gift/Credit]	on	your	next	purchase	with	us.	We	value	your	business	and	hope	to	provide	you	with	a	much	more	positive	experience	in	the
future.	Please	accept	our	sincerest	apologies.	If	you	have	any	further	questions,	please	contact	our	Customer	Service	Manager,	John	Doe,	at	555-5555.	Sincerely,	The	[Company	Name]	Team	Tips	for	Writing	Effective	Response	Letters	Maintain	a	professional	tone	throughout	the	response,	even	if	the	customer’s	tone	is	aggressive	or	unprofessional.
Use	clear	and	concise	language,	avoiding	jargon	or	technical	terms	that	the	customer	may	not	understand.	Proofread	carefully	before	sending	the	response	to	avoid	any	errors	in	grammar	or	spelling.	Personalize	the	response	as	much	as	possible,	using	the	customer’s	name	and	referencing	specific	details	from	their	complaint.	Keep	a	record	of	all
correspondence	and	resolutions	for	future	reference	and	analysis.	Offer	multiple	communication	channels,	including	phone,	email,	and	social	media,	to	suit	customer	preferences.	Track	customer	satisfaction	after	the	issue	is	resolved	to	measure	the	effectiveness	of	the	response.	Regularly	update	your	response	templates	and	processes	to	ensure	they
remain	effective	and	current.	Ensure	consistency	in	handling	complaints	across	all	departments	and	channels.	Avoid	making	promises	you	can’t	keep.	It	is	better	to	under-promise	and	over-deliver	than	to	create	unmet	expectations.	Conclusion	Mastering	the	art	of	responding	to	customer	complaints	is	an	invaluable	asset	for	any	business.	A	well-
crafted	response	is	a	powerful	tool	for	building	customer	loyalty,	mitigating	negative	publicity,	and	enhancing	brand	reputation.	By	prioritizing	promptness,	empathy,	and	solution-oriented	communication,	businesses	can	transform	potentially	negative	experiences	into	opportunities	to	strengthen	customer	relationships	and	improve	overall	business
performance.	The	investment	in	training,	technology,	and	a	customer-centric	approach	is	undoubtedly	worthwhile,	leading	to	a	more	satisfied	customer	base	and	ultimately,	increased	success.	Addressing	complaints	effectively	is	not	just	about	resolving	immediate	issues;	it’s	about	cultivating	long-term	relationships	built	on	trust	and	mutual	respect.
Investing	in	this	area	is	an	investment	in	the	future	of	your	business.	Encourage	Questions	Do	you	have	any	questions	about	crafting	effective	customer	complaint	responses?	We	welcome	your	inquiries	and	are	happy	to	provide	further	guidance	and	support.	As	a	customer-centric	business,	you	know	that	customer	complaints	are	inevitable.	Whether
it’s	a	product	issue,	miscommunication,	or	unmet	expectation,	these	moments	of	friction	can	define	the	customer	experience.	But	what	if	we	told	you	that	every	complaint	is	actually	an	opportunity	to	showcase	your	exceptional	customer	service	by	responding	to	customer	complaints	effectively?	A	chance	to	not	just	resolve	an	issue,	but	to	rebuild
trust,	strengthen	relationships,	and	even	boost	customer	satisfaction.	The	key	lies	in	how	to	respond	to	customer	complaints	in	a	way	that	turns	negative	experiences	into	positive	ones.	Responding	to	complaints	examples	requires	a	blend	of	empathy,	professionalism,	and	a	deep	understanding	of	what	your	customer	knows,	feels,	and	needs,	even	in
situations	where	the	customer	may	be	mistaken	or	misinformed.	Fortunately,	AI	is	revolutionizing	this	process.	With	intelligent	tools	like	Natural	Language	Processing	(NLP),	customer	support	teams	can	now	quickly	identify	the	core	issue	and	sentiment	behind	every	email,	and	respond	with	personalized	templates	that	handle	customer	concerns	with
finesse.	In	this	post,	we’ll	dive	into	15	impactful	email	templates	for	crafting	the	ideal	customer	complaint	response.	These	responding	to	complaints	examples	will	show	you	how	to:	Express	empathy	and	apologize	for	any	inconvenience	Acknowledge	the	time	they	took	to	reach	out	Offer	a	solution	to	resolve	the	issue	with	their	product	or	service
Invite	further	communication	with	a	sincere	“please	let	us	know”	Close	with	a	commitment	to	preventing	similar	issues	and	continuously	improving	Whether	you’re	sorry	to	hear	about	common	customer	complaints	or	investigating	a	rare	case	of	something	that	went	wrong,	these	templates	showcase	how	to	respond	to	a	complaint	when	the	customer
is	wrong	while	maintaining	a	warm	yet	professional	tone.	But	templates	are	just	the	start.	We’ll	also	explore	how	NLP	AI	helps	you	extract	insights	from	customer	complaints	examples	at	scale,	so	you	can	proactively	identify	common	issues	and	implement	solutions	to	elevate	your	customer	experience	to	new	heights.	By	analyzing	examples	of
customer	complaints	and	solutions	across	your	support	channels,	you	can	spot	trends,	prioritize	improvements,	and	even	predict	future	issues	before	they	escalate.	Ready	to	turn	complaints	into	compliments?	With	the	right	approach	to	responding	to	customer	complaints	and	powerful	AI	tools	in	your	arsenal,	you	can	transform	friction	points	into
opportunities	to	build	stronger,	more	resilient	customer	relationships.	So	let’s	dive	in	and	explore	how	to	respond	to	customer	complaints,	crafting	responses	that	not	only	resolve	issues	but	also	leave	your	customers	feeling	heard,	valued,	and	eager	to	sing	your	praises.	When	a	customer	reaches	out	to	express	that	your	product	doesn’t	align	with
their	expectations	based	on	your	advertising,	it’s	crucial	to	address	their	concerns	with	empathy	and	provide	a	satisfactory	solution.	Use	this	email	template	to	apologize	for	the	inconvenience,	offer	helpful	resources,	and	provide	options	for	returns	or	exchanges.	Subject:	We	apologize	for	the	confusion	–	Here’s	how	we	can	help	Hi	{{Customer
Name}},	Thank	you	for	reaching	out	and	sharing	your	experience	with	our	{{Product	Name}}.	We	sincerely	apologize	if	our	advertisements	led	to	any	confusion	or	mismatched	expectations.	We’re	sorry	to	hear	that	the	product	isn’t	quite	what	you	expected.	To	help	you	get	the	most	out	of	your	{{Product	Name}},	here	are	a	few	resources	that	may
help:	User	Guide:	Chapters	{{Chapter	Number}}	and	{{Chapter	Number}}	cover	key	features	and	common	usage	scenarios.	FAQ	Page:	Find	answers	to	frequently	asked	questions	and	troubleshooting	tips.	Live	Chat	Support:	Our	team	is	available	to	provide	real-time	assistance	and	answer	any	specific	questions	you	may	have.	If,	after	exploring
these	resources,	you	find	that	the	{{Product	Name}}	still	doesn’t	meet	your	needs,	we	completely	understand.	We	want	you	to	be	fully	satisfied	with	your	purchase.	You	can	return	or	exchange	the	product	within	30	days	for	a	full	refund.	Click	here	for	details	on	our	hassle-free	return	process.	Your	feedback	is	invaluable	in	helping	us	improve	our
products	and	customer	communications.	Please	let	us	know	if	there	are	specific	aspects	of	our	advertisements	that	were	unclear	or	misleading.	We’re	committed	to	providing	transparent	and	accurate	information	to	our	valued	customers.	Thank	you	again	for	taking	the	time	to	share	your	experience.	If	there’s	anything	else	we	can	assist	with,	don’t
hesitate	to	reach	out.	We’re	here	to	help.	Best	regards,	{{Agent	Name}}Customer	Support	Team{{Company	Name}}	Hi	{{Customer	Name}},	We	apologize	for	the	delay	in	resolving	the	issue	with	{{Product/Service	Name}}.	Our	team	is	actively	working	on	finding	a	solution,	and	I’ve	escalated	your	case	to	ensure	we	address	it	as	quickly	as
possible.	In	the	meantime,	I	can	provide	a	temporary	workaround	to	help	alleviate	some	of	the	challenges	you’re	facing.	Please	let	me	know	if	you’d	like	to	explore	this	option.	We	value	your	patience	and	understanding	during	this	time.	I	will	personally	keep	you	updated	on	our	progress	and	will	reach	out	as	soon	as	I	have	more	information	to	share.
As	a	token	of	our	appreciation,	I’ve	applied	a	10%	discount	to	your	next	invoice.	Best	regards,	{{Agent	Name}}Customer	Success	Champion{{Company	Name}}	Key	takeaways:	Acknowledge	the	delay	and	apologize	Highlight	the	active	efforts	to	find	a	solution	Offer	a	temporary	workaround	Commit	to	providing	updates	Show	appreciation	with	a
goodwill	gesture	This	shortened	version	maintains	the	key	elements	of	empathy,	assurance,	solution-focused	approach,	and	appreciation	while	being	more	concise	and	easier	for	the	customer	to	quickly	digest.	The	human	touch	remains	evident	in	the	personalized	commitment	to	keeping	the	customer	updated	and	the	goodwill	gesture,	demonstrating
the	value	placed	on	their	business.	Hi	{{Customer	Name}},	I	apologize	for	the	inconvenience	you’ve	experienced	and	that	your	previous	interactions	with	our	team	have	not	led	to	a	satisfactory	resolution.	As	your	dedicated	representative,	I’m	committed	to	finding	a	solution	and	will	persist	until	your	issue	is	fully	resolved.	To	help	me	better
understand	your	situation,	please	complete	the	form	at	{{Link}}.	This	will	provide	me	with	the	necessary	context	to	effectively	address	your	concerns.	I	will	be	in	touch	shortly	with	a	plan	of	action	and	a	timeline	for	resolving	your	issue.	Thank	you	for	your	patience	and	for	allowing	me	the	opportunity	to	assist	you.	Best	regards,	{{Agent
Name}}Customer	Success	Champion{{Company	Name}}	Key	takeaways:	Acknowledge	the	customer’s	frustration	with	previous	unresolved	interactions	Commit	to	finding	a	solution	and	seeing	it	through	to	resolution	Gather	necessary	information	to	fully	understand	the	issue	Provide	a	clear	next	step	and	set	expectations	for	follow-up
Show	appreciation	for	the	customer’s	patience	and	opportunity	to	assist	By	taking	ownership	of	the	issue,	expressing	a	commitment	to	resolving	it,	and	clearly	communicating	the	next	steps,	you	can	rebuild	trust	with	the	customer	and	demonstrate	your	dedication	to	their	satisfaction.	Leveraging	a	common	knowledge	base	across	all	communication
channels	ensures	that	you	have	the	information	needed	to	provide	accurate,	consistent	support,	regardless	of	the	customer’s	previous	interactions	with	your	team.	This	also	showcases	how	seamlessly	integrating	customer	service	automation	tools	like	EmailTree.ai	can	elevate	the	quality	and	efficiency	of	your	customer	support	efforts.	Hi	{{Customer
Name}},	We	truly	appreciate	your	feedback,	as	it	helps	us	improve.	I	apologize	for	any	inconvenience	or	dissatisfaction	you’ve	experienced.	While	we	may	not	have	an	immediate	solution	for	{{Issue	1}},	I’m	pleased	to	inform	you	that	our	new	update,	set	to	be	released	this	August,	will	address	{{Issue	2}}.	As	a	token	of	our	appreciation,	please	enjoy
a	complimentary	coupon	for	the	updated	product,	ensuring	you’re	among	the	first	to	benefit	from	the	enhancements	we’ve	made	based	on	valuable	customer	feedback	like	yours.	Your	satisfaction	is	our	top	priority.	If	there’s	anything	else	we	can	assist	you	with,	please	don’t	hesitate	to	reach	out.	Best	regards,	{{Agent	Name}}Customer	Happiness
Champion{{Company	Name}}	Key	takeaways:	Appreciate	feedback	and	apologize	for	inconvenience	Address	issues	and	inform	about	upcoming	improvements	Offer	a	goodwill	gesture	to	show	appreciation	Reiterate	commitment	to	customer	satisfaction	By	combining	empathy,	transparency,	and	a	proactive	approach,	you	can	turn	unhappiness	into
an	opportunity	to	strengthen	the	relationship	and	showcase	your	customer-centric	focus.	Leveraging	customer	feedback	to	drive	improvements	and	communicating	those	enhancements	demonstrates	your	dedication	to	continuously	elevating	the	quality	of	your	offerings	based	on	customer	input.	Hi	{{Customer	name}},	I	apologize	for
the	frustration	this	issue	has	caused	you.	Our	goal	is	to	provide	you	with	a	seamless	experience,	and	we	clearly	fell	short	in	this	case.	To	help	us	resolve	the	problem	as	quickly	as	possible,	could	you	please	provide	more	details	about	what	happened?	It	would	be	helpful	if	you	could	walk	me	through	the	events	in	chronological	order,	starting	from	when
the	issue	first	began.	Alternatively,	you	can	fill	out	the	form	at	{{Link}}	with	the	relevant	information,	which	will	help	us	better	understand	the	situation	and	expedite	a	solution.	Once	we	have	a	clear	picture	of	the	problem,	our	team	will	work	diligently	to	address	it	and	ensure	your	satisfaction.	Thank	you	for	your	patience	and	for	bringing	this	matter
to	our	attention.	We	value	your	feedback	as	it	helps	us	improve	our	services.	Best	regards,	{{Agent	Name}}Customer	Success	Champion{{Company	Name}}	Key	takeaways:	Acknowledge	the	customer’s	frustration	and	apologize	for	the	inconvenience	Request	more	information	to	better	understand	the	issue	Provide	multiple	options	for	the	customer
to	share	details	(e.g.,	email,	online	form)	Assure	the	customer	that	their	input	will	help	expedite	a	resolution	Express	gratitude	for	the	customer’s	patience	and	feedback	When	dealing	with	an	angry	customer	who	hasn’t	clearly	described	their	problem,	it’s	essential	to	respond	with	empathy	and	a	genuine	desire	to	help.	By	asking	clarifying
questions	and	providing	easy	ways	for	the	customer	to	share	more	information,	you	demonstrate	your	commitment	to	understanding	and	resolving	their	issue.	Remember,	the	goal	is	to	de-escalate	the	situation,	gather	the	necessary	information,	and	reassure	the	customer	that	you	are	dedicated	to	finding	a	solution.	By	combining	empathy,	clear
communication,	and	the	right	automation	tools,	you	can	turn	a	challenging	customer	interaction	into	an	opportunity	to	build	trust	and	strengthen	the	relationship.	Hi	{{Customer	Name}},	We	are	deeply	sorry	for	letting	you	down	and	leaving	you	feeling	disappointed	with	our	product.	Your	honest	feedback	is	invaluable	to	us,	and	we	are	committed	to
making	things	right.	Please	accept	our	sincere	apologies	and	know	that	we	are	taking	your	concerns	to	heart.	As	a	token	of	our	appreciation	for	your	loyalty,	we	would	like	to	offer	you	a	complimentary	{{product	or	service}}.	Your	trust	and	support	are	the	foundation	of	our	success,	and	we	will	work	tirelessly	to	regain	your	confidence	in	our	brand.	If
there	is	anything	else	we	can	do	to	assist	you,	please	don’t	hesitate	to	reach	out.	With	gratitude,	{{Agent	Name}}Customer	Loyalty	Champion{{Company	Name}}	Key	takeaways:	Apologize	sincerely	and	acknowledge	disappointment	Value	honest	feedback	and	commit	to	improvement	Offer	a	goodwill	gesture	to	show	appreciation	Emphasize	the
importance	of	the	customer’s	loyalty	Encourage	further	communication	and	offer	assistance	By	responding	with	empathy,	humility,	and	a	genuine	commitment	to	making	things	right,	you	can	rebuild	trust	with	customers	who	feel	let	down.	Hi	{{Customer	Name}},	I	apologize	for	the	frustration	caused	by	the	overdue	shipment	and	for	not	addressing
your	concerns	adequately	in	our	previous	interactions.	I	want	to	assure	you	that	we	are	actively	working	on	resolving	this	issue	and	that	your	satisfaction	is	our	top	priority.	Please	know	that	I	have	personally	reviewed	your	account	and	the	details	you	provided	about	the	delayed	shipment.	Our	team	is	dedicating	additional	resources	to	ensure	that	this
matter	is	resolved	as	quickly	as	possible.	We	value	your	business	and	understand	the	inconvenience	this	has	caused	you.	Rest	assured,	our	capable	agents	will	have	this	issue	resolved	within	the	next	few	days.	Once	again,	I	sincerely	apologize	for	any	trouble	this	has	caused.	Please	don’t	hesitate	to	reach	out	if	you	have	any	further	questions	or
concerns.	Best	regards,	{{Agent	Name}}Customer	Success	Manager{{Company	Name}}	Key	takeaways:	Acknowledge	the	customer’s	frustration	and	apologize	for	not	addressing	their	concerns	adequately	Assure	the	customer	that	their	issue	is	being	actively	worked	on	and	is	a	top	priority	Demonstrate	that	you	have	personally	reviewed	their
account	and	the	details	provided	Communicate	the	steps	being	taken	to	resolve	the	issue	quickly	Reiterate	the	value	you	place	on	their	business	and	your	understanding	of	the	inconvenience	caused	Encourage	the	customer	to	reach	out	with	any	further	questions	or	concerns	When	a	customer	starts	repeating	themselves,	it’s	a	clear	indication	that
they	feel	unheard	and	undervalued.	By	using	sentiment	detection	and	automation	tools	like	EmailTree.ai,	you	can	quickly	identify	these	high-priority	cases	and	ensure	they	receive	the	prompt,	personalized	attention	they	require.	Your	response	should	demonstrate	that	you	have	carefully	reviewed	the	customer’s	account	and	the	details	they	provided,
and	that	you	are	taking	concrete	steps	to	resolve	their	issue	as	quickly	as	possible.	By	acknowledging	their	frustration,	apologizing	for	any	inconvenience,	and	reiterating	your	commitment	to	their	satisfaction,	you	show	that	you	value	their	business	and	are	dedicated	to	providing	a	positive	customer	experience.	Encouraging	further
communication	and	offering	to	answer	any	additional	questions	also	helps	to	rebuild	trust	and	shows	that	you	are	fully	engaged	in	addressing	their	concerns.	Hi	{{Customer	Name}},	I	understand	your	frustration	and	want	to	assure	you	that	we	are	dedicated	to	resolving	your	issue	as	quickly	as	possible.	I	appreciate	you	bringing	this	matter	to	our
attention,	as	it	allows	us	to	improve	our	service	and	better	meet	your	needs.	To	help	us	efficiently	address	your	concerns,	could	you	please	provide	some	additional	details?	Specifically,	we	would	need	information	on	{{Detail	1}}	and	{{Detail	2}}.	With	these	insights,	our	team	will	be	well-equipped	to	swiftly	resolve	the	problem.	I	want	to	thank
you	for	your	patience	and	cooperation	throughout	this	process.	Please	know	that	we	are	committed	to	your	satisfaction	and	are	working	diligently	to	ensure	a	positive	outcome.	If	there	is	anything	else	I	can	assist	you	with	or	if	you	have	any	further	questions,	please	don’t	hesitate	to	reach	out.	I’m	here	to	help.	Best	regards,	{{Agent	Name}}Customer
Success	Champion{{Company	Name}}	Key	takeaways:	Acknowledge	the	customer’s	frustration	and	express	your	dedication	to	resolving	their	issue	Appreciate	their	feedback	as	an	opportunity	to	improve	your	service	Clearly	outline	the	specific	information	needed	to	efficiently	address	their	concerns	Thank	the	customer	for	their	patience	and
cooperation	Reiterate	your	commitment	to	their	satisfaction	and	your	willingness	to	help	When	dealing	with	overly	negative	or	aggressive	clients,	it’s	essential	to	respond	with	empathy,	professionalism,	and	a	solution-oriented	approach.	By	acknowledging	their	frustration	and	expressing	your	dedication	to	resolving	their	issue,	you	demonstrate	that
you	value	their	feedback	and	are	committed	to	their	satisfaction.	Clearly	communicating	the	specific	information	needed	to	address	their	concerns	helps	to	focus	the	conversation	on	problem-solving	and	shows	that	you	are	actively	working	towards	a	resolution.	Thanking	the	customer	for	their	patience	and	cooperation	also	helps	to	diffuse
negativity	and	fosters	a	more	collaborative	atmosphere.	Sentiment	detection	tools	like	EmailTree.ai	can	be	invaluable	in	identifying	these	high-stress	situations	and	providing	your	team	with	the	insights	needed	to	craft	appropriate,	empathetic	responses.	By	leveraging	AI-powered	analysis	and	automation,	you	can	ensure	that	these	challenging
interactions	are	promptly	and	effectively	managed,	minimizing	the	risk	of	escalation	and	promoting	positive	customer	experiences.	Ultimately,	by	combining	a	compassionate,	solution-focused	approach	with	the	power	of	advanced	sentiment	detection	technology,	you	can	transform	even	the	most	difficult	customer	interactions	into	opportunities
to	build	trust,	strengthen	relationships,	and	showcase	your	brand’s	unwavering	commitment	to	exceptional	service.	EmailTree.ai	can	help	you	achieve	this	by	streamlining	your	customer	support	processes	and	empowering	your	team	to	provide	personalized,	high-quality	assistance	to	every	customer,	every	time.	Hi	{{Customer	Name}},	Thank	you	for
reaching	out	to	us	regarding	the	issue	you’re	experiencing.	I	want	to	ensure	that	we	have	a	clear	understanding	of	your	concern	so	that	we	can	provide	the	most	effective	solution	for	you.	To	help	us	better	comprehend	the	situation	and	address	it	accurately,	could	you	please	provide	some	additional	details?	Specifically,	it	would	be	incredibly	helpful	if
you	could	elaborate	on:	{{Detail	1}}	{{Detail	2}}	{{Detail	3}}	By	sharing	these	insights,	you’ll	enable	our	team	to	thoroughly	investigate	the	problem	and	develop	a	tailored	resolution	that	meets	your	needs.	I	appreciate	your	patience	and	cooperation	in	providing	this	information.	Rest	assured,	once	we	have	a	complete	picture	of	the	issue,	we’ll
work	diligently	to	resolve	it	as	quickly	as	possible.	If	you	have	any	other	questions	or	if	there’s	anything	else	I	can	assist	you	with	in	the	meantime,	please	don’t	hesitate	to	let	me	know.	I’m	here	to	help.	Best	regards,	{{Agent	Name}}Customer	Clarity	Champion{{Company	Name}}	Key	takeaways:	Acknowledge	the	customer’s	outreach	and	express
your	commitment	to	providing	an	effective	solution	Politely	request	additional	details	to	ensure	a	clear	understanding	of	the	issue	Clearly	outline	the	specific	information	needed,	using	a	numbered	list	for	clarity	Explain	how	the	requested	details	will	enable	your	team	to	thoroughly	investigate	and	resolve	the	problem	Express	appreciation	for	the
customer’s	patience	and	cooperation	in	providing	the	information	Reassure	the	customer	that	you	will	work	diligently	to	resolve	the	issue	once	you	have	a	complete	picture	Offer	further	assistance	and	encourage	the	customer	to	reach	out	with	any	other	questions	When	clients	use	partial	statements	or	unclear	language,	it’s	crucial	to	respond
with	patience,	empathy,	and	a	genuine	desire	to	understand	their	concerns.	By	politely	requesting	additional	details	and	explaining	how	that	information	will	help	you	provide	a	better	solution,	you	demonstrate	your	commitment	to	their	success	and	your	willingness	to	go	the	extra	mile	to	ensure	their	satisfaction.	Hi	{{Customer	Name}},	I	wanted	to
reach	out	and	provide	you	with	an	update	on	the	status	of	your	request.	We	understand	that	waiting	for	a	resolution	can	be	frustrating,	and	I	want	to	assure	you	that	our	team	is	working	diligently	to	address	your	concerns.	As	of	{{today’s	date}}	at	15:49,	our	agent	{{Agent	name}}	from	the	{{Department	name}}	has	reached	out	to	{{Agent	name}}
in	the	{{Department	name}}	to	verify	some	essential	details	regarding	your	account	and	payment	processing.	We	are	currently	awaiting	their	response,	which	we	anticipate	receiving	soon.	Please	know	that	we	are	committed	to	resolving	your	issue	as	quickly	as	possible,	and	we	appreciate	your	patience	throughout	this	process.	We	will	continue
to	keep	you	informed	of	any	developments	and	will	notify	you	as	soon	as	we	have	more	information	to	share.	In	the	meantime,	if	there	is	anything	else	I	can	assist	you	with	or	if	you	have	any	additional	questions,	please	don’t	hesitate	to	reach	out.	I’m	here	to	help.	Best	regards,	{{Agent	Name}}Customer	Satisfaction	Champion{{Company	Name}}
Key	takeaways:	Proactively	update	the	customer	on	the	status	of	their	request	Acknowledge	the	frustration	that	can	come	with	waiting	for	a	resolution	Assure	the	customer	that	your	team	is	working	diligently	to	address	their	concerns	Provide	specific	details	about	the	actions	taken	and	the	current	status	of	the	request	Express	appreciation	for	the
customer’s	patience	and	understanding	Commit	to	keeping	the	customer	informed	of	any	further	developments	Offer	additional	assistance	and	encourage	the	customer	to	reach	out	with	any	other	questions	When	customers	become	impatient	while	waiting	for	a	response,	it’s	essential	to	proactively	communicate	with	them	and	provide	regular	status
updates.	By	keeping	them	informed	of	the	progress	being	made	and	the	steps	being	taken	to	resolve	their	issue,	you	demonstrate	your	commitment	to	their	satisfaction	and	your	dedication	to	finding	a	solution.	Acknowledging	the	frustration	that	can	come	with	waiting	for	a	resolution	shows	empathy	and	helps	to	validate	the	customer’s
feelings.	Providing	specific	details	about	the	actions	taken,	such	as	the	departments	involved	and	the	time	and	date	of	the	latest	development,	helps	to	build	trust	and	reassure	the	customer	that	their	request	is	being	actively	worked	on.	Hi	{{Customer	Name}},	Thank	you	for	your	honesty	in	bringing	the	competitor’s	offer	to	our	attention.
We	value	your	loyalty	and	want	to	ensure	you	get	the	best	value	possible.	To	show	our	appreciation,	we’d	like	to	match	the	offer	you	received	and	provide	an	additional	5%	discount	on	top	of	that.	We	believe	our	superior	service	and	dedication	to	your	success	set	us	apart,	and	we’re	confident	in	our	ability	to	continue	delivering	outstanding	results.
Please	let	us	know	if	you	have	any	further	questions.	We’re	here	to	help	and	are	committed	to	providing	you	with	the	best	experience	possible.	Thank	you	for	considering	{{Company	Name}}	as	your	trusted	partner.	We	look	forward	to	continuing	our	relationship	and	supporting	your	success.	Best	regards,	{{Agent	Name}}Customer	Loyalty
Champion{{Company	Name}}	Key	takeaways:	Appreciate	the	customer’s	honesty	Match	the	competitor’s	offer	and	provide	an	additional	discount	Highlight	your	unique	benefits	and	superior	service	Express	confidence	in	delivering	outstanding	results	Offer	further	assistance	and	encourage	questions	Thank	the	customer	and	express	desire	to
continue	the	relationship	EmailTree.ai	can	help	identify	and	respond	to	these	situations	by	analyzing	sentiment	and	intent,	providing	personalized,	persuasive	responses	that	address	concerns	and	demonstrate	commitment	to	the	customer’s	success.	This	improves	loyalty,	drives	revenue,	and	enhances	your	brand	reputation.	Hi	{{Customer	name}},	I
apologize	for	the	frustration	caused	by	the	multiple	transfers	you’ve	experienced.	I	understand	how	discouraging	it	can	be	to	repeat	your	situation	without	progress.	Please	know	that	I	am	personally	committed	to	resolving	your	issue	and	will	be	your	dedicated	point	of	contact	moving	forward.	I	will	keep	you	informed	of	all	developments	along	the



way.	I	am	actively	working	on	your	case	and	will	provide	a	detailed	status	update	soon.	In	the	meantime,	please	don’t	hesitate	to	reach	out	to	me	directly	with	any	questions.	Thank	you	for	your	patience	and	understanding.	I	am	dedicated	to	ensuring	you	receive	the	high-quality	service	you	deserve.	Best	regards,	{{Agent	Name}}Customer	Resolution
Champion{{Company	Name}}	Key	takeaways:	Acknowledge	frustration	and	inconvenience	Take	personal	responsibility	and	commit	to	resolution	Establish	dedicated	point	of	contact	Assure	active	work	on	the	issue	and	promise	updates	Express	gratitude	for	patience	and	understanding	Reaffirm	commitment	to	high-quality	service	EmailTree.ai
helps	identify	and	route	customers	in	these	situations	to	a	dedicated	representative	for	personalized,	consistent	support.	This	rebuilds	trust,	strengthens	loyalty,	and	demonstrates	dedication	to	exceptional	service.	Hi	{{Customer	name}},	I	wanted	to	express	how	much	we	value	and	appreciate	you	as	a	customer.	Your	trust	and	loyalty	are	the
foundation	of	our	success,	and	we	are	committed	to	ensuring	you	always	feel	seen,	heard,	and	cared	for.	I	apologize	if	our	service	ever	fell	short	of	your	expectations.	Your	satisfaction	is	our	top	priority,	and	we	are	constantly	working	to	improve	and	deliver	the	exceptional	experience	you	deserve.	As	a	token	of	our	appreciation,	please	enjoy
this	special	gift	code	“{{Gift	Code}}”,	valid	for	the	next	48	hours	on	our	website.	We	are	grateful	for	the	opportunity	to	serve	you.	If	you	have	any	feedback	on	how	we	can	better	meet	your	needs,	please	don’t	hesitate	to	reach	out.	Thank	you	for	choosing	{{Company	Name}}.	We	look	forward	to	continuing	to	provide	you	with	the	high-quality
products	and	personalized	service	you	deserve.	Best	regards,	{{Agent	Name}}Customer	Appreciation	Champion{{Company	Name}}	Key	takeaways:	Express	appreciation	for	the	customer’s	loyalty	Acknowledge	shortcomings	and	prioritize	satisfaction	Offer	a	gift	code	as	a	token	of	appreciation	Encourage	feedback	and	reiterate	commitment	to
support	Thank	the	customer	and	express	enthusiasm	to	serve	them	EmailTree.ai’s	NLP	technology	helps	identify	unappreciated	customers,	enabling	proactive	outreach	to	address	concerns,	rebuild	loyalty,	and	ensure	every	customer	feels	valued.	This	strengthens	relationships,	improves	satisfaction,	and	drives	long-term	success.	Hi	{{Customer
name}},	I	sincerely	apologize	for	the	inconvenience	and	disappointment	caused	by	our	failure	to	{{specific	broken	promise}}.	We	have	fallen	short	of	our	standards	and	your	expectations,	and	for	that,	I	am	truly	sorry.	This	situation	has	undermined	your	trust	in	our	company,	and	I	want	to	assure	you	that	we	are	taking	immediate	steps	to	rectify	the
issue	and	prevent	similar	occurrences	in	the	future.	Your	satisfaction	is	our	top	priority,	and	we	are	fully	committed	to	making	this	right.	As	a	gesture	of	our	apology,	we	would	like	to	offer	you	{{specific	compensation,	e.g.,	a	free	month	of	subscription,	an	upgraded	account,	or	a	replacement	item}}	at	no	additional	cost.	We	hope	this	demonstrates
our	dedication	to	your	success	and	helps	alleviate	the	inconvenience	caused	by	our	mistake.	We	value	your	business	and	are	grateful	for	the	opportunity	to	serve	you.	If	there	is	anything	else	we	can	do	to	support	you,	please	don’t	hesitate	to	reach	out	to	me	directly.	Best	regards,	{{Agent	Name}}Trust	Restoration	Specialist{{Company	Name}}	Key
takeaways:	Acknowledge	the	broken	promise	and	apologize	sincerely	Recognize	the	impact	on	customer	trust	and	express	commitment	to	rectify	the	issue	Offer	specific	compensation	as	a	gesture	of	apology	and	dedication	to	customer	success	Emphasize	the	value	of	the	customer’s	business	and	gratitude	for	the	opportunity	to	serve	them	Provide	a
direct	point	of	contact	for	further	support	and	concerns	EmailTree.ai’s	reusable	templates	and	AI-powered	tools	can	help	your	team	efficiently	handle	these	delicate	situations,	personalize	responses,	and	ensure	consistent,	effective	communication	that	rebuilds	trust	and	strengthens	customer	relationships.	Hi	{{Customer	name}},	I’m	thrilled	to	hear
that	we’ve	successfully	resolved	your	primary	concern.	Our	goal	is	to	provide	you	with	the	highest	level	of	service	and	support.	Before	closing	this	ticket,	I	wanted	to	check	if	there’s	anything	else	we	can	assist	you	with.	If	you	have	any	additional	questions,	concerns,	or	feedback,	please	let	me	know.	I’m	here	to	ensure	all	your	needs	are	met.	If	there
are	no	further	issues,	I’ll	proceed	with	closing	ticket	{{ticket	number}}	shortly.	However,	remember	that	I’m	always	just	an	email	away	should	you	need	any	further	assistance.	Your	satisfaction	is	our	top	priority.	Thank	you	for	choosing	{{Company	Name}}	and	giving	us	the	opportunity	to	serve	you.	We	value	your	business	and	look	forward	to
continuing	to	provide	you	with	exceptional	service.	Best	regards,	{{Agent	Name}}Customer	Success	Champion{{Company	Name}}	Key	takeaways:	Express	delight	in	resolving	the	main	concern	Proactively	ask	about	additional	needs	Offer	ongoing	assistance	Inform	about	ticket	closure	and	contact	methods	Thank	the	customer	and	reaffirm
commitment	to	service	EmailTree.ai’s	automation	enables	thoughtful,	personalized	responses	that	improve	brand	reputation	and	customer	satisfaction,	one	interaction	at	a	time.		As	a	customer	service	representative,	knowing	how	to	effectively	respond	to	customer	complaints	is	crucial	for	maintaining	customer	satisfaction	and	loyalty.	Whether	you’re
dealing	with	email,	phone,	or	in-person	complaints,	having	a	set	of	best	practices	and	response	examples	can	help	you	navigate	these	challenging	situations	with	grace	and	professionalism.	When	a	customer	complains,	it’s	important	to	respond	to	customer	concerns	quickly	and	empathetically.	Acknowledge	their	concerns,	apologize	for	any
inconvenience,	and	assure	them	that	you’re	committed	to	finding	a	solution.	Use	active	listening	skills	to	fully	understand	the	complaint,	and	ask	clarifying	questions	if	needed.	Once	you	have	a	clear	grasp	of	the	issue,	outline	the	steps	you’ll	take	to	resolve	it.	Be	specific	and	realistic	about	timelines,	and	keep	the	customer	updated	on	your	progress.	If
possible,	offer	compensation	or	a	goodwill	gesture	to	show	that	you	value	their	business.	To	streamline	your	complaint	resolution	process,	consider	creating	a	library	of	response	templates	for	common	customer	complaints.	These	might	include	issues	related	to	product	quality,	delivery	delays,	billing	errors,	or	service	disruptions.	Having	a	starting
point	can	help	you	craft	personalized	responses	more	efficiently,	while	still	addressing	the	entire	complaint	and	unique	aspects	of	each	situation.	In	addition	to	templates,	there	are	several	best	practices	that	can	help	you	handle	customer	complaints	more	effectively:	Remain	calm	and	professional,	even	if	the	customer	is	angry	or	upset	Use	positive
language	and	focus	on	solutions	rather	than	dwelling	on	the	problem	Take	ownership	of	the	issue	and	avoid	passing	blame	to	other	departments	or	team	members	Follow	up	with	the	customer	after	the	issue	is	resolved	to	ensure	their	satisfaction	Document	the	complaint	and	resolution	for	future	reference	and	training	purposes	By	mastering	the	art
of	responding	to	customer	complaints	effectively,	you	can	turn	negative	experiences	into	opportunities	to	build	trust,	improve	customer	satisfaction	and	retention,	and	enhance	your	company’s	reputation	for	exceptional	customer	service.	Remember,	every	complaint	is	a	chance	to	learn,	grow,	and	strengthen	your	relationship	with	your	customers.	If	a
customer	takes	their	complaints	online	in	the	form	of	a	negative	online	review	or	social	media	post,	it’s	crucial	to	respond	to	complaints	promptly	and	professionally.	Craft	a	thoughtful	response	to	customer	complaints	that	acknowledges	their	concerns,	outlines	the	steps	you’re	taking	to	resolve	the	issue,	and	invites	them	to	continue	the	conversation
offline	if	needed.	By	addressing	your	customer‘s	complaints	in	a	public	forum,	you	demonstrate	your	commitment	to	customer	satisfaction	and	can	even	improve	your	customer	experience	in	the	eyes	of	potential	customers.	If	you	found	this	article	helpful,	be	sure	to	check	out	EmailTree.ai	for	more	tools	and	resources	to	elevate	your	customer
service	game.	From	AI-powered	email	response	templates	to	analytics	and	automation,	we’ve	got	everything	you	need	to	provide	great	customer	service,	handle	customer	complaints	like	a	pro,	and	keep	your	customers	coming	back	for	more.	Feel	free	to	contact	us	to	learn	more	about	how	our	platform	can	help	you	improve	your	customer
experience	and	achieve	customer	retention	success.	At	the	end	of	the	day,	businesses	exist	for	one	reason:	to	serve	their	customers.	Without	them,	they	simply	wouldn’t	have	a	business	at	all.	And	if	businesses	don’t	serve	their	customers	well,	chances	are	the	customers	will	take	their	business	elsewhere.	Since	no	product	or	service	is	perfect,	it
makes	complete	sense	that	customers	will	have	some	complaints	from	time	to	time.	Though	there	will	inevitably	be	some	one-off	requests	that	require	research	to	resolve,	many	are	fairly	routine.	In	this	article,	we’ll	explore	the	three	types	of	customer	complaints,	look	at	examples	of	common	requests,	and	offer	suggestions	on	how	to	resolve	them,
including	some	example	responses	you	can	use	for	your	own	support	needs.3	types	of	customer	complaints	Though	there	are	a	variety	of	issues	a	customer	may	have,	realistically	there	are	a	few	distinct	buckets	that	a	majority	of	requests	fit	into:	Time-based	complaints.	Company-based	complaints.	Product/service-based	complaints.	Time	based	We	all
know	that	time	is	valuable.	It’s	the	one	thing	we	can’t	make	more	of	or	get	back	once	it’s	gone.	Time-based	complaints	are	essentially	complaints	based	around	something	not	happening	in	the	timeframe	the	customer	expects.	The	best	way	to	handle	these	types	of	complaints	is	by	being	as	specific	about	times	and	processes	as	you	can	possibly
be.	Most	people	reaching	out	with	a	time-based	complaint	are	looking	to	be	heard	as	well	as	reassured.	Offering	concrete	timelines	and	steps	can	help	on	the	reassurance	front.	Owning	delays	can	also	go	a	long	way	in	letting	the	customer	know	you	hear	and	empathize	with	them.	Company	basedCompany-based	complaints	are	complaints	that	are
about	how	your	business	operates	or	about	direct	interactions	with	your	company.	For	example,	this	type	of	complaint	could	be	someone	reaching	out	after	having	a	less-than-stellar	interaction	with	someone	on	your	team.	It	could	also	be	a	complaint	about	a	company	policy.	In	these	cases,	it’s	good	to	acknowledge	the	issue.	If	it’s	a	personnel	issue,
then	you	can	assure	them	about	following	up	or	you	can	escalate	to	a	manager.	If	it’s	a	policy	issue,	you	could	do	your	best	to	offer	some	more	insight	into	why	a	certain	policy	is	in	place.	Product/service	basedThe	biggest	bucket	of	complaints	you’ll	get	are	ones	tied	directly	to	your	products	and	services.	These	requests	could	be	about	things	like	a
product	lacking	a	certain	function,	feature	or	service	requests,	bug	reports,	and	other	things	in	that	realm.	With	these	types	of	complaints,	it’s	good	to	offer	solutions	or	workarounds	when	available.	You	could	even	point	them	in	the	direction	of	another	provider	if	it’s	simply	something	you	don’t	offer,	which	can	help	build	credibility	with	the
customer.	It’s	good	to	track	these	types	of	complaints	as	they	can	provide	great	insight	into	potential	future	areas	of	investment	for	your	company.	For	example,	with	Help	Scout	you’re	able	to	create	tags	to	identify	different	issues,	and	then	you	can	review	analytics	to	see	how	commonly	that	tag	shows	up,	which	could	show	how	popular	a	certain
request	is.Customer	ServiceCustomer	ServiceAlthough	all	customer	complaints	are	different	and	should	be	handled	on	an	individual	basis,	there	are	a	few	best	practices	to	keep	in	mind	no	matter	what	type	of	complaint	comes	your	way.	Acknowledge	the	issueSo	much	of	the	time	people	simply	want	to	be	heard	and	validated.	By	acknowledging	the
issue,	you’re	showing	the	customer	you	care	and	that	you	take	their	request	seriously.	There’s	a	saying	that	goes,	“Anytime	you	argue	with	a	customer	you	lose.”	Even	if	you’re	not	at	fault,	a	simple	acknowledgement	can	go	a	long	way	to	keeping	you	in	someone’s	good	graces.	Lead	with	honesty	Sometimes	it’s	tempting	to	bend	the	truth	or	be	a	bit
vague	to	avoid	upsetting	someone	further.	No	one	likes	to	deliver	bad	news,	but	sugarcoating	often	doesn’t	do	much	for	you	in	the	long	run.	Be	upfront	with	customers	about	what	you	can	and	can’t	do.	Otherwise	you	run	the	risk	of	misleading	someone	or	needlessly	dragging	out	an	interaction,	both	of	which	can	leave	a	bad	taste	in	a	customer’s
mouth.	Offer	a	solution	You	won’t	always	be	able	to	do	exactly	what	someone	wants,	but	it’s	very	rare	you’re	not	able	to	do	anything	at	all	for	them.	Instead	of	getting	bogged	down	by	what	you	can’t	do,	do	your	best	to	find	what	you	can.	Even	if	it’s	not	perfect,	it	shows	initiative	and	a	willingness	to	help.For	more	best	practices,	check	out	our	Step-By-
Step	Guide:	How	to	Handle	Customer	Complaints.Below	we	cover	eight	common	customer	complaints	and	offer	some	example	emails	on	how	you	could	respond.	These	are	written	to	be	a	bit	on	the	general	side	of	things,	but	with	a	little	editing	they	should	be	useful	for	most	teams.	1.	Product	issues	One	of	the	most	common	types	of	complaints	are
issues	with	your	product	or	service.	Generally	these	complaints	have	to	do	with	a	product	not	functioning	as	expected,	or	perhaps	something	was	damaged	during	shipping.	The	best	way	to	respond	to	these	requests	is	to	let	the	customer	know	exactly	how	you’re	going	to	remedy	the	issue	and	the	steps	involved	in	doing	so.	If	you	can	offer	timelines,
that’s	always	a	nice	touch,	but	be	sure	you	can	meet	them	if	that’s	what	you	commit	to.	Here’s	how	that	might	look	in	an	email	response	for	a	broken	item:	Hi	,	Thanks	for	the	message	and	I’m	sorry	to	hear	about	the	trouble.	We	do	our	best	to	pack	products	carefully,	but	sometimes	things	happen	in	transit.	I’m	happy	to	get	you	a	replacement	—	you’ll
just	need	to	ship	the	original	item	back	to	us.		I’ve	attached	a	prepaid	shipping	label	to	this	message.	In	the	meantime,	I’ve	already	put	a	request	in	for	a	replacement.	It	should	ship	within	the	next	days.	Assuming	normal	shipping	times,	it	should	get	to	you	no	later	than	day.	You	have	amount	of	time	to	ship	the	original	item	back.	In	the	case	the
original	item	isn’t	returned,	we	will	charge	you	for	the	replacement.	Again,	my	apologies	for	the	trouble,	and	if	you	have	any	other	questions	or	concerns,	please	don’t	hesitate	to	let	me	know.All	the	best,	2.	Long	wait	times	to	get	a	response	Waiting	to	get	a	response	about	an	issue	is	usually	a	very	frustrating	experience	for	customers.	And	over	the
years,	customers’	expectations	of	how	long	a	response	should	take	have	steadily	increased.	In	fact,	one	study	found	that	31%	of	customers	expect	a	response	within	an	hour.	Tools	like	Help	Scout’s	saved	replies	can	help	agents	respond	to	routine	requests	quickly.	Automation	tools	like	workflows	also	help	speed	up	responses	by	automatically	sorting
and	assigning	requests	to	the	right	teams	and	agents.	Autoresponders	can	also	be	powerful	tools	to	direct	requesters	to	self-service	tools	like	a	knowledge	base	or	an	FAQ	page	to	help	them	resolve	their	issue	on	their	own.That	message	could	look	something	like	this:Hi	,	Thanks	so	much	for	the	message.	Our	team	strives	to	respond	to	every	email
request	within	during	the	week,	but	we	have	limited	availability	on	the	weekend.	If	you	need	assistance	sooner,	you’re	welcome	to	contact	us	at	.	You	can	also	check	out	our	knowledge	base	or	our	FAQ	page	.	We’ll	be	in	touch	soon.	Regards,	3.	Incomplete	or	lacking	support	resources	Customers	today	are	more	than	willing	to	try	to	help	themselves.
Around	70%	of	people	will	actually	try	to	find	an	answer	on	their	own	before	contacting	support,	and	not	being	able	to	find	the	answer	they’re	looking	for	can	be	really	frustrating.	In	these	cases	it’s	important	to	route	the	customer	to	the	needed	resource	if	it	exists.	If	not,	you	could	create	a	quick	guide	using	screenshots	or	a	screen	recording	tool	like
Loom.	Those	can	be	very	impactful	interactions	and	also	could	be	a	good	way	to	start	building	a	support	library.	At	the	least,	it’s	important	you	let	them	know	the	different	ways	they	can	contact	you	if	they	need	support	in	the	future.	Here’s	how	this	type	of	message	might	read:Hi	,	I’m	happy	to	help	with	.	While	we	don’t	currently	have	documentation
for	,	I’ve	created	a	quick	guide	for	you	to	follow:	If	you	have	any	further	questions,	you	can	contact	me	directly	through	this	message	thread	at	any	time.	We	also	have	where	you	can	get	in	touch	if	you	need	us	in	the	future.	All	the	best,	Or:	Hi	,	Sorry	you	struggled	to	find	what	you’re	looking	for!	Here’s	a	link	to	.	It’s	a	great	guide	to	help	with	the
specific	issue	you’re	facing.	If	anything	in	the	guide	is	unclear,	or	you	have	any	further	questions,	please	let	me	know.	Regards,	4.	Having	to	repeat	informationBeing	bounced	around	and	having	to	retell	an	issue	multiple	times	is	a	bad	experience.	Period.	It’s	why	72%	of	people	say	having	to	repeat	their	issue	to	multiple	people	is	poor	customer
service.The	remedy	in	this	scenario	is	to	make	sure	it	doesn’t	happen	in	the	first	place.	It’s	common	for	help	desks	to	have	some	sort	of	internal	notes	capability.	For	example,	with	Help	Scout,	agents	can	quickly	create	conversation	summaries	with	AI	Summarize	as	well	as	add	notes	to	a	conversation	so	anyone	taking	over	the	case	in	the	future	has
more	context.	If	you’re	taking	over	a	case	for	someone	else,	it’s	always	good	to	let	the	customer	know	you’re	aware	of	what	the	issue	is.	You	can	even	ask	for	confirmation	before	getting	into	the	details	of	a	resolution	to	ensure	you’re	delivering	all	the	most	relevant	information.	If	you’re	doing	it	right,	it	might	look	like	this:Hi	,	My	name	is	and	I’ll	be
handling	your	request	moving	forward.	I	see	you’ve	had	trouble	with	.	I	just	want	to	confirm	that’s	correct	so	we	can	move	toward	a	resolution	as	quickly	as	possible.Looking	forward	to	your	response,	5.	Difficulty	connecting	with	a	live	agent	Even	though	people	do	want	access	to	self-service	tools	like	a	knowledge	base	and	an	FAQ	page,	they	also	still
want	access	to	live	agents	when	struggling	with	an	issue.	Sometimes	customers	have	to	jump	through	hoops	and	endless	IVR	phone	menus	to	get	to	a	live	person,	which	creates	a	less-than-ideal	customer	experience	and	often	leads	to	customer	complaints.When	you	receive	these	types	of	complaints,	it’s	important	you	empathize	with	the	customer	and
acknowledge	their	frustration.	If	there	is	a	live	channel	available,	let	them	know	how	to	access	it	and	what	the	associated	hours	are	(for	example,	maybe	you’re	only	staffed	9	a.m-5	p.m.	Monday	through	Friday	CST).	Some	modern	teams	shy	away	from	traditional	live	support	options	like	phone	support,	but	many	help	desks	offer	live	chat	solutions,
which	aren’t	as	resource	intensive.	Research	found	that	millennials	actually	prefer	chat	support	over	any	other	form	of	support,	so	it	could	be	a	very	worthwhile	investment.	If	you	get	one	of	these	complaints,	here’s	how	you	might	respond:Hi	,	Thank	you	for	the	message.	I’m	sorry	getting	in	touch	with	us	was	a	frustrating	experience	for	you	and	I
completely	understand	wanting	to	get	a	problem	solved	ASAP.	We	do	offer	live	support	through	on	and	during	.	For	any	issues	outside	those	hours,	is	usually	the	best	option	to	get	a	response	quickly.	Again,	my	apologies	for	the	frustration,	and	if	there’s	anything	else	I	can	help	with,	please	let	me	know.	Sincerely,	6.	Bad	agent	experience	Though	it’s
certainly	almost	never	intentional,	sometimes	customers	don’t	have	great	experiences	with	a	support	agent.	Most	of	the	time	it	comes	down	to	some	sort	of	miscommunication.	But,	as	the	saying	goes,	“perception	is	reality.”	When	you	get	one	of	these	types	of	complaints,	it’s	important	you	let	the	customer	know	you’re	taking	it	seriously.	Acknowledge
their	message	and	offer	reassurance	that	it	won’t	happen	in	the	future.	You	should	also	review	these	cases	to	see	if	there’s	a	learning	opportunity	for	the	agent.	Last,	it’s	probably	best	if	someone	other	than	the	original	agent	responds.	You	might	respond	to	a	complaint	about	an	agent	interaction	like	this:Hi	,	We	sincerely	appreciate	your	feedback
and	apologize	that	the	interaction	didn’t	go	as	hoped.	We	take	pride	in	offering	great	service	and	take	it	seriously	when	we	don’t	meet	expectations.	We	will	be	reviewing	the	interaction	as	a	team	so	that	we	can	learn	from	it	and	provide	better	service	to	our	customers	in	the	future.While	I	have	you	here,	I	also	wanted	to	check	in	with	you	to	ensure
that	your	original	issue	has	been	fully	addressed.	If	there’s	anything	I	can	do	to	help	set	things	right,	please	don’t	hesitate	to	let	me	know.Regards,		7.	Feature/product	request	It’s	common	for	customers	to	ask	for	new	features	or	products.	If	you	get	these,	you	should	take	it	as	a	great	sign.	When	customers	make	these	types	of	requests,	it	shows
they’re	invested	in	your	company	and	engaged	with	what	you’re	doing,	so	it’s	good	to	show	gratitude.	For	these	responses,	it’s	good	to	acknowledge	the	idea.	If	it’s	something	you’re	working	on	and	can	talk	about,	share	it	with	them.	If	not,	you	can	let	them	know	you’ll	pass	the	message	along.	Also,	if	there’s	a	workaround	that	would	help	them
accomplish	what	the	feature	they’re	requesting	does,	share	it	as	it	could	be	a	big	win.	Some	help	desks	also	offer	the	ability	to	integrate	with	certain	software	that	make	tracking	feature	requests	even	easier.	For	example,	Help	Scout	has	a	Jira	integration	that	allows	you	to	create	feature	requests	or	link	to	existing	ones	all	without	leaving	the
message.	A	response	for	a	feature	request	might	go	like	this:Hi	,	That’s	a	great	idea!	It’s	not	something	we’re	working	on	currently,	but	I’ll	be	sure	to	pass	it	along	to	the	team.	In	the	meantime,	there	is	actually	a	workaround	that	could	let	you	do	something	similar.	.	If	there’s	anything	else	I	can	help	with,	please	let	me	know.	All	the	best,	8.	Out	of
stock	item	It’s	a	total	bummer	when	you’re	excited	about	a	product	only	to	find	out	that	it’s	out	of	stock.	In	these	cases	it’s	pretty	normal	for	customers	to	reach	out	and	inquire	about	when	something	might	be	back	in	stock.	For	these	types	of	requests,	it’s	best	to	give	any	information	that	you	can.	For	example,	if	you	know	when	a	restock	will	happen,
tell	them.	If	it’s	something	that	won’t	be	back,	it’s	good	to	share	that	information.	Also,	if	you	have	a	waitlist,	offer	to	add	them	to	it.	No	matter	the	case,	be	sure	to	err	on	the	side	of	caution.	If	you	promise	something	will	be	back	and	it	doesn’t	happen,	you’ll	only	compound	the	issue.	These	responses	tend	to	be	pretty	simple,	but	it	might	go	something
like	this:Hi	,	You	have	great	taste		Unfortunately,	at	the	moment	that	item	is	out	of	stock.	We	don’t	have	a	specific	timeline	on	when	that	item	will	be	back,	but	we	are	collecting	a	waitlist	and	I’m	happy	to	add	you	to	it	and	you’ll	be	notified	when	it’s	available.	Also,	I	know	it’s	not	exactly	the	same,	but	is	also	a	great	product	and	could	help	fulfill	your
needs.	You	can	learn	more	about	it	here	.	Cheers,	Moving	forward	Customer	complaints	are	a	reality	for	every	business.	How	you	handle	those	requests	can	directly	affect	the	viability	of	your	business.	Be	thoughtful	and	solution-oriented,	and	you’ll	be	on	the	right	path.If	you	want	even	more	pointers	on	how	to	handle	particularly	difficult	customers,
check	out	our	related	article,	How	to	Deal	with	Difficult	Customers.
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