Proposal Follow up email Templates

Suggested Follow Up Schedule
Email 1 - 1st email Next day email automatic- then 6 additional follow up emails that need to be approved by rep, 
[bookmark: _Hlk160983870]Email 2 – 4 days after quote is sent
Email 3 - 10 days after quote is sent 
Email 4 -18 days after quote is sent
Email 5 - 25 days after quote is sent
Email 6-36 days after quote is sent

[bookmark: _Hlk180260788]
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Email 1 - Next Day Follow-Up
[bookmark: _Hlk180260622]Subject: (COMPANY NAME) – Janitorial Proposal
Hi (Contact First Name),
I wanted to verify you received the quote and see if there are any questions at all. I know you are busy there and I wanted to check in to see if you had some time to look it over. 
I am available to answer any questions or make any adjustments to the proposal as needed.
Thank you,
[bookmark: _Hlk180259005]
(Picture of Representative)
(Company Logo)
(Company Name)
[Customer Service Representative]
10 Years of Experience in the Janitorial Industry.
Phone Number (111)111-1111
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Email 2 – 4 Days After Quote Sent
Subject:  (COMPANY NAME) – Janitorial Proposal
Hi (Contact First Name),
Just a quick follow-up on the quote I sent a few days ago. I wanted to see if there’s anything you need from me to help make your decision easier. I'm here to assist with any questions or adjustments you may need.
Thank you,

(Picture of Representative)
(Company Logo)
(Company Name)
[Customer Service Representative]
10 Years of Experience in the Janitorial Industry.
Phone Number (111)111-1111
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Email 3 – 10 Days After Quote Sent
Subject: (COMPANY NAME)  – Janitorial Proposal
Hi (Contact First Name),
I wanted to make sure you got taken care for the work at your property. Please let me know if there is anything you need at all.
Thank you,

(Picture of Representative)
(Company Logo)
(Company Name)
[Customer Service Representative]
10 Years of Experience in the Janitorial Industry.
Phone Number (111)111-1111
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Email 4 – 18 Days After Quote Sent
Subject: (COMPANY NAME)   – Janitorial Proposal
Hi (Contact First Name),
I went out and sent a quote a few weeks back. I am assuming you ended up moving forward with another company. Please keep my information, you can call me for any questions you may have or if the company you moved forward with isn’t up to your standards. You can reach me directly on my personal cell phone below. Please let me know if you need anything at all.
Thank you,

(Picture of Representative)
(Company Logo)
(Company Name)
[Customer Service Representative]
10 Years of Experience in the Janitorial Industry.
Phone Number (111)111-1111


[bookmark: _Hlk175658165]
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Email 5 – 25 Days After Quote Sent
Subject: (COMPANY NAME) – Janitorial Proposal
Hi (Contact First Name),
I hope all is well. It's been a little over a month since we last connected, and I wanted to check in to see how everything is going. If there's anything you need or any way I can assist you, please don't hesitate to contact me directly.
Thank you,

(Picture of Representative)
(Company Logo)
(Company Name)
[Customer Service Representative]
10 Years of Experience in the Janitorial Industry.
Phone Number (111)111-1111
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Email 6 – 36 Days After Quote Sent
Subject: (COMPANY NAME)  – Janitorial Proposal
Hi (Contact First Name),
I reached out to you a few times but did not hear back. Where do we go from here........
Thank you,

(Picture of Representative)
(Company Logo)
(Company Name)
[Customer Service Representative]
10 Years of Experience in the Janitorial Industry.
Phone Number (111)111-1111


