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COMPLIMENT POLICY 

 
It is our aim to provide satisfaction to every one of our customers and we are always 
delighted to be informed by our customers when they are pleased with the service they 
have received from us.  
 
Receiving such praise by email, letter, telephone call, face to face conversation etc. is 
ALWAYS welcome and appreciated. 
 
Where customers take the time to compliment our services every effort will be made to 
respond back to that customer with our own thanks for their courtesy. 
 
 

COMPLIMENT PROCEDURE 

 
Where a formal compliment regarding the work / service provided by the company is 
received (letter or email) this should be forwarded to the Business Manager. 
 

1. The compliment will be acknowledged by issue of a standard letter to the 
customer which will be revised to personalize if required. 

2. The relevant Director is informed of the compliment letter  
3. A copy of the compliment letter / email will be posted on the staff notice board 

(emailed to branches for appropriate display) – for display purposes. Other than 
the customer name personal information relating to customer address or 
telephone number will be blacked out / removed. 

4. The Business manager will personally ensure that the staff involved in any 
situation where a compliment is received are aware of the customer comments. 

5. The compliment should be noted on the compliment register and the original 
retained in the compliment folder. 

 
Informal compliments – telephone comments, specific verbal thanks to a member of 
staff, small gifts etc. should also be brought to the attention of the Business Manager 
noted and acknowledged if at all possible (although it is recognised that this may not 
always be viable or necessary)  
 
Where possible all compliments should be emailed to the Business Manager with a brief 
outline about the compliment situation and the outcome so it can also be recorded, and 
formally acknowledged by the company if this is feasible. 

 
 


