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CHECKLIST

Negative comment response
checklist

Read the comment and check the account's history before deciding to
respond

Reply publicly if it is a genuine complaint, using calm and neutral
language

Move to direct messages for anything involving personal details or
extended discussion

Delete abusive content and report it to the platform
Draft a short comment policy and make it visible on your profile

Set a daily time to check and respond to comments rather than reacting
immediately

Track recurring complaints to identify patterns that need fixing

Prepare stock replies for common questions and adapt them to each
situation
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