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Copyright Notice
The Pricing & Payment Protection Playbook, version 1.0
Copyright © 2026SHINE PERFECTION LLC, d.b.a Residential Cleaning Academy. All rights reserved.

This publication is protected by copyright law. No part of this playbook may be reproduced, copied,
distributed, stored, translated, transmitted, or shared in any form or by any means, including electronic,
mechanical, photocopying, recording, or otherwise, without prior written permission from the Residential
Cleaning Academy, except for brief quotations used in reviews or educational references.

This resource is licensed for the personal use of the original purchaser only. Sharing, reselling,
redistributing, uploading, or using this material for commercial training or business purposes without
written authorization is strictly prohibited.

The Residential Cleaning Academy reserves all intellectual property rights to the concepts, frameworks,
systems, templates, and educational materials contained within this publication.

Disclaimer

The information provided in this playbook is intended for educational purposes only and is desighed to
help residential cleaning business owners improve their business operations, customer communication,
pricing confidence, and payment procedures.

This resource does not constitute legal, financial, accounting, tax, insurance, self-help or professional
advice. Every cleaning business operates under different circumstances, and local laws, regulations, and
contractual obligations may vary. Readers are responsible for ensuring that their business policies and
practices comply with all applicable federal, state, provincial, and local laws.

The examples, scripts, recommendations, and response strategies included in this playbook are
intended as professional guidance and should be adapted to your specific business, clients, and
circumstances.

The Residential Cleaning Academy makes no guarantees regarding financial results, client retention,
business growth, or other outcomes resulting from the use of this material. Success depends on many
factors, including implementation, business practices, market conditions, and individual circumstances.

By using this resource, you acknowledge that all business decisions remain your responsibility.



WHY THIS PLAYBOOK EXISTS

Talking about money is one of the most uncomfortable parts of running a
residential cleaning business.

Whether it's a late payment, a client asking for a discount, questioning your
prices, requesting free extras, or refusing to pay, many cleaners immediately
feel stressed, anxious, or unsure of what to say next.

Unfortunately, uncertainty often leads to emotional decisions—apologizing for
your prices, making unnecessary exceptions, delaying payment conversations,
or completing additional work without being paid.

This playbook exists to change that.

Its purpose is to help you protect your pricing, your payments, and your
professional confidence by replacing uncertainty with clear business
procedures.

Inside this playbook, you'll learn how to recognize common pricing and
payment situations, understand what's really happening, and respond
professionally while protecting both your income and your client relationships.

There is no need to argue or to justify your value.

You also don't need to panic every time money becomes a part of the
conversation.

You simply need a professional process, so the payment and pricing issues
will not take you off guard.

When you stop reacting emotionally and start following consistent
business standards, pricing and payment conversations become another
routine part of running a successful cleaning business—not a source of
fear or frustration.



PART 1 THE GOLDEN RULES OF PRICING & PAYMENT

Pricing and payment conversations don't have to be uncomfortable. The key is
to stop making emotional decisions and start following consistent business
principles.These Golden Rules will guide every pricing and payment
conversation you'll have with clients.

1. Price Your Services Professionally

Your prices should reflect the TRUE value of your service, your experience,
your operating costs, and the results you deliver—not your emotions or fear
of losing a client.

2. Never Apologize for Your Prices

Your pricing is a business decision, not something you need to defend or
feel guilty about. Present your prices with confidence and let clients decide
whether your service is the right fit for them.

3. Follow Your Payment Policies Consistently

Policies only protect your business when they're applied consistently. Avoid
making exceptions under pressure, as today's exception often becomes
tomorrow's expectation.

4. Separate Pricing Questions from Payment Problems



A client questioning your price is different from a client who hasn't paid. Treat
each situation according to its purpose and follow the appropriate business
procedure.

5. Never Negotiate Emotionally

Don't lower your price or change your policies simply because a
conversation feels uncomfortable. Give yourself time to think, refer to your
business standards, and make decisions based on your policies—not your
emotions.

6. Protect Your Time as Carefully as Your Money

Every unpaid hour, unnecessary callback, or unapproved extra task has a cost.
Your time is one of your most valuable business assets, and it deserves the
same protection as your income.

7. Protect Your Profit

Getting paid isn't enough. A profitable business depends on charging
appropriately, preventing unpaid work, and avoiding unnecessary discounts or
free services.

8. Document Pricing and Payment Issues

Whenever a payment issue, pricing dispute, discount, refund, or special
agreement occurs, keep clear written records. Good documentation protects
both your business and your clients.

9. Stay Professional in Every Money Conversation
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Pricing and payment discussions should always remain respectful, factual,
and solution-focused. Professionalism builds trust—even when you need to

enforce your policies.

10. Remember Your Goal

The goalisn't simply to collect payment. It’s to build a business where
pricing is clear, payments are predictable, and financial conversations are
handled with confidence and professionalism.

Strong pricing protects your profit. Strong payment procedures protect
your cash flow. Together, they protect your business.
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| A PROFESSIONAL RESPONSE CARD #1
Payment Wasn't Received

Facts .7 T

You've completed the cleaning appointment, but the expected payment hasn't
been received. The client hasn't mentioned the payment, and you're unsure
whether they forgot, experienced a payment issue, or intentionally haven't
paid.

@ situation Type A Routine Customer Service Issue

A missing payment is not automatically a payment dispute or a boundary
violation. Until you have more information, treat it as a routine customer
service issue and follow your normal payment procedures.

RCA Assessment
Don't assume the worst!
Most payment issues happen because a client:
. Simply forgot to submit payment.
. Experienced a payment processing problem.
. Believed payment had already been made.
. Planned to pay later and forgot.
At this stage, your goal is to gather information—not to draw conclusions.

Professional Objective

. Confirm the payment status.

. Give the client an opportunity to resolve the issue.
. Maintain a professional relationship.

. Follow your payment policy consistently.



Professional Response

B Text Message

“Hi [Client's Name], | hope you're doing well! | noticed today's payment hasn't
come through yet, so | just wanted to check in in case it was overlooked or
there was a payment issue. Whenever you have a moment, please let me
know. Thank you!”

t. Phone

“Hi [Client's Name], I'm just calling to follow up on today's payment. | noticed it
hasn't been received yet, and | wanted to make sure there wasn't a technical
issue or something that simply got overlooked.”

In Person

“l just wanted to let you know | haven't received today's payment yet. | wanted
to check whether there was a problem or if it was simply overlooked.”

Avoid These Mistakes

X Assume the client is refusing to pay.
X Send an angry or emotional message.
X Threaten the client.

X Publicly discuss the payment issue.

X Make accusations without confirming the facts.



Prevention

Vv Clearly communicate your payment policy before the appointment.
v Send invoices or payment requests promptly.

v Confirm payment has been received before closing the appointment.
v Keep accurate payment records.

v Follow the same payment procedure for every client.

RCA Reminder: A missing payment is not automatically a conflict.

Your first responsibility is to confirm the facts and follow your payment
procedure. If the clientignores your payment reminders, refuses to pay, or asks
you to ignore your payment policy, the situation may no longer be routine
customer service and should be handled according to the appropriate Pricing
& Payment response card.
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A PROFESSIONAL RESPONSE CARD #2
A Late Payment

Facts o

The payment due date has passed, and the client still hasn't paid according to
your company's payment policy. Previous reminders have been sent, but the
payment remains outstanding.

A Boundary Issue!

This is no longer a routine customer service matter. The client is not following
your established payment policy, and your role is to professionally enforce your
business standards.

RCA Assessment

A late payment is not a personal attack, and it doesn't automatically mean the
client has no intention of paying.

However, once your payment deadline has passed, the issue changes from a
simple reminder to a business policy that must be applied consistently.

Your goal is no longer to remind the client. It’s to professionally enforce your
payment policy.

Professional Objective

. Collect the outstanding payment.

. Apply your payment policy consistently.

. Protect your cash flow.

. Maintain professionalism throughout the conversation.
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Professional Response

B Text Message

“Hi [Client's Name], this is a friendly reminder that payment for your recent
cleaning is now past the due date outlined in my payment policy. If you've
already sent the payment, thank you and please disregard this message. If not,
please submit payment at your earliest convenience. If you're experiencing any
payment issues, please let me know so we can discuss the next steps.”

%, Phone

“Hi [Client's Name], I'm following up because your payment is now past the
due date. | wanted to check whether there has been a payment issue and
discuss getting the balance taken care of according to my payment policy.”

In Person

“l wanted to let you know that the payment for your last cleaning is now
overdue according to my payment policy. I'd like to work with you to get this
resolved before your next appointment.”

Avoid These Mistakes

X lgnore your own payment policy.

X Continue providing services indefinitely without addressing overdue
payments.

X Become emotional or argumentative.

X Threaten the client.

X Create payment exceptions simply because the conversation feels
uncomfortable.
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Prevention

v Clearly explain your payment policy before the first appointment.

v Send invoices promptly.

v Follow up consistently when payments become overdue.

v Keep written records of all payment reminders and communication.

v Apply the same payment standards to every client.

RCA Reminder Every exception weakens your policy!

Professional business owners don't enforce their payment policy only when it's
convenient—they apply it consistently to every client. This alone protects your
income, builds respect for your business, and prevents payment problems
from becoming recurring habits.
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A PROFESSIONAL RESPONSE CARD #3

_ A Failed Payment
Facts I

A payment was attempted but could not be processed. The transaction was
declined, returned, or failed due to a payment processing issue. As a result,
your business has not received payment for the completed service.

@ situation Type A Routine Customer Service Issue

A failed payment is usually an administrative or technical issue—not a
payment refusal. Begin with it as a routine customer service matter while
gathering the necessary information.

If the payment is not corrected after reasonable follow-up or the client refuses
to resolve the issue, the situation may require your formal payment escalation
process.

RCA Assessment

A failed payment does not automatically mean the client is unwilling to
pay.

The issue may be caused by:

. An expired or replaced card.

. Insufficient funds.

. Abank security block.

. Incorrect payment information.

. Atechnical payment processing error.
Your first objective is to notify the client and provide an opportunity to correct
the payment.
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Professional Objective

. Inform the client that the payment was unsuccessful.
. Resolve the payment issue professionally.

. Receive the outstanding balance.

. Follow your payment policy consistently.

Professional Response

B Text Message

“Hi [Client's Name], | wanted to let you know that today's payment couldn't be
processed. This can happen for several reasons, such as an expired card or a
payment processing issue. When you have a moment, could you please check
your payment method or let me know how you'd like to complete the payment?
Thank you!”

t. Phone

“Hi [Client's Name], I'm calling because today's payment didn't go through. |
wanted to let you know in case it's simply a technical issue and see how you'd
like to take care of the payment.”

In Person

“l wanted to let you know that today's payment wasn't successfully processed.
It may simply be a payment issue, so | wanted to make sure you were aware
and discuss the easiest way to complete the payment.”
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Avoid These Mistakes

X Assume the client intentionally avoided payment.

X Accuse or embarrass the client.

X Become frustrated before understanding the reason.
X Ignore the failed payment and hope it resolves itself.

X Continue providing services indefinitely without resolving the outstanding
balance.

Prevention

v Verify payment methods when appropriate.

v Send payment confirmations after every appointment.
v Monitor failed transactions promptly.

v Keep accurate payment records.

v Follow your written payment policy consistently.

RCA Reminder Treat the first failed payment as a payment problem—not a
client problem.

Professional customer service begins by resolving the issue respectfully and
giving the client an opportunity to correct it.

However, if the payment remains unresolved after reasonable follow-up, stop
treating it as a routine customer service matter. Follow your company's formal
payment escalation process, document every step, and apply your payment
policy consistently.

Professional business owners don'tignore unresolved payments—they
manage them through a clear, documented process.
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A PROFESSIONAL RESPONSE CARD #4
A Client Asks for a Discount

Facts —

A client asks you to reduce your price before, during, or after the cleaning
appointment. The request may sound reasonable or friendly, but accepting it
would require you to change your established pricing.

A Boundary Issue

A request for a discount is not a payment issue or a customer service problem.
It is a request to make an exception to your pricing standards. Your
responsibility is to evaluate the request according to your pricing policy—not
your emotions.

RCA Assessment Clients may ask for discounts for many reasons.

Some are simply asking. Some are comparing prices. Some are testing
whether your pricing is flexible. Regardless of the reason, your pricing should
remain a business decision—not an emotional one.

RCA Professional Rule :
A client asking for a discount does not obligate you to give one.

Professional Objective

. Protect your pricing standards.

. Respond respectfully and professionally.

. Maintain the client relationship whenever possible.
. Avoid making emotional pricing decisions.
Professional Response
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B Text Message

“Thank you for asking. My pricing is based on the size of the home, the scope of
work, and the level of service provided, so I'm not able to offer a discount. If
you'd like to reduce the overall cost, I'd be happy to discuss adjusting the
scope of service to better fit your budget.”

%, Phone

“l completely understand wanting to keep costs down. My pricing is based on
the work involved, so | don't discount the service itself. However, if budgetis a
concern, we can certainly discuss adjusting the service to better meet your
needs.”

In Person

“l appreciate you asking. My pricing is consistent for all clients because it's
based on the service provided. If you'd like to lower the overall cost, we can
always look at reducing the scope of work instead of changing the price.”

Avoid These Mistakes

X Apologize for your pricing.

X Lower your price simply because the conversation feels uncomfortable.
X Negotiate emotionally.

X Offer discounts you wouldn't offer every client.

X Feel pressured to justify your worth or experience.
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Prevention

v Clearly communicate your pricing before every appointment.

v Explain what is included in the service.

v Use consistent pricing for similar services.

v Review pricing regularly to ensure it reflects your costs and value.

v Offer service adjustments—not price reductions—when appropriate.

RCA Reminder Your pricing is one of your business standards.

A discount request is simply a request—it is not an obligation. Professional
business owners protect their pricing by applying the same standards to every
client. If a client's budget doesn't match the service you've quoted, adjust the
service, not the value of your work.
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A PROFESSIONAL RESPONSE CARD #5

A Client Questions Your Price Because "It Didn't Take Long"

Facts O

After the cleaning, the client comments that the service didn't take as long as
they expected and questions the price based on the amount of time you spent
in the home.

Examples:

. "That only took two hours."
"l thought you'd be here longer."
"Why is it so expensive if you finished so quickly?"

A Boundary Issue

This is not a payment issue. This is not a complaint about the quality of your
work.

The client is questioning your pricing model by comparing the value of your
service to the amount of time spent in the home.

RCA Assessment

The client is viewing your service as hourly labor. Your business is selling a
professional cleaning service, not simply hours of work.

Your efficiency comes from your experience, systems, equipment, and skills—
not from doing less work. Your goal is to help the client understand what
they're paying for without becoming defensive.
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Professional Objective

. Reinforce your pricing model.

. Maintain confidence in your pricing.
. Educate the client professionally.

. Protect your business standards.

Professional Response

B Text Message

“l completely understand your question. My pricing isn't based solely on the
amount of time spent in the home. It's based on the scope of work, the
condition of the home, my experience, and the professional results delivered.
As | become more efficient, my clients receive the same quality service in less

time—not less value.”

\‘ Phone

“That's a common question. My service isn't priced by the hour. It's priced by
the work that's completed and the professional results provided. Efficiency is
actually one of the benefits my clients receive from hiring an experienced

professional.”

In Person

“l understand why it may seem that way. My pricing is based on the service
itself rather than the number of hours it takes. As | become more efficient, you
receive the same professional results in less time, which is one of the
advantages of working with an experienced cleaner.”
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Avoid These Mistakes

X Apologize for working efficiently.

X Offer a discount because you finished sooner.
X Feel guilty for becoming faster.

X Defend yourself emotionally.

X Compare yourself to other cleaners.

Prevention

v Explain your pricing model during the estimate.

v Focus conversations on the service provided—not the hours worked.
v Clearly define the scope of work before every appointment.

v Build confidence in your pricing by consistently communicating the
value of your service.

RCA Reminder Clients purchase professional results—not your time.

Your efficiency is a reflection of your experience, systems, and skill. Finishing
sooner does not reduce the value of the service you delivered. Never allow
efficiency to become areason to undervalue your work.
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A PROFESSIONAL RESPONSE CARD #6

A Client Compares Your Prices to Another Cleaner

Facts
B

A client tells you that another cleaner charges less or asks why your price is
higher than someone else's.

Examples:
« "My previous cleaner only charged $120."
. "lfound someone who will do it for less."
« "Why are you so much more expensive?"
. "Canyou match their price?"

A Boundary Issue
This is not a complaint about your service. This is not a payment problem.

The client is comparing businesses with different pricing, experience,
services, or business models and is asking you to justify or change your
pricing.

RCA Assessment
Price comparisons are normalin business.

Every cleaning company has different:
. Experience
. Service standards
. Scope of work
. Insurance
. Operating costs
. Equipment
. Business goals
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A lower price does not automatically represent the same service or value.Your
responsibility is not to compete with every cleaner in the market. It’s to
confidently communicate the value of your own service.

Professional Objective

. Maintain confidence in your pricing.

. Explain your pricing professionally.

. Allow the client to make an informed decision.
. Protect your business standards.

Professional Response

B Text Message

“I completely understand that every client has a budget. Every cleaning
business sets its own pricing based on the services provided, experience, and
operating costs. My pricing reflects the level of service, professionalism, and
consistency | provide. If I'm the right fit for your needs, I'd be happy to work with

»

you.

t. Phone

“That's completely understandable. Every company prices its services
differently, and | respect that. My pricing is based on the quality of service,
reliability, and professional standards | provide rather than competing to be the
lowest price.”
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In Person

“Every cleaning business is different, and so is every pricing structure. My focus
is providing consistent, professional service rather than competing on price
alone. If my service matches what you're looking for, I'd be happy to help."”

Avoid These Mistakes

X Lower your price simply because another cleaner charges less.
X Criticize or speak negatively about competitors.

X Defend your pricing emotionally.

X Feel pressured to justify every dollar.

X Compete to become the cheapest option.

Prevention

v Clearly communicate the value of your service during the estimate.
v Explain what is included in your pricing.

v Stay confident in your pricing standards.

v Attract clients who value professionalism rather than the lowest price.

RCA Reminder You are not competing with every cleaner—you are offering
your business.

Professional clients choose a cleaning service based on the value they receive,
not simply the lowest price. Competing by lowering your prices weakens your
business, while confidently communicating your value strengthens it.
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A PROFESSIONAL RESPONSE CARD #7
A Client Asks for Free Extras

Facts
R

A client asks you to complete additional work that was not included in the
agreed service without offering additional payment.

Examples:
. "Canyou just wipe down the patio furniture?"
. "Could you quickly clean inside the oven?"
. "Would you mind doing the refrigerator while you're here?"
. "It's only one more room."
. "Canyou just do this one little thing?"

A Boundary Issue
This is not a customer service request.

The client is asking you to expand the agreed scope of work without
changing the agreed price.

RCA Assessment

Most clients are nice and don'tintentionally try to take advantage of you.
Many simply don't realize that every additional task requires:

. More time.

. More effort.

. More supplies.

. More operating costs.
Your responsibility is to protect the agreed scope of work while remaining
professional and helpful.
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Professional Objective

. Protect the agreed scope of work.

. Maintain a positive client relationship.

. Offer appropriate options without giving away unpaid work.
. Apply your service standards consistently.

Professional Response

B Text Message

“I'd be happy to help with that. Since itisn't included in today's scheduled
service, | can either add it to today's appointment if time allows for an
additional charge, or we can include it in a future visit. Let me know which
option works best for you.”

\‘ Phone

“Absolutely, we can take care of that. Since it's outside today's scheduled
service, I'll need to treat it as an additional service. If my schedule allows, | can
add it today, or we can schedule it for your next appointment.”

In Person

“I'd be happy to help. Since that wasn't included in today's service, it would be
considered an additional task. If | have enough time today, | can add it for an
additional charge, or I'd be happy to include it in a future appointment.”
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Avoid These Mistakes

X Agree to extra work simply to avoid an uncomfortable conversation.
X Feel guilty for protecting your scope of work.

X Give away unpaid services repeatedly.

X Create different standards for different clients.

X Assume "it's only a few minutes."

Prevention

Vv Clearly define the scope of work before every appointment.

v Explain whatis and isn'tincluded in the service.

v Create a written list of available add-on services and their pricing.

v Train clients to request additional services before the appointment
whenever possible.

v Apply the same standards to every client.

RCA Reminder Small requests become big expectations when they happen
repeatedly.

Professional customer service doesn't mean saying "yes" to every request. It
means responding respectfully while protecting the agreed scope of work. If
you choose to perform additional work, let it be a deliberate business
decision—not an emotional reaction or an unspoken expectation.
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A PROFESSIONAL RESPONSE CARD #8

A Cllekt Refuses to Pay or Declines Your Offer to Correct the Issue

R
Facts

A client is dissatisfied with the cleaning and refuses to pay, or refuses your
professional offer to return and correct the issue at no additional charge.

Examples:
"I'm not paying for this."
. "ldon't want you to come back—I just want my money back."
"l don't care if you fix it. I'm not paying."
. "I'l hire someone else to finish it."

® Business Risk Business Protection is Required

You have already offered a reasonable professional solution by correcting the
issue. The client has chosen not to participate in that process and is refusing to
follow the agreed resolution. Stop trying to resolve the situation through
customer service. Activate the RCA Business Protection Protocol (from the
Evaluate the risk folder).

RCA Assessment

Professional service businesses should always be given a reasonable
opportunity to correct legitimate concerns. If the client refuses that
opportunity and immediately demands non-payment or a refund, the
disagreement has moved beyond customer service and into a business
dispute. Your responsibility is no longer to convince the client. It’s to follow
your company policies, document the situation, and protect your business
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Professional Objective
. Remain calm and professional.
. Demonstrate that you acted reasonably.
. Follow your complaint and payment policies.
. Protect your business through documentation.
. Preserve evidence should formal escalation become necessary.

Professional Response

B Text Message

“I'm sorry to hear you're dissatisfied with the service. As outlined in my service
policy, | offered to return and correct the areas of concern at no additional
charge, which is my standard resolution process. Since you've chosen not to
accept that option, I'll document the matter and continue following my
company policies regarding payment and dispute resolution. If you'd like to
reconsider the complimentary touch-up appointment, I'm happy to discuss
scheduling it.”

\‘ Phone

“l understand you're unhappy with the service, and | respect your decision. My
professional policy is to correct any legitimate concerns by returning and
addressing the areas in question. Since you've declined that option, I'll
document our conversation and proceed according to my business policies
regarding payment and dispute resolution.”
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In Person

“l want to resolve this professionally, which is why I've offered to return and
correct the concerns at no additional charge. If you choose not to accept that
resolution, I'll need to follow my company's dispute and payment procedures
from this point forward.”

Avoid These Mistakes

X Argue with the client.

X Admit fault before investigating the facts.

X Offer multiple concessions simply to end the conversation.
X Become defensive or emotional.

X Refund automatically because the client is upset.

X Ignore your own complaint resolution policy.

Prevention

v Clearly explain your satisfaction or re-clean policy before the first
appointment.

v Document the completed work with notes and photographs when
appropriate.

v Keep records of all communication.

v Confirm the client's concerns in writing.

v Maintain a consistent complaint resolution process for every client.

RCA Reminder A professional offer to correct the issue is part of excellent
customer service—not an admission of failure.

If a client refuses a reasonable opportunity for you to resolve the concern,
don't continue negotiating emotionally. Document everything, follow your
written policies, and, if the matter remains unresolved, proceed with your
formal dispute or payment escalation process
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O
A PROFESSIONAL RESPONSE CARD #9

The Client Still Refuses to Pay After

- You Corrected the Issue Situation
Facts R

A client reports that they are unhappy with the cleaning. Following your
customer service policy, you professionally offer to return and correct the
areas of concern at no additional charge.You return to the client's home,
complete the requested corrections, and make every reasonable effort to
resolve the issue.

Despite your efforts, the client remains dissatisfied, refuses to pay, or
continues demanding additional free work, refunds, or repeated return visits.

@ Business Risk Business Protection is Required At this point, the
situation has moved beyond routine customer service.

You have fulfilled your professional responsibility by providing the client with a
reasonable opportunity to have the issue corrected. The client is no longer
requesting customer service—they are rejecting your established resolution
process. Stop trying to resolve the situation through customer service. Activate
the RCA Business Protection Protocol (from the Evaluate the risk folder).

RCA Assessment

Professional customer service does not require unlimited free appointments
or endless attempts to satisfy a client.

Once you have:
. Investigated the concern,
. Returned to correct legitimate issues,
. Completed the agreed corrective work,
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. And followed your company's complaint resolution policy,
your customer service obligation has been fulfilled. If the client continues
refusing payment or demanding additional free services, the issue becomes a
business dispute—not a customer service matter.

Professional Objective
. Conclude the customer service process professionally.
. Protect your business from repeated unpaid work.
. Follow your written complaint and payment policies.
. Preserve documentation should formal escalation become
necessary.

Professional Response

B Text Message

“l appreciate the opportunity to return and address your concerns. As part of
my customer service policy, | completed the requested corrective work at no
additional charge. At this point, | have fulfilled my company's complaint
resolution process. Since we have been unable to reach a resolution, | will now
proceed according to my payment and dispute policies. All future
communication regarding this matter will follow those procedures.”

%, Phone

“l understand that you're still dissatisfied. | returned to your home and
completed the corrective work we discussed, which is the resolution process
my business offers to every client. Since we've reached the end of that process
without resolving the matter, I'll now follow my company's payment and
dispute procedures.”
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In Person

“l wanted to make every reasonable effort to resolve your concerns, which is
why | returned and completed the corrective work. At this point, I've fulfilled my
customer service process. Since we're unable to reach an agreement, I'll now
proceed according to my business policies.”

Avoid These Mistakes

X Continue providing unlimited free return visits.

X Keep expanding the scope of corrective work beyond the original concern.
X Refund the service simply because the client remains dissatisfied.

X Negotiate emotionally after your complaint resolution process has been
completed.

X lgnore your own policies in an attempt to avoid conflict.

Prevention

v Clearly explain your complaint resolution policy before the first
appointment.

v Define what your complimentary touch-up or re-clean policy includes.
v Document the original concern and the corrective work performed.
v Take photographs when appropriate.

v Keep written records of all communication and corrective actions.

RCA Reminder Your Customer service has a beginning—and it also has an
end.

A professional business owner is responsible for making a reasonable effort to
correct legitimate concerns. Once that process has been completed, you are
not obligated to continue providing free labor simply because the client
remains dissatisfied.
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When customer service ends, your business policies begin.From that point
forward, protect your business through documentation, consistent

procedures, and, when necessary, your formal dispute or payment escalation
process.
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A A PROFESSIONAL RESPONSE CARD #10
Ending the Service Due to Non-Payment

Despite following your payment policy, sending reminders, attempting to
resolve the payment professionally, and completing your company's payment
escalation process, the outstanding balance remains unpaid.

The client has either refused to pay, repeatedly ignored payment requests, or
demonstrated an ongoing pattern of non-payment.

@ Business Risk Business Protection is Required. The client's actions
now threaten the stability of your business.

This is no longer a customer service issue. Customer service has been
completed. Your payment policy has been followed. Your payment escalation
process has been completed. The client has chosen not to meet their financial
obligation. At this stage, you are making a business decision to protect your
company. Stop trying to resolve the situation through customer service.
Activate the RCA Business Protection Protocol (from the Evaluate the risk
folder).

RCA Assessment

Every business has the right to decide who it will continue serving. A client who
repeatedly fails to pay or refuses to follow your payment policies places
unnecessary financial risk on your business. Ending the professional
relationship is not a punishment. It is a business decision based on the client's
actions—not your emotions.
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Professional Objective

. End the business relationship professionally.

. Protect yourincome and future appointments.

. Maintain respectful communication.

. Preserve complete documentation of the account.

Professional Response

B Text Message

“Hi [Client's Name], after reviewing your account, the outstanding balance
remains unpaid despite my previous reminders and payment requests. Since
my payment policy has not been fulfilled, | will no longer be able to provide
future cleaning services. Thank you for the opportunity to serve your home, and
| wish you the very best moving forward.”

\‘ Phone

“l wanted to let you know that, because the outstanding balance remains
unresolved, I've made the business decision to discontinue future services. |
appreciate the opportunity to have worked with you, and | wish you all the
best.”

In Person

“l appreciate the opportunity to have worked with you. Unfortunately, because
the payment issue remains unresolved after following my payment procedures,
I've decided to discontinue future services. | wish you the very best.”
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Avoid These Mistakes

X Continue cleaning in hopes that the client will eventually pay.
X Argue about the decision.

X Threaten or insult the client.

X End the relationship emotionally.

X Discuss the situation publicly or with other clients.

X Make last-minute exceptions that contradict your policies.

Prevention

v Clearly communicate your payment policy before the first appointment.
v Address overdue payments promptly.

v Apply your payment procedures consistently.

v Document every payment reminder and communication.

v Never allow unpaid balances to become a recurring pattern.

RCA Reminder Protecting your business sometimes means letting a client
go.

A professional business relationship depends on mutual respect and mutual
responsibility. When a client repeatedly refuses to meet their payment
obligations, continuing the relationship often creates more financial risk than
value. Ending service professionally is not a failure. It is part of operating a
healthy, sustainable business. Make the decision respectfully, document it
carefully, and move forward with confidence.
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