
BAD NEWS LETTER FOR CUSTOMER

When writing a bad-news letter to clients, you need to do whatever is possible to maintain your relationship with the
client while explaining the problem in a clear.

More good news first, or at least mitigation, before the detail of the increase. Open the letter thanking the
client for their business, before announcing the bad news and offering any possible solutions. Remember that
your client's time is valuable and they only want to know what happened and why. Note: don't try pass blame
on to Romulus for what Ms. Dear [customer name] First, personalise your bad news letter if you want to make
people believe you are on their side. Krist want to talk to Romulus herself. As a result, you may have noticed
incorrect fees or balances on your account. Example: "While I can regrettably no longer serve as your legal
counsel, my respected colleague, John Beech would be more than happy to take on your case. Something very
important has just come up and for the next two weeks I'm going to have to focus all my attention on it. For
example, 'I've just been informed that I have to spend next week in Edinburgh'. Business organizations have
also got to write letters that contain neither good or bad news from the stand point of the receiver. You should
aim to reassure her by showing professional concern, while not reacting to the personal nature of the letter.
The goal of this section is to let the client know that you value their patronage and would like to maintain your
positive relationship. Your assistance has been invaluable. The letter was straightforward and polite. Stating
the bad news clearly and firmly: The opening should have a buffer to minimize any damage to the
relationship. In other words, don't overreact or get defensive-don't go on the counter-attack yourself. Close 2.
Neutral letters usually are unsolicited letters. I expect complete satisfaction on this or I will tell my friends
never to do business with you. Krist implies is negligence or indifference on their part. Therefore, Bob shipped
the unit to the manufacturer, Romulus Enterprises, in Toronto, on June 16 we have confirmation that the
package arrived the next day. Content is for informational or entertainment purposes only and does not
substitute for personal counsel or professional advice in business, financial, legal, or technical matters. You
find that the CD unit was dropped off on June 6, 2xxx. Don't lie or exaggerate something in an insincere way
to try to make things better â€” your positive doesn't have to be major. We apologise for any inconvenience.
End by expressing confidence that the unit will be returned shortly, and give contact information should Ms.
This may be to your customers telling them you are increasing your prices or ceasing to offer a particular
service. You might introduce the reader to members of your staff, give your organization "a face," or describe
a procedure in place to benefit everyone.


