
SMA R I C A LEAD FOLLOW-UP EMAIL SEQUENCE

Lead follow-up email sequence
Five emails for an enquiry that went quiet. Copy them, swap the square

brackets for real details, and send them on the days shown. Written to be

helpful, not pushy — the last one closes the loop and makes it easy for the

person to say no.

How to use this

Most enquiries do not go cold because the person lost interest. They go cold because

something else got urgent. A short, specific follow-up gets replies. A long, needy one gets

deleted.

Send every email as a reply on the same thread as your first message, so the person has

the context in front of them.

Send from a real person's address, not noreply@. Sign with a real name.

Plain text. No banner image, no logo header, no marketing template. These should look like

a normal email from a person who is busy too.

Send on weekday mornings where the client is. Skip the weekend — push a Saturday send

to the Monday.

Stop the sequence the moment they reply, even if the reply is "not yet". If you use an

automation, make sure a reply cancels the remaining sends.

Five emails is the whole thing. After day 21 you stop. That is the point of the sequence — it

has an end.

Not worth doing: chasing a lead who has told you no, or who never described a real job. Two of these emails

to a vague "just looking" enquiry is plenty. Save the rest for people who told you what they actually need.

The sequence at a glance

SEND EMAIL JOB IT DOES LENGTH

Day 0 The reply Answer fast, confirm you understood,

give one clear next step

120–160 words

Day 2 The useful nudge Add something they can use whether

or not they hire you

90–120 words

Day 5 The one question Make replying take ten seconds 50–70 words

Day 10 The smaller door Offer a lighter option and name the

real blocker

100–130 words
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SEND EMAIL JOB IT DOES LENGTH

Day 21 Closing the loop End it cleanly, leave the door open,

give permission to say no

60–90 words

Day 0 is the day the enquiry lands, not the day you get round to it. If the enquiry arrives after hours, day 0 is the

next morning.
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DAY 0 The reply

Purpose: reply while they still remember writing to you. Prove you read what they sent, tell them

what happens next, and ask for the one thing you need to move forward.

SUBJECT LINE OPTIONS

BODY

Hi [FIRST NAME],

Thanks for getting in touch about [THING THEY ASKED FOR]. From your message, it sounds like

the main issue is [PROBLEM IN THEIR OWN WORDS] — tell me if I have that wrong.

Here is how I would normally handle this: [ONE OR TWO SENTENCES ON YOUR APPROACH]. For

a job this size that usually takes [ROUGH TIMEFRAME].

Before I can give you anything firm, I need to know [THE ONE THING YOU ACTUALLY NEED —

e.g. how many locations, whether you already have a booking system, your deadline].

Easiest way is a short call — [DAY] or [DAY] this week, [TIME WINDOW]? Or reply here if that is

simpler.

[YOUR NAME]

[YOUR BUSINESS] · [YOUR PHONE]

WHAT NOT TO DO

Do not send a price before you understand the job — a number with no context is the fastest way to

lose a good lead.

Re: [THEIR ORIGINAL SUBJECT]›

[FIRST NAME] — about [THING THEY ASKED FOR]›

Your enquiry about [THING THEY ASKED FOR]›
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DAY 2 The useful nudge

Purpose: come back with something of value rather than "just checking in". You want them to open

this and get something out of it even if they never hire you.

SUBJECT LINE OPTIONS

BODY

Hi [FIRST NAME],

Following up on my note from [DAY OF WEEK]. No rush on your side.

One thing worth mentioning while you think it over: [SPECIFIC, USEFUL OBSERVATION ABOUT

THEIR SITUATION — e.g. "your contact form currently sends to a Gmail that nobody monitors on

weekends, which is probably where a few of these enquiries are going"].

That is worth fixing whether you work with me or not, so I would sort it either way.

If you want me to look at the rest properly, I still need [THE ONE THING YOU NEED]. Happy to

jump on a call for fifteen minutes — [BOOKING LINK OR TWO TIME SLOTS].

[YOUR NAME]

WHAT NOT TO DO

Do not write "just following up" with nothing new in the email — if you have nothing to add, wait until

you do.

Re: [THEIR ORIGINAL SUBJECT]›

One thing that might help with [THEIR PROBLEM]›

Thought of this after your message›
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DAY 5 The one question

Purpose: make replying almost effortless. By now they have read you twice and not answered,

usually because a proper reply feels like work. Ask something they can answer in one line.

SUBJECT LINE OPTIONS

BODY

Hi [FIRST NAME],

Short one. Is [THING THEY ASKED FOR] still something you want done this [MONTH / QUARTER /

SEASON], or has it moved down the list?

Either answer is fine — it just tells me whether to keep a slot free in [MONTH].

"Yes" or "not right now" is enough of a reply.

[YOUR NAME]

WHAT NOT TO DO

Do not stack three questions here — one question, one line to answer, or it goes to the bottom of the

pile again.

Re: [THEIR ORIGINAL SUBJECT]›

Quick one, [FIRST NAME]›

Still on your list?›
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DAY 10 The smaller door

Purpose: name the likely blocker out loud and offer a lighter way in. Silence at day 10 usually means

budget, timing, or "I do not know enough to decide yet" — so remove one of those.

SUBJECT LINE OPTIONS

BODY

Hi [FIRST NAME],

I have not heard back, which usually means one of three things: the timing is wrong, the budget is

not there this [QUARTER / YEAR], or you are not sure it is worth doing yet. All reasonable.

If it is timing or budget, there is a smaller version: [SMALLER SCOPE — e.g. "fix the enquiry form

and the phone number on mobile first, leave the full rebuild until [LATER PERIOD]"]. That is

[ROUGH EFFORT / SHORT TIMEFRAME] rather than the full job.

If you are not sure it is worth doing, tell me what you are weighing up and I will give you a straight

answer — including if I think you should leave it alone for now.

[YOUR NAME] · [YOUR PHONE]

WHAT NOT TO DO

Do not invent a deadline or a discount that expires — fake urgency reads as desperate and it is the thing

people remember about you.

Re: [THEIR ORIGINAL SUBJECT]›

A smaller version of this›

[FIRST NAME] — easier option if the timing is off›
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DAY 21 Closing the loop

Purpose: end the sequence properly. You are telling them you will stop emailing, which is a relief for

them and often the email that gets the reply. Say no is an acceptable answer, and mean it.

SUBJECT LINE OPTIONS

BODY

Hi [FIRST NAME],

I am going to close this off so it stops sitting in your inbox. No hard feelings at all — timing is

usually the whole story.

Everything we discussed is written down on my end, so if [THING THEY ASKED FOR] comes back

around in [THREE MONTHS / the [SEASON]], reply to this email and we pick it up where we left

off. No need to start again.

And if the answer is simply no, that is a fine answer — you do not need to reply to tell me.

Good luck with [SOMETHING SPECIFIC THEY MENTIONED — the new location, the busy season,

the renovation].

[YOUR NAME]

[YOUR BUSINESS] · [YOUR EMAIL] · [YOUR PHONE]

WHAT NOT TO DO

Do not say "last email" and then send a sixth — if you promise to stop, stop, or nothing you wrote above

was true.

Merge fields used

Re: [THEIR ORIGINAL SUBJECT]›

Closing this off›

Last one from me›
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Every square bracket in this document. Fill them from your enquiry form or CRM. If a field is empty, rewrite

the sentence — never send an email with a bracket still in it.

FIELD WHERE IT COMES FROM

[FIRST NAME] Enquiry form. First name only, spelled the way they spelled it.

[THEIR ORIGINAL SUBJECT] Their first message, so the thread stays together.

[THING THEY ASKED FOR] Their words, not your service name.

[PROBLEM IN THEIR OWN WORDS] Quote or near-quote from the enquiry.

[THE ONE THING YOU NEED] The single detail blocking your quote.

[ROUGH TIMEFRAME] · [MONTH] ·

[QUARTER / YEAR]

Your real availability. Do not overpromise here.

[SMALLER SCOPE] A genuine reduced version of the job you would happily deliver.

[BOOKING LINK OR TWO TIME SLOTS] Calendar link, or two concrete windows if you have no link.

[YOUR NAME] · [YOUR BUSINESS] · [YOUR

EMAIL] · [YOUR PHONE]

Your signature. A real mobile beats a switchboard.
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What to change for French-speaking clients

Do not run these through a translator and send them. The structure and timing work the same

in French, but four things change.

1. Vous, not tu

Use vous for every business enquiry, including with a sole trader, and including in Quebec.

Stay on vous until they switch first. Getting this wrong reads as careless, not friendly.

2. The greeting and sign-off carry more weight

English can open with "Hi Marc" and close with a name. French cannot.

ENGLISH QUEBEC / CANADIAN FRENCH NOTE

Hi [FIRST NAME], Bonjour [PRÉNOM], Bonjour works at any hour. Salut is

too casual for a first contact.

Thanks for getting in touch Merci de m'avoir écrit Warm, not formal-stiff.

Short one. Une petite question rapide. French rarely opens with a bare

fragment.

[YOUR NAME] Cordialement,

[VOTRE NOM]

A sign-off line is expected. Au

plaisir works for a warm thread.

3. Quebec French, not France French

Courriel, not e-mail or mail. Clavardage for chat. Magasinage, not shopping.

Say soumission for a quote, not devis — devis reads as European.

Prices and dates in Canadian format: 1 250,00 $ and le 12 mars 2026, not $1,250.00.

Phone numbers as 438 817-9033 in French copy.

Ask which language they prefer once, then stay in it for the whole sequence. Do not switch

mid-thread.

4. Subject lines and the day 21 email

French subject lines run roughly 15–20% longer than the English. Trim so they still fit on a

phone — aim for under 45 characters.

Ready-made: Toujours d'actualité? (day 5) · Une version plus simple (day 10) · Je ferme le dossier
(day 21).

The permission-to-say-no line: Et si la réponse est non, c'est parfaitement correct — pas besoin de me
répondre.

If you send commercial email to Quebec addresses, your French version needs the same

unsubscribe and identification details as the English one under Canada's anti-spam law. A

one-to-one reply to an enquiry is different from a marketing send — keep the two clearly

separate.
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Set it up once

Tick these off before the next enquiry arrives, so you are not writing follow-ups from scratch at 9pm.

MY DAY 2 USEFUL OBSERVATION

The one thing you can nearly always spot for a

lead in your trade.

MY SMALLER DOOR (DAY 10)

The reduced job you would still be happy to take

on.

NOTES — WHAT WORKED, WHAT TO CUT

SMARICA — websites and automations for service

businesses.

smarica.com · support@smarica.com · +1 (438) 817-

9033

All five emails saved as templates or snippets in your email tool

Enquiry form captures first name, what they need, and a phone number

A reply from the lead automatically cancels the remaining sends

Weekend sends push to Monday morning

One person owns the inbox, and there is a backup when they are away

French versions written and checked by someone who speaks it

A note in your calendar to review what is actually getting replies
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