Standard Operating Procedure (SOP)
Customer Communication Protocols and Tone
Guidelines

Purpose

This SOP defines customer communication protocols and tone guidelines, covering standardized messaging
practices, appropriate language usage, response time expectations, handling inquiries and complaints, and maintaining a
consistent and professional tone across all communication channels.

The objective is to enhance customer satisfaction, build trust, and ensure clear, respectful, and effective interactions with
clients.

Scope

This SOP applies to all employees engaged in direct or indirect communication with customers, including but not limited
to email, phone, live chat, social media, and written correspondence.

Responsibilities

e All staff must adhere to these communication protocols and tone guidelines when interacting with customers.
e Supervisors and managers are responsible for monitoring compliance and providing feedback or additional
training as needed.

Communication Protocols

1. Standardized Messaging
o Use approved templates and scripts for frequently asked questions, service updates, and standard
interactions.
o Personalize communications by using the customer's name and referencing previous interactions
where relevant.
o Confirm information accuracy before sending any communication.
2. Language Usage
o Use clear, concise, and positive language.
o Avoid jargon, slang, technical terms unless necessary and explained.
o Ensure spelling, grammar, and punctuation are correct.
3. Response Time Expectations

Channel Expected Response Time
Email Within 1 business day
Phone Answer within 3 rings; return missed calls within 2 hours
Live Chat Within 1 minute
Social Media Within 4 hours during business hours

4. Handling Inquiries and Complaints

Listen actively and acknowledge the customer's concern.

Remain calm, empathetic, and professional at all times.

Apologize when appropriate, without admitting liability (e.g., &€ceWe're sorry for the inconveniencea€).
Record all complaints or critical feedback and escalate according to internal escalation procedures.
Follow up to ensure resolution and customer satisfaction.
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Tone Guidelines

e Be respectful and polite, using courteous greetings and closings.
e Emphasize solutions and assistance (&€cel'm happy to help...a€; &€celet's work together to resolve...a€).
e Maintain neutrality; avoid personal opinions or emotional language.



e Adapt tone appropriately for context and communication channel (formality in written channels, warmth in voice
interactions).
e Do not use humor, sarcasm, or colloquial phrases unless appropriate to the brand and situation.

Sample Phrases

Situation Recommended Phrases
Greeting a€ceHello [Customer Name], how can | assist you today?a€
Apology &€0ceWe apologize for the inconvenience and appreciate your patience.a€
Providing Information &€ceTo answer your question, ...4€; 8€ceBased on your request...&€

Transferring/Escalating &€cel will connect you with the appropriate department to assist further.4€

Closing &€ceThank you for reaching out. Please let us know if you have any other questions.&€

Monitoring and Continuous Improvement

¢ Regularly review customer communications for adherence to guidelines.
e Collect feedback and update protocols as needed based on customer and staff input.
¢ Provide ongoing training to ensure staff are equipped to deliver excellent customer service.

References

e Company Customer Service Polic
e |nternal Escalation Procedures

¢ Brand Voice and Style Guidelines
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