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This guide explains what the tool produces, how to use the output, and what to watch for. The actual output
(draft/report) is generated on the tool page.
Background

Get ready-to-use complaint and review response templates for a telecom/ISP business — acknowledgement,
resolution update, apology with credit, and public review replies — that de-escalate and protect your reputation. Fill
in your context below.

Purpose of this tool & output
Handle complaints and reviews professionally

How the output is used

Use the templates to respond to complaints and public reviews professionally, acknowledging the issue and offering
a fix.

Who receives it

The individual complainant, or the public platform where a review was posted (Google, social media, a consumer
forum).

How to submit / file it

Send the reply through the channel the complaint came on — a direct reply/email to the customer, or a public
response under the review — within your service timelines.

Who should vet it

A senior support or PR person for sensitive or public cases before you send.
Important cautions

Al-generated templates; personalise before sending.

Companion documents

e Grievance Redressal SOP

e Customer / Citizen Charter

SLA Credit / Rebate Policy

Churn Reduction Plan

Support Call & Chat Scripts

NPS & Satisfaction Survey Builder

This is Al-assisted guidance. Verify with a qualified professional before any binding decision. Fees, authorities and



processes vary by state and change over time — confirm with your state authority.
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