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FREE TEMPLATE PACK  .  JUNE 2026
The Quote Follow-Up Pack
A three-touch sequence for growing SA trade businesses to chase the quotes that go quiet, without becoming the bad guy. Email and WhatsApp templates, ready to paste, with bracketed fields to swap in your specifics. Plus a filled example for each.
FOR:  SA trade business owners running 6 to 20+ staff
INSIDE:  3 follow-up touches (email + WhatsApp) + 2 bonus templates
EACH TEMPLATE:  Blank template + filled example. Customise once, your team uses it forever.









Built for the hands that keep South Africa working.
servcraft.co.za
Why this exists
Most quotes do not come back with a fast yes or a fast no. They go quiet. The customer is busy, comparing two others, or waiting for payday. Without a system, those quotes drift, and whoever followed up next got the job.
Following up faster makes a real difference. It does not need to be pushy. It needs to be consistent: the same three touches, on every quote, every time.
This pack gives your office the wording. A friendly check-in at day 3, a held slot at day 7, a last polite at day 14, plus a booked confirmation and a review request.
How your team uses it: paste each template into your email tool or WhatsApp Business templates. Replace anything in [SQUARE BRACKETS] once. Save them. Three weeks in, it is muscle memory. (As the owner, you are not the one sending these. Your office is, or ServCraft is. See the last page.)
The 3-touch sequence
Send the email version OR the WhatsApp version, not both. WhatsApp tends to land with residential customers, email with commercial and body corporates.
Touch 1: Day 3, friendly check-in
Email subject: Following up on the quote we sent
TEMPLATE (paste this into your email tool)
Hi [CUSTOMER FIRST NAME], 

Just checking in on the quote we sent on [DATE] for [JOB]. Happy to talk through any of the line items. 

If you would like to go ahead, the quickest way is to reply with a yes and we will book you in for [EARLIEST DATE]. 

Cheers, 

[YOUR NAME], 
[YOUR BUSINESS NAME]
FILLED EXAMPLE (what your customer actually sees)
Hi Margaret, 

Just checking in on the quote we sent on 18 June for the 150L geyser replacement at the Greenstone Park body corporate. Happy to talk through any of the line items. 

If you would like to go ahead, the quickest way is to reply with a yes and we will book you in for Tuesday 24 June. 

Cheers, 

Joe, 
Joe Soap Plumbing
WhatsApp version
TEMPLATE
Hi [CUSTOMER FIRST NAME], [YOUR NAME] from [YOUR BUSINESS NAME]. Just following up on the quote for [JOB]. Any questions? If you would like to go ahead, we have [EARLIEST DATE] open. Cheers.
FILLED EXAMPLE
Hi Margaret, Joe from Joe Soap Plumbing. Just following up on the quote for the 150L geyser replacement. Any questions? If you would like to go ahead, we have Tuesday 24 June open. Cheers.



Touch 2: Day 7, holding your spot
Email subject: Holding your spot in the diary
TEMPLATE
Hi [CUSTOMER FIRST NAME], 

Following up on the quote for [JOB]. I can still hold the [EARLIEST DATE] slot for you, but I will need to know by [DEADLINE] so I can plan the week. 

If now is not the right time, no problem, just let me know and I will release it. 

Cheers, 

[YOUR NAME], 
[YOUR BUSINESS NAME]
FILLED EXAMPLE
Hi Margaret, 

Following up on the quote for the 150L geyser replacement. I can still hold the Tuesday 24 June slot for you, but I will need to know by Friday 21 June so I can plan the week. 

If now is not the right time, no problem, just let me know and I will release it. 

Cheers, 

Joe, 
Joe Soap Plumbing
WhatsApp version
TEMPLATE
Hi [CUSTOMER FIRST NAME], it's [YOUR NAME] from [YOUR BUSINESS NAME].
Just checking in on the quote for [JOB]. I can still hold [EARLIEST DATE] for you. If you'd like to go ahead, just let me know by [DEADLINE] so I can keep that slot available.
If the timing isn't right, that's absolutely no problem. Just let me know either way.
FILLED EXAMPLE
Hi Margaret, it's Joe from Joe Soap Plumbing.
Just checking in on the geyser replacement quote. I can still hold Tuesday 24 June for you. If you'd like to go ahead, just let me know by Friday so I can keep that slot available.
If the timing isn't right, no problem at all. Just let me know either way.
Thanks!
Touch 3: Day 14, last call
Email subject: Last call before we release the slot
TEMPLATE
Hi [CUSTOMER FIRST NAME],
Just checking in one last time about the quote for [JOB].
If you'd like to go ahead, simply let me know by [FINAL DEADLINE] so we can keep everything on track. If the timing isn't right, that's absolutely no problem. We'll close this quote for now, but you're always welcome to get in touch if things change.
Thanks again for considering [YOUR BUSINESS NAME].
Cheers,
[YOUR NAME]
FILLED EXAMPLE
Hi Margaret,
Just checking in one last time about the quote for the geyser replacement at Greenstone Park.
If you'd like to go ahead, simply let me know by Friday 28 June so we can keep everything on track. If the timing isn't right, that's absolutely no problem. We'll close this quote for now, but you're always welcome to get in touch if things change.
Thanks again for considering Joe Soap Plumbing.
Cheers,
Joe
WhatsApp version
TEMPLATE
Hi [CUSTOMER FIRST NAME], it's [YOUR NAME] from [YOUR BUSINESS NAME].
Just checking in one last time about the quote for [JOB]. If you'd like to go ahead, let me know by [FINAL DEADLINE]. If the timing isn't right, no problem at all. We'll close the quote for now, but you're always welcome to get in touch if things change.
Thanks!
FILLED EXAMPLE
Hi Margaret, it's Joe from Joe Soap Plumbing.
Just checking in one last time about the geyser replacement quote. If you'd like to go ahead, let me know by Friday 28 June. If the timing isn't right, no problem at all. We'll close the quote for now, but you're always welcome to get in touch if things change.
Thanks!

Two bonus templates for after the yes
Bonus 1: Job booked confirmation (send within an hour of the yes)
TEMPLATE
Hi [CUSTOMER FIRST NAME], 

You are booked for [JOB DATE] between [TIME WINDOW]. [ARRIVAL / ACCESS / DEPOSIT NOTES]. We will send a reminder the day before with the technician's name and an ETA. Any questions, give us a shout on [PHONE]. 

Cheers,

[YOUR NAME], 
[YOUR BUSINESS NAME]

FILLED EXAMPLE
Hi Margaret, 

You are booked for Tuesday 24 June between 08:00 and 10:00. Please make sure body corporate security has been notified and the geyser room is accessible. Deposit invoice attached, EFT on or before Monday. We will send a reminder Monday afternoon with the plumber's name and an ETA. Any questions, give us a shout on 011 555 1234. 

Cheers,
 
Joe,
Joe Soap Plumbing
Bonus 2: Google review request (send within 24 hours of job close)
TEMPLATE
Hi [CUSTOMER FIRST NAME], thanks for the work. 

If you were happy with how it went, a 60-second Google review would mean a lot. We are a growing SA trade business and reviews are how new customers find us. 

Here is the link: [GOOGLE REVIEW URL]. 

Thanks for trusting us with the work.
FILLED EXAMPLE
Hi Margaret, thanks for the work on Tuesday. 

If you were happy with how it went, a 60-second Google review would mean a lot. We are a growing SA trade business and reviews are how new customers find us. 

Here is the link: g.page/r/JoeSoapPlumbingJHB-review/review. 

Thanks for trusting us with the work.
When the discipline stops being free
Following up every quote sounds simple until you're sending 30 to 50 quotes a month. Suddenly your team has over 100 follow-ups to remember, and the busy weeks are when they get missed.That's where ServCraft takes over. Every quote is tracked from the moment it's sent, and customers automatically receive follow-ups by email or SMS on day 3, 7 and 14. No chasing. No reminders. Just a consistent process that works, even when you're busy.
  Want to see it on a business your size? 
Click here: Book a demo   
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