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CANNED EMAIL RESPONSES
CUSTOMIZABLE EMAIL TEMPLATES 

Here are a variety of email templates you can customize for sending notifications or responding to frequently asked questions. Instead of typing a fresh email each time you need to contact a customer, use a template and save yourself time. Make sure to add your signature and contact information to the bottom of each email template. You also should double check after copying and pasting that you edited all of the information, especially the content in brackets that needs to be personalized to your parts website.

Canned Email Responses for Frequently Asked Questions:
Customer Question: “Should I send my VIN?”
Hi [name], 

Yes, we absolutely recommend that you send a VIN.
By providing your car’s VIN, our system can ensure that the parts you purchase are compatible with your vehicle. In order to save you the time and hassle of returning an incorrect part, a VIN will help with the accuracy of part fitment.

If you have further questions, don’t hesitate to contact us at [phone/email].

Thank you for choosing [website]!
Customer question: “Where should I ship items I’m returning?”
Hi [name], 

We are sorry to hear that your order wasn’t a correct fit for you. To process your return as soon as possible, ship your part here:

[Address]
For more information on how we handle returns, you can refer to our return policy [link]. As always, feel free to contact us with questions or concerns at [phone/email].

Customer question: “When will my package arrive?”
Hi [name], thanks for your question.

We are working to process and fulfill your order as soon as possible. Standard shipping takes around [7-10 days] to arrive after we have fulfilled your order. You can refer to the tracking code on your email receipt for a more precise date.

You can refer to our shipping policy [link] for any other questions or concerns you might have.  For any additional questions, contact us at [phone/email].

Thank you for choosing [website]!

Customer question: “How do I return an item?”
Hi [name], thanks for your question.

We are sorry to hear that your order wasn’t a correct fit for you. To return an item, [do this process]. Mail the part back to our location at:

[address]

Some parts are subject to restocking fees. [We do not cover return shipping/We cover return shipping]. You can also find information by visiting our return policy [link].

For any additional questions, contact us at [phone/email].

Customer Question: “Do you offer local pickup?” [answer: no]
Hi [name], thanks for your question.

At this time, we do not offer local pickup. You will have to provide your shipping address at checkout and select a shipment method. 

For any additional questions, contact us at [phone/email].

Thank you for choosing [website]!

Customer Question: “Do you offer local pickup?” [answer: yes]
Hi [name], thanks for your question.

Yes, we do offer local pick up. When purchasing online, select “local pickup” when prompted to select a shipping option. Once the order is processed, you can stop by during our store hours [hours] to pick up your part(s).

Our dealership is located at:

[address]

For additional questions, feel free to contact us at [phone].

Thank you for choosing [website]!

Canned Email Responses for Customer Notifications:
Customer Notification: “Customer, your part has been discontinued.”
Hi [name],

We regret to inform you that one or more of the parts on your order has been discontinued. As a result, your order has been cancelled and any payment will be refunded.

If you have any questions about your order, contact us at [phone/email].

Thank you for choosing [website]!

Customer Notification: “Customer, your part is on back order.”
Hi [name],

One or more of the parts you ordered is on back order from the manufacturer. Because of this, it will take a few additional days to ship out your order. 

If you have any questions about your order, contact us at [phone/email]. We’re sorry about any inconvenience this might cause.
Thank you for choosing [website]!
Customer Notification: “Customer, your credit card has failed to go through.”
Hi [name],

There was a problem during checkout with your credit card number. In order to continue processing your order, please input another payment method.

If you have further questions, don’t hesitate to contact us at [contact].

Thank you for choosing [website]!
Customer Notification: “Customer, we need your VIN.”
Hi [name],

During your most recent order with us, we noticed that you didn’t add your vehicle’s VIN to your order.

A VIN isn’t required to complete your order, but it ensures part fitment accuracy. In order to reduce the chances of buying a part that does not fit your vehicle, we strongly recommend that you provide a VIN.

If you have further questions, don’t hesitate to contact us at [number].

Thank you for choosing [website]!

Customer Notification: “Customer, we do not ship internationally.”
Hi [name],

During your recent visit to [website], you listed an international shipping address as part of the ordering process.

At this time, we do not ship internationally. Your order has been cancelled and your payment refunded. You can refer to our shipping policy for more details.
If you have further questions, don’t hesitate to contact us at [number].
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