
Refund Protocol Breakdown 

Date: [Insert Date] 

Customer Name: [Insert Customer Name] 

Order Number: [Insert Order Number] 

Refund Request Details 

Request Date: [Insert Request Date] 

Refund Amount: [Insert Refund Amount] 

Reason for Refund: [Insert Reason] 

Protocol Steps 

1. Verify the refund request against the order details. 

2. Check eligibility for refund as per company policy. 

3. Process the refund through the payment gateway. 

4. Notify the customer about the refund status via email. 

5. Update internal records to reflect the refund transaction. 

Contact for Queries 

If you have any further questions, please contact our customer service at [Insert Contact 

Information]. 

Thank you for your understanding. 


