professional small business voicemail
greeting examples

professional small business voicemail greeting examples are essential for establishing a
professional image and ensuring effective communication with clients and customers. A well-crafted
voicemail greeting not only conveys essential information but also reflects the personality and
professionalism of your business. In this article, we will explore various professional small business
voicemail greeting examples, discuss the importance of a good greeting, and provide tips on how to
create one that resonates with your audience. By the end of this article, you will have a
comprehensive understanding of how to enhance your small business's communication strategy
through effective voicemail greetings.
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Importance of Professional Voicemail Greetings

In today's fast-paced business environment, first impressions matter more than ever. A voicemail
greeting serves as a potential client's first interaction with your business when they call and you are
unavailable. An effective voicemail greeting can communicate professionalism, reliability, and
approachability, setting a positive tone for future interactions. It provides callers with essential
information, ensuring they know what to expect and how to proceed.

Moreover, a professional voicemail greeting can enhance your brand image. Businesses that take the
time to develop a thoughtful greeting demonstrate attention to detail and care about customer
experience. This can foster trust and encourage potential clients to leave a message, knowing that
their inquiries will be addressed promptly.

Elements of a Great Voicemail Greeting

Creating a professional voicemail greeting involves several key elements that contribute to its
effectiveness. A well-structured greeting should encompass clarity, conciseness, and friendliness.
Below are some essential components to consider when crafting your voicemail greeting:



* Greeting: Start with a friendly and professional greeting. Use a phrase like "Hello" or "Thank
you for calling." This sets a positive tone from the outset.

¢ Your Name: Clearly state your name or the name of your business. This personal touch helps
callers feel more connected.

e Purpose of the Call: Briefly explain that you are unavailable to take their call. This lets the
caller know that their call is important.

e Instructions: Provide clear instructions on what the caller should do next, such as leaving a
message or contacting someone else for immediate assistance.

e Call Back Assurance: Assure the caller that you will return their call as soon as possible,
which reinforces your commitment to customer service.

e Contact Information: If applicable, include alternative contact methods, such as an email
address or another phone number.

Examples of Professional Small Business Voicemail
Greetings

Below are several professional small business voicemail greeting examples tailored to various
industries. These examples can be customized to fit the specific needs of your business and provide a
solid foundation for your voicemail greeting.

General Business

"Hello, you've reached [Your Name] at [Your Company]. I'm currently unavailable to take your call,
but your call is very important to me. Please leave your name, number, and a brief message, and | will
return your call as soon as possible. Thank you!"

Retail Business

"Thank you for calling [Your Store Name]. We're sorry we can’t take your call right now. Our store
hours are [insert hours]. Please leave your name, number, and a message, and we’ll get back to you
during our next business day. Have a great day!"

Service-Based Business

"Hi, this is [Your Name] from [Your Service Business]. I'm currently assisting another client and cannot
answer your call. Please leave your name, phone number, and a brief message about how | can help
you, and I'll return your call shortly. Thank you for your understanding!"

Healthcare Provider

"Hello, you've reached the office of [Doctor's Name] at [Clinic Name]. I'm unable to take your call



right now. If this is a medical emergency, please hang up and dial emergency services. Otherwise,
leave your name, number, and the reason for your call, and we will get back to you as soon as
possible. Thank you!"

Tips for Recording Your Voicemail Greeting

Recording an effective voicemail greeting requires attention to detail to ensure clarity and
professionalism. Here are some tips to help you create the best possible voicemail greeting:

e Choose a quiet environment: Ensure you are in a quiet place to avoid background noise that
can distract from your message.

» Speak clearly: Articulate your words clearly and at a moderate pace. Avoid rushing through
your greeting.

e Use a friendly tone: Maintain a warm and friendly tone to make callers feel welcome and
valued.

* Keep it concise: Aim for a greeting that is between 20-30 seconds long to keep your message
clear and to the point.

* Practice: Rehearse your greeting several times before recording to ensure smooth delivery.

Common Mistakes to Avoid

When creating your voicemail greeting, it is essential to avoid common pitfalls that can lead to an
unprofessional impression. Here are some mistakes to steer clear of:

Being Too Casual: Avoid overly casual language or slang that may not resonate with your
professional audience.

Lengthy Messages: Lengthy greetings can frustrate callers. Keep your message concise.

Lack of Information: Ensure your greeting contains essential information such as your name
and how to leave a message.

Neglecting Updates: Regularly update your greeting to reflect your current availability,
especially during holidays or vacations.

FAQs



Q: What makes a voicemail greeting sound professional?

A: A professional voicemail greeting includes a clear and friendly greeting, your name, an explanation
of your unavailability, instructions for leaving a message, and assurance that you will return the call
promptly.

Q: How long should a voicemail greeting be?

A: Ideally, a voicemail greeting should be between 20 to 30 seconds long to ensure it is concise and
informative without losing the caller's attention.

Q: Can | use humor in my voicemail greeting?

A: While humor can be effective in some industries, it is essential to consider your audience and
brand image. A light-hearted tone may work for creative fields but could be inappropriate for more
serious industries.

Q: Should 1 update my voicemail greeting regularly?

A: Yes, it is crucial to update your voicemail greeting regularly, especially during holidays, vacations,
or when your availability changes, to ensure that callers receive accurate information.

Q: Can | use a script for my voicemail greeting?

A: Using a script is a great way to ensure you include all necessary information and maintain a
professional tone. Practice reading it aloud to sound natural.

Q: What should | do if | receive a lot of calls?

A: If you receive a high volume of calls, consider implementing a more detailed voicemail greeting
that provides alternative contact methods or information about when you will return calls.

Q: Is it necessary to include my business name in the
voicemail greeting?

A: Yes, including your business name helps identify your company and reinforces your brand, making
it easier for callers to remember who they contacted.

Q: How can | make my voicemail greeting stand out?

A: To make your voicemail greeting stand out, personalize it with a unique touch that reflects your
brand's personality while ensuring it remains professional and clear.



Q: Should | mention my business hours in my voicemail
greeting?

A: Mentioning your business hours can be helpful, especially for retail or service-based businesses, so
callers know when they can expect a callback or when to reach you directly.
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professional small business voicemail greeting examples: The Complete Idiot's Guide to
Success as a Professional Speaker Thomas A. Lisk Ph.D., 2008-07-01 Get the gift of gab. In this
guide, readers will find indispensable information on how to pursue public speaking as a full- or
part-time career. Written by a 30-year veteran public speaker and bureau chief, this book shares
details, advice, and insider tips on how to prosper in this highly competitive and lucrative field. °
Expert author in a rapidly growing field ¢« Contains inside tips on every aspect of speaking
professionally ¢ Clear and practical information about how to set up a professional speaker’s
business and promote it * Suggestions for extra goods and services for additional revenue
Features event planning and organizing strategies and instructive anecdotes from the field

professional small business voicemail greeting examples: Small Business For
Dummies® Eric Tyson, Jim Schell, 2011-03-03 Want to start the small business of your dreams?
Want to breathe new life into the one you already have? Small Business For Dummies, 3rd Edition
provides authoritative guidance on every aspect of starting and growing your business, from
financing and budgeting to marketing, management and beyond. This completely practical,
no-nonsense guide gives you expert advice on everything from generating ideas and locating start-up
money to hiring the right people, balancing the books, and planning for growth. You'll get plenty of
help in ramping up your management skills, developing a marketing strategy, keeping your
customers loyal, and much more. You'll also find out to use the latest technology to improve your
business’s performance at every level. Discover how to: Make sure that small-business ownership is
for you Find your niche and time your start-up Turn your ideas into plans Determine your start-up
costs Obtain financing with the best possible terms Decide whether or not to incorporate Make
sense of financial statements Navigate legal and tax issues Buy an existing business Set up a
home-based business Publicize your business and market your wares Keep your customers coming
back for more Track cash flow, costs and profits Keep your business in business and growing You
have the energy, drive, passion, and smarts to make your small business a huge success. Small
Business For Dummies, 3rd Edition, provides the rest.

professional small business voicemail greeting examples: Business and Professional
Skills for Massage Therapists Sandy Fritz, 2009-12-14 Develop the business skills necessary to
succeed in massage therapy with help from respected massage educator and business owner, Sandy
Fritz! With a user-friendly approach and comprehensive support tools, this authoritative guide
delivers a working knowledge of essential concepts for employees or owners of a massage therapy
practice and helps you prepare for the professional challenges that await you in the real world. -
Renowned massage educator and business owner Sandy Fritz presents a practical, proven business
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philosophy for success in massage therapy practice. - Focus on need-to-know business skills for
complete success as an employee or the owner of a massage therapy practice. - A companion CD
with practice management software provides hands-on experience creating client records, setting
appointments, entering documentation, and more. - Self-Reflection boxes put concepts into a
realistic context through Sandy Fritz's personal experiences in massage practice. - Learning Activity
boxes reinforce your understanding and challenge you to apply what you've learned in an engaging
workbook format. - Good Stuff from the Government boxes alert you to helpful government
resources and help you ensure compliance with federal regulations. - Mentor boxes provide
real-world insight and advice from experts in massage and business management for successful
practice. - More than 200 realistic photos and illustrations clarify concepts and familiarize you with
typical practice settings and essential forms, records, office equipment, and supplies. - Evolve
Resources link you to templates for building resumes, letters, advertisements, forms for
documentation, and client histories, plus small business resources, annotated web links, a glossary
of key terms from the text, and additional exercises and case studies.

professional small business voicemail greeting examples: Canadian Small Business Kit
For Dummies Andrew Dagys, Margaret Kerr, JoAnn Kurtz, 2019-06-05 The bestselling book you
need to succeed in small business Canadian Small Business Kit For Dummies is the bestselling
Canadian guide to starting and running a successful small business. This guide covers every aspect
of starting, building, staffing, and running a small business. Offering information for entrepreneurs
starting from scratch, people buying a business, or new franchise owners, it features updated
information about the latest tax laws and its impact on small businesses, along with insight into how
small business can take advantage of social media such as Facebook, LinkedIn, Twitter, and
Instagram, etc. Covers the latest changes to taxes, finances, and marketing Helpful forms on
Dummies.com make learning easier Expert advice makes this a worthwhile investment for all
entrepreneurs Brand-new coverage devoted to starting a cannabis business If you're looking to start
a new business—or want to improve the one that’s already underway—this helpful guide makes it
easier.

professional small business voicemail greeting examples: Creating Wealth with a Small
Business Ralph Blanchard, 2009-02-17 This invaluable business resource will help aspiring
entrepreneurs and small business owners understand the risks and potential rewards of starting,
buying, or managing a small business.

professional small business voicemail greeting examples: Getting Started in Personal
and Executive Coaching Stephen G. Fairley, Chris E. Stout, 2010-06-03 Find satisfaction and
financial success with a new career in coaching Getting Started in Personal and Executive Coaching
offers a go-to reference designed to help every mental health professional build, manage, and
sustain a thriving coaching practice. Packed with hundreds of proven strategies and techniques, this
nuts-and-bolts guide covers all aspects of the coaching business with step-by-step instructions and
real-world illustrations that prepare you for every phase of starting your own coaching business.
This single, reliable book offers straightforward advice and tools for running a successful practice,
including: * Seven tools for making a great first impression * Fifteen strategies for landing ten
paying clients * Seven secrets of highly successful coaches * Ten marketing mistakes to avoid
Complete with sample business and marketing plans and worksheets for setting rates and managing
revenue, Getting Started in Personal and Executive Coaching identifies the fifteen biggest
moneymaking markets to target and offers valuable recommendations for financing that get the
most impact and mileage from every budget. Quick Action Steps for applying ideas and techniques
make this book useful right away. Get started in coaching today!

professional small business voicemail greeting examples: Craft Inc. Business Planner
Meg Mateo Ilasco, 2011-03-25 This action-oriented planner is packed with advice and worksheets
that guide creative entrepreneurs in their hot pursuit of profit. From big picture goals (writing a
mission statement, developing marketing campaigns, launching a new line) to immediate to-dos
(getting a business license, pricing products, packing for trade shows), this essential guide brims



with how-to tips from industry experts.

professional small business voicemail greeting examples: The Street Smart MBA James
Mangraviti, Steven Babitsky, 2014-03-01 Business schools have long enticed students into their MBA
programs with the promise that, after a short stint spent studying the ins and outs of the business
world, they will be able to step right into the upper echelons of management or launch a business
that soon has them flitting about the world in a private jet. Sounds great, you say. Sign me up! Not
so fast. Sure, business school might prove a necessary prerequisite for those aiming to gain
employment at a large financial institution, land a job with a consultancy, or accelerate their journey
to managerial superstardom at a Fortune 500 company. But for aspiring entrepreneurs and
established business owners alike, the truth of the matter is this: The ability to get a business off the
ground and running successfully is not the byproduct of toiling away in a classroom, learning
esoteric subjects like the economics of competition. Rather, all it takes to start and run a truly
successful business are a few sensible, time-proven techniques that have been needlessly forgotten
in business innovators' haste to reinvent the wheel. That's why, in The Street Smart MBA, Steve
Babitsky and James J. Mangraviti, Jr., encourage you to ditch class—or, better yet, ditch b-school
altogether—and go back to the business basics with a series of ten simple steps that will do more for
your company than the letters M, B, and A ever will. There are no forays into game theory in The
Street Smart MBA, no parables, and no intellectualizing. Instead what you will find is a practical,
easy-to-understand, step-by-step business strategy guide that encourages you to revive a handful of
basic yet essential practices that many business owners have lost sight of, such as: Building a brand
that is so synonymous with quality that you'll be able to maximize your company's profits in no time;
Turning your company's products and services into profits by finding your company aniche, working
with deadlines, and honoring your company's image above all else; Dealing with customer
complaints head-on so that you can turn gripes into opportunities; Doing favors, mentoring, and
sending gifts, in order to grow your business network; And much more. With its emphasis on ten
simple yet time-honored principles that lead to business success, The Street Smart MBA is all the
business education that entrepreneurs with great ideas and business owners with the drive to
succeed will ever need.

professional small business voicemail greeting examples: Professional Services Marketing
Wisdom Ric Willmot, 2014-08-04 Effective marketing tactics and strategies for professional service
providers If you own and operate your own professional services firm—in accounting, finance, law,
or another field—you know just how important marketing is to the success of your business. If you
can't get your name out there, you won't have any customers to call your own. This handy guide
offers a comprehensive plan for attracting and acquiring clients for small and even one-person
firms—no marketing degree required. The strategies and tactics here are fun, easy-to-understand,
and doable right now. All you need to bring is enthusiasm and commitment. You'll learn how to
identify potential clients, explain why you're their best choice, grow your market share, get great
referrals, designate which clients are long-term, profitable keepers, and much more. Features
easy-to-implement marketing tactics and strategies for small professional services firms in any
industry Ideal for anyone who runs a small firm, as well as professionals in larger firms who want to
climb the ladder Shows readers with no marketing background how to boost their businesses
Negates the need for expensive and often ineffective external marketing or sales consultants or
branding and public relations firms For anyone who runs their own firm, Professional Services
Marketing Wisdom offers unbeatable guidance on attracting and keeping the clients that small firms
need to survive and thrive.

professional small business voicemail greeting examples: Civility in Business and
Professional Communication Rod Troester, Cathy Sargent Mester, 2007 Civility has become one
of the new century's «hot-button» words. This book explores popular and commercial concerns about
civility from both a theoretical and practical perspective. Background principles of communication
and the history and scope of civility are examined, setting the stage for specific elaboration of
recommended practices in six particular business communication contexts. Explanations and



recommendations for civil communication include concrete examples from America's leading
corporations as well as testimony from communication professionals currently working in business
and industry.

professional small business voicemail greeting examples: Secrets to a Successful Startup
Trevor Blake, 2020-01-28 Everything You Need to Start and Succeed in Your Own Venture Trevor
Blake built three successful startups and sold them for more than $300 million. Now he's written a
complete instruction manual that covers everything the budding entrepreneur or existing business
owner needs to know to build the career or business of their dreams. Unlike the many theoretical
guides out there, this is a practical handbook based on Blake's wildly successful in-the-trenches
experience. It incorporates leading-edge strategies that cover every aspect of running a business —
including funding, developing systems, and marketing. Blake presents in-depth insight into
managing effectively, maintaining cash flow, and adapting to the changing needs of customers in
volatile economic times. One of his most innovative contributions is an emphasis on cultivating the
right mindset, and he tells you exactly how to do that. The secret to success isn't in the plan, he
writes. It's in the person holding it. His proven methods will give you the confidence to take the
entrepreneurial leap and turn your winning idea into an efficient, profitable company.

professional small business voicemail greeting examples: Personal Branding Crash Course
IntroBooks, 2018-02-21 A brand is a name, symbol, design, term and virtually any other
characteristic that can be used for identifying a product and distinguishing it from other products.
Personal branding can, therefore, be seen as the characteristics of an individual that can be used in
distinguishing him from another individual. A brand refers to anything, whatsoever, that associates
with any particular product; this can be the symbolism of that brand or the experiences that the end
users derived from using or interacting with that product. From the above definition, it can then be
deduced that branding refers to the look, utility, and feel of a product, service or a person; not
disregarding the importance of collateral, advertising and packaging of that product. Taking it
further, the characteristic of a brand can equally be affected by the attitudes of the promoters and
the sales representatives; they can also form public opinion about that product, which can determine
the progress and acceptability of the said product. A wise company or brand owner will work
acidulously to develop an acceptable image for its brand or product meticulously. A goal-oriented
company will be guided by all the variables earlier mentioned in a given direction to reach the target
audience, attain sales goals and increase the equity of the brand in question. The way the company
presents its brand will determine how it will be registered in the minds of the consumers and the
general public.

professional small business voicemail greeting examples: Computer Buyer's Guide and
Handbook , 2000

professional small business voicemail greeting examples: You're Hired! Total Job Search
2013 Jeremy I'Anson, 2012-10-18 If you're looking for a new job or just need a hand getting on the
career ladder then You're Hired: Total Job Search 2013 is your one-stop-shop for landing the job of
your dreams. Packed full of practical exercises and handy tips, this totally up-to-date, helpful guide
will take you through the entire recruitment process and includes advice on how to:Plan your job
search and find the right roleWrite an impressive and compelling CV that makes you stand out from
the crowdWork with recruitment agents and consultants to maximise your chancesPerform
successfully at interviewPass assessment centre tests with flying coloursNegotiate the job contract
and make a good impression on your first dayWritten by expert career coach, Jeremy I'Anson, You're
Hired: Total Job Search 2013 gives you just what you need to find and get the perfect role. For more
information about the book and extracts tryhttp://totaljobsearchonline.com/

professional small business voicemail greeting examples: It Sure Beats Working Michael J.
Katz, 2007-07-30 Clearly written and experience-based, this quirky book overflows with practical
insights, and is a must read for anyone taking a first step in starting a solo business. Part roadmap,
part inspiration and laced with wit and authenticity throughout, Katz shares his own story as a
first-time, mid-life, solo professional.




professional small business voicemail greeting examples: Business Communication
Australia and New Zealand Baden Eunson, 2025-09-09 em style=font-family: Arial; font-size:
13.3333px; background-color: #f7f3e7;Business Communication, 1st Edition prepares business
students to excel in their communication skills upon entering the workforce. The text provides a
concise and focused narrative, covering a range of communication practices, from written and oral
communication to social media interactions. It simplifies complex concepts while providing practical
examples to enhance understanding.

professional small business voicemail greeting examples: The 60 Second Sale David V.
Lorenzo, 2018-07-16 Every sale is made or lost in 60 seconds—make them count Cold calling and
pushing your way into an office or a living room creates an atmosphere of adversity and distrust you
must overcome before you close the deal. With those tired tactics, you're swimming upstream,
against a strong current, with a bag of rocks tied to your waist. Sales has changed. Legacy sales
gimmicks destroy relationships right from the first minute. The 60 Second Sale is a turnkey system
for building profitable, lifelong relationships. Whether you work with affluent consumers or sell to
senior executives in FORTUNE 500 companies, this step-by-step guide will help you open doors,
close deals, and make more money in a way that leverages your natural strengths. That’s the
magnificence of the 60 second sale system. You get to be yourself and build your business. In this
book you will discover: How to start a sales conversation in 60 seconds Who to target for immediate
income A powerful yet easy-to-use system to generate relationship revenue Five ways to initiate new
relationships What to say to make sure your business meetings result in money in the bank The
secret to getting a “yes” every time, even in the most competitive sales environment The winning
mindset that removes the stress, uncertainty, and fear from income generation And so many other
effective business growth strategies, your competition won’t know what hit them Business
relationships are built one minute at a time. From introduction to closing, every 60 seconds you have
an opportunity to strengthen your relationship or destroy it. Isn’t it time you started leveraging your
expertise, demonstrating your value, and building trust with your clients? When you do, they buy
into who you are and how you can help them - right from the first minute. The 60 Second Sale is a
fail-proof system for succeeding in today’s relationship-focused sales environment.

professional small business voicemail greeting examples: Audio Anecdotes Ken
Greenebaum, Ronen Barzel, 2004-03-11 Audio Anecdotes is a book about digital sound. It discusses
analyzing, processing, creating, and recording many forms of sound and music, emphasizing the
opportunities presented by digital media made possible by the arrival of inexpensive and nearly
ubiquitous digital computing equipment. Applications of digital audio techniques are indispensable i

professional small business voicemail greeting examples: Business Networking: The
Survival Guide Will Kintish, 2014-05-13 Business Networking - The Survival Guide helps you
overcome all your fears and concerns. Start navigating the networking jungle like an expert as you
build your confidence, raise your profile, create new connections, strengthen your support network
and open up exciting new opportunities. Effective networking - both in person and online - has
never been more vital. This indispensable, friendly guide will take you step by step through the
whole process so you can quickly master: Invitations - plan, prepare and make the best of LinkedIn
Meeting people - work the room, feel comfortable and start conversations Spotting needs - work out
what people want, ask the right questions and establish credibility Reconnecting - follow up, keep in
touch and win that pitch The full text downloaded to your computer With eBooks you can: search for
key concepts, words and phrases make highlights and notes as you study share your notes with
friends eBooks are downloaded to your computer and accessible either offline through the Bookshelf
(available as a free download), available online and also via the iPad and Android apps. Upon
purchase, you'll gain instant access to this eBook. Time limit The eBooks products do not have an
expiry date. You will continue to access your digital ebook products whilst you have your Bookshelf
installed.

professional small business voicemail greeting examples: Cover Letters For Dummies
Joyce Lain Kennedy, 2009-01-06 Cover letters are alive and sell! When they’re written right, that is.




To stand out in today’s sea of qualified job seekers, learn to craft riveting new breeds of cover
letters, create vibrant images online, and discover sensational self-marketing documents you never
imagined. This completely revised and updated 3rd Edition of Cover Letters For Dummies brings you
all this — plus over 200 great new samples by 62 successful professional cover letter/resume
writers. You've probably suspected that passive and sleepy cover letters merely hugging resumes
won't get you where you want to go. Especially in a shaky job market. The verdict’s in. Since the last
edition of Cover Letters For Dummies, blazing fast change in tools, technology, and how hiring
managers come calling and how we invite them to look us over, means big dramatic changes in our
job messages. In this exceptional handbook of contemporary job messages, you'll discover fresh
ways of thinking about cover letters that captain an entire team of new-style job messages.
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05.12.2024 Bugfixes - Patch notes - ProfessionalKO Forums Fixed an issue that prevented
the successful completion of Forgotten Temple, causing participants who reached the end to miss
out on rewards, following the server restarts

02.05.2024 Content Update Notes - ProfessionalKO Forums Added an enhanced variant of
high-class weapons (+7) and (+8) to the game, with 1 attack power and 4 elemental damage stats
increased compared to their regular version. The

Upcoming Server Changes - Share Your Feedback on Proposed Let’s be clear: We're not
expecting hundreds of new or returning players because of the proposed changes listed below.
However, if even 20 players return or join, and that

26.01.2025 Hotfixes - Patch notes - ProfessionalKO Forums Made improvements to address
the issue from last night, where monsters and NPCs disappeared for a few minutes. Improved region
update behaviour by making regions

"ITlll_Schlange_IlIII" is back and events are being sabotaged. All Activity Home Support
[Cheater & Other Reports] - [Reportes de Tramposos] - [Hile Bildirimi] "IIlll Schlange IIIII" is back
and events are being sabotaged

31.01.2025 Bugfixes - Patch notes - ProfessionalKO Forums Addressed and fully resolved the
issue that caused monsters and NPCs to disappear on January 26. Fixed the issue where the Master
Bosses (x10) Package became

item accidentally sold to sundries - [Game Support] - [Soporte Del Character
name:WaMPiReS Date, Time:August 28,2025,at 03:15pm issue;I accidentally sold 160 bravery tokens
to my player WaMPiReS while I was going to exchange
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