#23  Setting Up Quick Responses:
Fast responses always help the client feel better because their request was acknowledged right away…now you have some time to follow up.  (This is a simple form letter that can be sent out with an auto-responder or manually.)

To:

From:

Subject: Your recent e-mail…

Dear <Name>,

I received your e-mail regarding questions about your recent order.

I just wanted to drop you a brief note to let you know I will be looking into this for you and getting back to you within the next 24 to 72 hours.

Thanks for your patience, and I will get back to you as quickly as possible.

Sincerely,

<Your Name>

