DISCLAIMER- These email templates were created with the help of Al and
revised by our MDA team.

Client Inquiry Response Email Template

Subject Line: "Let’'s Create a Space That’s Uniquely Yours
Hello [Client's Name],

Thank you so much for reaching out to [Your Business Name]! We're thrilled about the
opportunity to help you create a space that reflects your unique story, tastes, and lifestyle.

At [Your Business Name], we believe that great design is deeply personal. That's why we take
the time to truly understand your vision, preferences, and how you live. Each design we create
is tailored specifically to you—ensuring it's not only beautiful but also functional and meaningful.

To help you get a sense of what it’s like to work with us, we’ve put together an Investment
Guide that outlines our process, starting budgets, and the exceptional experience we strive to
deliver. We encourage you to take a few moments to review it:

[Insert Link to Investment Guide]

Once you've had the chance to explore the guide, we’d love to connect with you during a
personalized discovery call. This is where we’ll dive deeper into your goals, dreams, and what
you hope to achieve with your project. It's also an opportunity for us to answer any questions
and ensure our approach aligns perfectly with your needs.

You can book a time that works best for you here: [Insert Booking Link]

We’'re so excited about the possibility of working together to bring your vision to life. If you have
any immediate questions, don’t hesitate to reply to this email—I’'m here to help!

Warmly,

[Your Full Name]

[Your Title/Role]

[Your Business Name]
[Your Contact Information]

Discovery Call Confirmation Email Template



Subject Line: "Your Discovery Call is Confirmed — Let the Fun Begin! &
Hello [Client's Name],

We’'re so excited to connect with you and begin creating a space that’s uniquely yours! Your
discovery call with [Your Business Name] is officially confirmed, and we can’t wait to hear more
about your vision and dreams for your project.

Here are the details for your upcoming call:
7 Date: [Insert Date]

© Time: [Insert Time]

% Meeting Link: [Insert Link]

We know how thrilling this phase of the process is—why wait to get started? Here’s a little prep
work to help you maximize our time together and start building the foundation for an incredible
experience:

1. Dream Big:

o Think about your goals for the space.

o What do you want to feel when you walk into it? What challenges or priorities do
you want to address?

2. Find Your Inspiration:

o Pull together anything that sparks joy—photos, Pinterest boards, magazine
clippings, or even memories of spaces you’ve loved. These will help us capture
your personal style and unique story.

3. Review the Investment Guide (If You Haven’t Yet):

o This guide outlines our process, starting budgets, and how we’ll collaborate to
bring your vision to life. It's a great way to start dreaming about what’s ahead.
[Insert Link to Investment Guide]

We want this experience to feel exciting, seamless, and personalized every step of the way. If
there’s anything else you’d like to share before our call, feel free to reply to this email—we’d
love to hear from you!

We can’t wait to meet with you and take the first step toward creating a space that feels like you.
Let the journey begin!

Warmly,

[Your Full Name]

[Your Title/Role]

[Your Business Name]
[Your Contact Information]




Subject Line: "Welcome to [Your Business Name] — Let’s Begin Your Journey
Hello [Client's Name],

Welcome to [Your Business Name]! We're beyond excited to embark on this journey with you
and start creating a space that’s uniquely yours. Our goal is to ensure your experience is
seamless, enjoyable, and tailored to your vision from start to finish.

To help you get started, we've put together an Investment Guide that outlines everything you
need to know about the onboarding process. This guide walks you through each step we’ll take
together, from initial planning to project completion, and answers many common questions.

[Click here to view the Investment Guide](Insert Link)

We encourage you to take a moment to review it and feel free to reach out if you have any
questions or need clarification. We’re here to ensure you feel confident and informed every step
of the way.

Next Steps

1. Complete Your Client Questionnaire
o This helps us understand your style, goals, and the story behind your vision. You
can access the questionnaire here: [Insert Link]
2. Initial Design Kickoff
o Once we receive your questionnaire, we’ll schedule a meeting to review your
responses and begin shaping the design plan.
3. Payment & Project Timeline
o An invoice for your initial deposit and a high-level timeline will follow shortly.

Throughout this process, we’ll keep you informed, involved, and excited as your project unfolds.

We’re thrilled to be working with you and can’t wait to get started on bringing your vision to life. If
you have any questions after reviewing the guide or as we move forward, don’t hesitate to reach
out—we’re here to support you.

Here’s to a beautiful collaboration ahead!

Warmly,

[Your Full Name]

[Your Title/Role]

[Your Business Name]
[Your Contact Information]



Vendor Order Follow-Up Email Template
Subject Line: "Follow-Up on [Order Name/Number]"
Hello [Vendor’s Name],

I hope this email finds you well. | wanted to follow up on the status of [specific item or order,
e.g., “the custom dining chairs for Project Smith”].

Could you kindly confirm:

1. The current lead time or expected delivery date?
2. |If there are any outstanding requirements or updates we should be aware of?

Our client places a high value on timeliness, and we want to ensure that everything is on track
to meet their expectations. Please let me know if there’s anything further you need from us to
expedite the process.

Thank you so much for your attention to this matter—I| appreciate your partnership in helping us
deliver an exceptional experience.

Warm regards,

[Your Full Name]

[Your Title/Role]

[Your Business Name]
[Your Contact Information]

Project Update Email Template

Subject Line: "Project Update — Here’s Where We Are
Hello [Client's Name],

Thank you for trusting us with your vision—we are so excited about how everything is coming
together and can’t wait to see your project come to life. Remember, it’s all part of the journey to
creating something truly special for you.

Project Update



Here’s where we are right now:

e [Phase/Task Name]: [Brief description of progress, e.g., “The custom furniture pieces
have been ordered and are on schedule for delivery in early March.”]

e Next Steps: [Brief outline of what’s coming up, e.g., “We’ll be finalizing fabric selections
for the drapery this week and confirming installation dates with our vendor.”]

We know that designing and executing a project like this can feel like a roller coaster at times.
While our goal is to make the process as seamless and stress-free as possible, the reality is that
there are many moving parts—vendors, timelines, and materials—that need to align perfectly.
Challenges can pop up along the way, but | want you to know that we’re here to guide you
through every twist and turn.

Open communication is key, and we’re committed to keeping you informed so you always know
what’s happening. If you ever have questions or concerns, don’t hesitate to reach out—we’re
here to support you every step of the way.

As always, feel free to reach out if you have any questions or need clarification. We’re here to
make this process as smooth and enjoyable as possible!

Warmly,

[Your Full Name]

[Your Title/Role]

[Your Business Name]
[Your Contact Information]
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