
6 Steps 
to the Perfect

Auto-Reply 
Email



1. The Subject Line

2. The Opener

3. The “Thank You”

It should serve two purposes:

      Deliver the most important message (if the customer never opens the email, what do         
      you want them to come away with?)
      
      Make them want to open the email (give them a good reason!)

Try a subject that’s both informative and compelling, like:

      We got your email! Here’s what to expect next...
 
      Thanks for getting in touch. We’re on it.
      
      We’re working on your request. Hang tight!

The first line is what greets the customer as soon as they open your email.

And the very best way to greet someone? By name, of course.

And if you can’t use their name, or don’t have a customer’s name, then think about what 
kind of tone you want to set with your nameless greeting.

Each customer complaint could mean that dozens of other customers are having the 
same problem and not letting you know.

That means that resolving the problem for a single customer could make dozens of 
other customers happier at the same time.

So thank them for it!
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4. The Body

Clearly convey why you’re sending this email: to let the customer know that their 
request was received, and that you’re going to help them.

This part of the email sets expectations for when the customer will hear back from, and 
how. Remember: while you can’t always promise a solution by a given time, you can 
always promise an update.

5. The Sign-Off

6. The flair

This is your chance for a final “Thank you”, the last opportunity to insert a bit of tone 
into your email, and perhaps to even introduce yourself by name.

Flair can be funny, clever, warm, inspirational, helpful or quirky.

It can come in the forms of P.S. lines, images, GIFs and email signatures.

And it injects personality and “humanness” into your automated interaction.
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