8 Proven Emalil Templates That Will Save You
Tons of Time

Create and send an effective sales email in under 60 seconds using our
customizable email templates

Speed matters. With over 100 billion emails sent every day, you can’t waste time writing and rewriting mission-critical messages to your prospects
and customers.

Next time you find yourself searching for the words that will grab their attention and guarantee a reply, try one of these 18 data-backed email
templates. Any of the templates below can be easily copy-pasted into your email.

Part I: Cold Email TemplatesPart Il: Follow-Up Email TemplatesPart I11: Keeping-in-Touch TemplatesPart IV: Break-Up

Templates

Part I: Cold Email

Part II: _Follow-Up
Part Ill: Keeping-in-Touch

Part IV: Break-Up
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Cold Email
Templates

- Part | -

Getting a hot prospect’s attention with a cold email can be tough. Each of the email templates
provided here will help pique your prospect’s interest and make enough of an impression to get to
“The Ask,” taken directly from Yesware CEO Matthew Bellow’s own template library. Learn more
about the art of cold emails.



http://www.yesware.com/blog/cold-email/
http://www.yesware.com/blog/cold-email/

Template 1: Congratulations

Recipients
Subject: Congrats on {!Special}!
Dear {!FirstName},

You and your team have really accomplished something. The {!feature/product/press mention} yesterday is making a big impression with the people
| talk to. I wanted to reach out and say congratulations.

My company has also been doing pretty well. We recently announced {!customer/competitor} as a client for our {!product}. Maybe something like
this could help you continue your impressive momentum?

I’d like to follow up about this with a quick phone call. We can cover the important issues in 20 minutes. Can I call you at {!time and date} EST?

COPY TEMPLATE
C
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Template 2: Praise
Recipients

Subject: I’ve been following your {!blog, tweets, success} for quite a while and wanted to reach out.
Dear {!FirstName},

We haven’t met in person, but I’ve been impressed with your {!work/leadership/blog} for some time. {!Details about how this has made an
impression on you}.

This isn’t a particularly easy environment to excel in. Amazing work.

| was wondering if | could ask you a couple of questions. My company is having some success with {!product/service}, but your insights could really
help us accelerate.

I’d like to follow up about this with a quick phone call. We can cover the important issues in 20 minutes. Can | call you at {!time and date} EST?
COPY TEMPLATE
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Template 3: Adding Value

Recipients
Subject: Hi {!FirstName}! | found an article on {!your industry/competition/field} and thought of you.
This article appeared in {'name of publication/website/blog}. | thought it did a good job of capturing the dynamics of {!the situation}: {!link}.

I’ve been thinking about this because my company is struggling with the same issue. Although we just launched {!feature/product} and recently
signed {!customer/competitor}, we’ve been working on {!issue}, like {!the company profiled}.

I’d like to follow up about this with a quick phone call. Do you have 20 minutes to speak with me at {!time and date} EST?

COPY TEMPLATE
=
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Template 4: Situational
Recipients

Subject: Saw your tweet about skiing — here are my suggestions.
Dear {!FirstName},

I’ve been skiing since I was six, and have lived in Colorado for four years, but for a family-oriented vacation like you posted about, I’d suggest Utah.
Here are my three favorite resorts and hotels: {!three favorite hotels}.

I hope you find this helpful, and you have a great vacation.
COPY TEMPLATE




Follow-Up

Email Templates

- Part Il -
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Follow-up emails are a strategic advantage. You have a 21% chance of getting a reply to your
second email if the first goes unanswered. After that, there’s still a 25% chance that you will
eventually hear back from your recipient over subsequent follow-ups.

These email templates will help you get back on your prospects’ radar and garner their reply,



sourced directly from Yesware’s own sales team. Learn more about the science behind effective
follow-up emails.

If You Called and Left a Voicemail...

Recipients
Subject: Just Tried Your Line
{IFirstName},

I just tried calling you and left a voicemail.

Please give me a call back at {IXXX-XXX-XXXX}, or send me a note if you get the chance.

Thank you!

COPY TEMPLATE
]

If They’ve Opened, but Haven’t Replied

Recipients

Subject: I noticed your potential interest...
Dear {!FirstName},

I noticed that you opened the email | sent yesterday and checked out {'our website}, but I never heard back from you. So, | wanted to follow up
today to see if you have any questions about {!my company} or our product.

I hope you don’t find this outreach pushy; I was simply wondering if these actions mean you’re interested in learning more about {!my company}

and how we provide value to organizations similar to yours at {!company}. As someone who {!could benefit from our product}, I think you’re the
perfect person to discuss {!my company} with.


http://www.yesware.com/blog/sales-follow-up-email/
http://www.yesware.com/blog/sales-follow-up-email/

Do you have ten minutes for a brief phone call next week?

Thanks!
COPY TEMPLATE

If You Can’t Figure Out Who The Decision Maker Is

Recipients

Subject: I have a favor to ask you...
Dear {!FirstName},

I’ve reached out to you a few times now, to see if we could chat about {!my company}, and why I think our {!product} would be a good fit for your
team at {!company}. I realize that you must getting hundreds of emails each day similar to mine, so I’m going to do you a favor and stop filling up
your inbox.

But I’d like to ask a favor of you, too. I’d like to talk to whoever is responsible for {!decision making} at {!company}. Or, if you are that person,
could we schedule a time to discuss {!my company}, and see if it might be a fit for your team?

If you aren’t involved in {!decision making}, would you feel comfortable referring me to the right person?

Thanks, and have a great night!

COPY TEMPLATE
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If You’ve Just Hung Up After a Sales Call
Recipients

Subject: {!Company} Call Summary
Great speaking with you today, {!FirstName}! I’'m glad we agree {!my company} would be a great fit for your team.

Here are the top value adds we went over:



1. {!Vvalue Add 1}
2. {'Value Add 1}

Resources for Review:

e {!'Resource 1}
o {'Resource 2}
o {!Resource 3}

Action Items:

1. {!Action Item 1}
2. {!Action Item 2}

P.S. {!Special} — {!Use this opportunity to link to case studies or third-party content your prospect might enjoy.}

COPY TEMPLATE
]
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If You Want To Reconnect

Recipients
Subject: Get {!Key Value} With {IMy Company}
{IFirstName},

{!Your team member} told me he’s interested in getting {!my product} for the {!appropriate} team, but {!objection}.
Customers like {!X and Y} told us that all too often, {!pain point}.
That’s why they chose {!our product} to {!key functionality}.

Are you available at {!time and date} EST to discuss how {!my company} can help your team be more productive?
COPY TEMPLATE



Keeping-in-Touch
Email Templates

- Part Il -

Developing a strong relationship with your prospect is important when it comes to closing a big
deal or getting key referrals. Even if it isn’t currently the right time for a company to buy, keeping
in touch and sharing valuable information could lead to a sale down the road.



Our example email templates offer five ideas you can use to keep in touch with busy people and
earn their trust, inspired by Yesware CEO Matthew Bellow’s own outreach methods. Learn more
about his approach to keeping in touch emails.

Ask About Their Accomplishments

Recipients
Subject: A couple of questions about your recent announcement
{!FirstName},

Last week | sent you an article from {!source} on {!subject} because it seemed to speak to your situation. This morning | found out {!exciting
news}! Congratulations to you and your team. In looking over the materials you posted, | had two questions:

1. {!A genuine and not self-serving question about how it works.}
2. {!A question about how it could intersect with your company’s product. }

I ask because my company makes {!XXX} and {!YYY}. I’'m always trying to find new applications and to learn new approaches for our work here.

Interested to hear your thoughts,

COPY TEMPLATE
-
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Ask About Impact

Recipients
Subject: Wondering how this issue affects your company?
Hi {!FirstName},


http://www.yesware.com/blog/four-email-templates-to-keep-in-touch/
http://www.yesware.com/blog/four-email-templates-to-keep-in-touch/

Your {!big news} last week made an impression on me — I’ve found myself thinking about your company a fair amount since then. Here’s a {!linked
article publication name} that thoughtfully describes {!some of the same opportunities that your announcement addressed}.

Am I reading this right? {!Question about how the article impacts prospect’s company}

Hope you find it interesting!
COPY TEMPLATE
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Use Your Professional Network

Recipients
Subject: Want Me to Introduce You?
Hi {!FirstName},

I’ve been doing some thinking about your company, and | was wondering if you know {'high-value contact of yours}. She’s the {!position} at
{!potentially interesting customer/prospect}. I’d guess that with their {!relevant experience} and your similar accomplishments, you guys might
enjoy talking.

Want me to make an introduction?

COPY TEMPLATE
-
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Prompt For an Upgrade
Recipients

Subject: Thoughts on {IMy Company}?
{!Team Member 1, 2, 3},

You all have been using {!my company’s product} for a while now, and I’m planning on reaching out to {!decision maker} to evaluate {!upgrading}.

Do you know if your team would be interested in a corporate license?



COPY TEMPLATE

Don’t You Forget About Me

Recipients
Subject: Trip to {!Prospect City HQ}
Dear {!FirstName},

| hope this note finds you well. You guys have been busy since we last talked! | saw your announcement of {!1X} and {!Y}. Congratulations! Things
have been going well over here too — we released {!new feature of relevant product} and have been getting great feedback from our customers.

Are you going to be {!at industry event/in city of prospect’s HQ} in two weeks? I’m heading out there, and would love to catch up with you about
{!your announcement Y}. | have a thought about how {!announcement relates to our business together}. Let me know if you’ll be in town.
COPY TEMPLATE
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Break-Up
Email Templates

-PartlV -
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Take a step back from your relationship and answer this question honestly: Do you see this going
anywhere? If your prospect told you he would discuss your product internally the last time you
spoke, but he hasn’t replied to any of your follow-up emails in weeks, it may be time to break-up.

Rejection stings, but your reputation for being a source of valuable information may just push your



prospects to reply and let you know what’s really going on. And if they don’t, well, there are plenty
of other fish in the sea of sales, and it’s time you started chasing after them.

If You Haven’t Heard Back After a Series of Follow-Ups

Recipients
Subject: Too much hustle, or just enough?
Hi {IName},

I don’t want to keep bombarding you with emails, but my job is to follow up persistently on strong potential matches for {!my company}, like {!your
company}, which is why I’ve continued to hustle.

However, I haven’t heard from you yet, and maybe one of these reasons sums up why?

1. You already use a different {!platform} for {!the service we provide}.
2. Right now isn’t the best time to talk about {!my company}, and I should check back in at a later date.
3. You’ve fallen and can’t get up. In that case, please let me know and I'll call 911 for you.

Please let me know which one it is, because I’m starting to worry that it might be No. 3.

If none of these reasons are the case, could | have an opportunity to explain how valuable {Imy Company} would be to your team at {!company}?
When do you have 10 minutes to talk next week?

Thanks for your time today,
COPY TEMPLATE

If You Haven’t Been Able To Reconnect After a Call

Recipients



Subject: Subject line: Hey {!FirstName}, Am | bothering you?
{!FirstName},

I’ve been reaching out because I see a tremendous opportunity for {!your team} to {!reach new measures of success} with {!my product}.
I’'m going to assume that you’re not dead or kidnapped. Are you in prison?

I don’t want to be a bother, and from my ignored messages I’m sensing that’s the case. I’ll plan on reconnecting in {!a month}, unless you let me
know you’re ready to evaluate sooner.

If you are in jail, don’t worry — I’ll post bail for you.
COPY TEMPLATE
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If You Love Something, Let It Go...

Recipients
Subject: Break up? | thought we were inseparable!
{IFirstName},

I thought we were like two peas in a pod, but I totally get it. The timing just isn’t right for us.
If you’re seeking {!'key feature of my product}, shoot me an email.

Cheers!
COPY TEMPLATE

When You Realize It’s a One-Way Relationship

Recipients



Subject: I'm beginning to think we have a love/hate relationship, {!FirstName}.
I love to send you emails; you hate to reply to them.

What can | do to make a five-minute phone call about {!my company} worth your while?

Hoping to hear from you soon.
COPY TEMPLATE



