
Step 2: Generate AI Email Templates
Once you know your most common emails, use AI to create polished, professional responses.

Example Output:

Subject: Quick Info on Our Services
Body:
Hi [Customer’s Name],
Thank you for reaching out! Here’s the information you need:
[Insert details about the service, pricing, or policy].
Let me know if you have any questions. I’m happy to help!
Best,
[Your Name]
Action Step: Copy and customize your AI-generated template.
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The Problem: Repetitive Emails Are Stealing Your Time
Every week, small business owners waste hours responding to the same types of emails—customer inquiries,
appointment confirmations, follow-ups, and support requests. This eats into valuable time that could be
spent growing your business.

The Solution: AI-Powered Email Automation
By using AI-generated templates and automation tools like ChatGPT and Zapier, you can respond to
common emails instantly—saving hours each week while ensuring professional, consistent communication.

Step 1: Identify Your Most Repetitive Emails
Start by listing the emails you send repeatedly. Common categories include:

FAQs (pricing, services, policies)
Appointment confirmations
Follow-ups on inquiries
Order confirmations
Support responses

Action Step: Go through your inbox and note the top 5 email types you send most often.

 Copy-and-Paste Prompt:
 I frequently receive customer emails asking about [specific topic, e.g., pricing, service
details, return policy]. Generate a professional, friendly email response template that I can
use. Keep it clear, concise, and helpful.
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