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Follow-up Emails 
[bookmark: _pw3q2nrq20m9]Proposal Follow-up 

Instructions: Email if you don’t hear back within 3 business days 

Hi {NAME},

I wanted to check-in on the proposal we sent on {INSERT DATE}! We are so excited to work with you and would love to move forward!

If you could please sign and return the agreement we can move forward ASAP! 

Feel free to reach out if you have any questions or would like to schedule some time to go over the proposal with {OWNER’S NAME}.

Hope you have a great day! 

[SIGNATURE]







· 
[bookmark: _4g5r1glbvd1i]Welcome Package Email Follow-in in 3 business days 

Instructions: Email/phone call if you don’t hear back 


Hi {NAME},

I just wanted to check-in and see where you were with completing your Onboarding documents! We would love to get you up and running quickly! 

If you need more time or have any questions just let me know!  

Excited to work with you! 

{SIGNATURE}

[bookmark: _i2jr2f656ymb]Welcome Package Email Follow-in in 7 days 

Instructions: Email/phone call if you don’t hear back 

Hi {NAME},

Just checking in again! I would love to collect your {INTAKE} and {BUSINESS QUESTIONNAIRE} this week so we can schedule your {KICK OFF CALL} with our team! 

Let me know when you may anticipate sending the documents my way! I’m happy to jump on the phone and go over anything. Just let me know easiest for you!  

Thank you in advance, 

{SIGNATURE}
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