
S T E P  # 1 :  P R O M O T E  S C A R C I T Y

Think your business wil l  suffer

if  you take time off?  

Think again.  

SUBJECT: Good things come to those who wait... 

Post-vacation creativity is the best. And I have one spot on my schedule for a mid-sized project 

when I return from mine. Do you want it? 

Reply with the type of work you want and the desired timeline, and you'll be at the top of my list 

when I return on June 13. 

In the meantime, can I suggest a second look at your About Page? Almost everyone can use a little 

help with this one, and a few simple tweaks can help you land more clients. Here's how. 

Thanks for reaching out!

SUBJECT: For your next vacation... 

Hi, Jan. Are you planning a vacation this year? Then you're probably wondering how to handle 

your email while you're gone. (Don't we all?) This is how I did it, and I came back this week to a few 

new clients and no disasters. Take whatever ideas from it you need to make your next vacation 

relaxing and stress-free. 

I'm back in the office and booking new projects starting June 28. My brain is buzzing with 

creativity for that About Page revamp + mini media kit idea we discussed in May. Ready to get 

started? Just hit reply and let me know either way. 

Wishing you a fun summer + lots of new business! 

Timeline: Up to 3 months in advance of your vacation to your recent and current customers. 

S T E P  # 2 :  R E W A R D  P A T I E N C E

S T E P  # 3 :  R E C O N N E C T  &  R E W A R D

SUBJECT: Upcoming trip 

Hi, Jack. Just a heads-up that I’m going to be out of town on vacation from May 26 to June 12. 

When we finished your website content in March, you mentioned you had a few projects you were 

planning to start this summer, like a lead magnet and email series for your list. 

If you’re ready to jump on those before I leave, I’d be happy to put them on the schedule now. If not, 

that’s fine, too. Just thought I’d let you know I’ll be away at that time and probably a little backed up 

with work when I return. 

Please let me know either way when you get a minute. Thanks! 

Want more revenue-generating content ideas? Click here.

VACATION 
EMAIL PLAN

Follow this  plan and you'l l  come back from vacation with plenty of  

work to keep up with your re-energized self .  

Timeline: Set up your out-of-office message 1 day before your vacation begins.

Timeline: Witihin 1 week of your return
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