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A confirmation email is more than what meets the eye. Did you know it can be multi-functional and used for upselling, not just sending plain-old bookings or order confirmations?In this article, weve researched the exact steps you need to write an engaging confirmation email along with examples to inspire you and your audience, including a
customizable template.Confirmation emails are transactional emails sent to subscribers after taking an action, such as an order purchase, appointment booking, program registration, or cancellation.Recipients look for these emails as they offer assurance that their actions have been recorded. Popular confirmation emails include shipping confirmation
emails, cancellation confirmation emails, booking confirmation emails, and more.According to experts, confirmation emails are a crucial part of your marketing strategy. Heres what Luc de Bruin, email marketing expert, has to say on the subject: Confirmation emails can be some of the highest-performing emails in your automated messages setup.
Think about the order confirmation, welcome series confirmation, or the shipping confirmation. You literally confirm to people that youve received their request and that things are movingits a form of feedback that gives certainty to the user that no mistakes occurred so far. Luc de Bruin, Email MarketerWhat makes a great confirmation message?
Here are nine steps to help you craft a powerful confirmation email your recipients cant wait to open.This may seem like a no-brainer, but many businesses and marketers message the wrong recipients or unintentionally exclude the right ones.According to business owner and email marketing specialist, Dominik Metlicic, confirmation emails are
valuable because of their open rates, which makes it even more important for these emails to reach the right people. [Confirmation emails] helped me with deliverability, because people usually open confirmation emails since theyre important to them. The more emails they open, the better your deliverability because it improves your domain
reputation. Dominik Metlicic, Email Marketing SpecialistAs a best practice, double-check the intended recipients email addresses to ensure youre adding the right people. If you wish to include more than one recipient, you can use the Blind Carbon Copy (BCC) feature when sending confirmation emails.The subject line is the first element of your
email recipients lay their eyes on. To stand out in the inbox, keep the subject line concise and clearly state the intention behind sending the confirmation email. For example:Your order [number] has been shipped and is on its way! Appointment confirmation with Dr. Smith at 6 PM on June 3Avoid adding too much fluff to the subject, as this might
distract the receiver from the emails purpose.Writing a personalized email is a foolproof way to attract more engagement.Addressing the recipient by their first name in the email body makes the otherwise generic confirmation emails feel more personalized from the start.For example, saying Hey [first name] is friendlier than the standard
Hi/Hello.Follow your greeting with a brief and no-nonsense explanation of why youre sending them this confirmation email.For example, if youre writing to a customer to confirm their order shipping status, you can write, This email is to confirm your latest order has been shipped and is estimated to be delivered on [Date]. Join Flodesks 30-day free
trial and discover how easy it is to create impressive purchase confirmation emails and captivating newsletters that boost your conversions. Add every necessary detail of the purchase or event that your recipient may find helpful. This includes providing the estimated date for order delivery, meeting time and duration for an appointment, invoice
details for payment, and so on in your confirmation emails.Remember to add only the essential details and format them in a simple manner to make your confirmation emails easy to read.Because of their high open rates, n order confirmation emails are a brilliant opportunity to ask your recipients questions or request more information.For instance,
suppose a customer makes a purchase with your business for the first time. In their order confirmation email, you could ask them for feedback on their shopping experience. Similarly, if the email is about a meeting confirmation, you could ask the recipient to complete a questionnaire which can be later used in the meeting agenda.With growing
online competition across industries, its always a good idea to thank your customers or recipients for choosing your business.You can express gratitude by adding a personal thank you note or message at the end of the confirmation email. Consider sharing an appreciation gift, such as a discount on their next purchase or early-bird registration access
for your next event.Your customers or recipients may have questions about their purchase, appointment, or event ticketswhich need quick answers.As a best practice, include your customer support details in confirmation emails, such as a phone number or email, so your recipients can quickly contact you to get their questions answered.Order-related
confirmation emails, such as shipping or purchase confirmations, can be strategically used to cross-sell or upsell products without seeming too pushy. Trust the experts on this: In terms of revenueyou see that these confirmation emails really push people back to the store as well. And because of that, confirmation emails are a source of revenue as
well. Luc de Bruin, Email MarketerFor example, at the end of an order confirmation email, you can include a section with the headline: Similar product recommendations just for you, or Products you may love, and add a button for customers to quickly browse additional products.Using an email builder with drag-and-drop functionality, easy
customization, and personalization features can help your confirmation emails stand out in the inbox. Flodesk makes it easy to create stunning confirmation emails in just a few clicks with a library of beautiful, ready-made templates to choose from. Get started with 30 days freeno credit card required.Wondering what the ideal confirmation email looks
like? If so, weve got you covered.Heres an order confirmation email template that you can steal and make your own:-Subject line: Your [Brand Name] order [number] is confirmed!Thank you for shopping at [Brand Name]. We are happy to serve you and hope you enjoy your purchase.Were writing this email to confirm your purchase of [item name],
which is currently being processed under [order number]. You can track your order with [tracking number] for updates regarding your shipment.Product(s): [List of purchased items], [Qty]Payment method: [Credit card/Debit card]Subtotal: [Total amount of purchased items]Shipping fee: [Total delivery fee]Thank you again for your purchase. We hope
to see you soon![Incorporate a roundup of best-selling products]Need further assistance with your order or have additional questions? Were just an email away. Send us a message at hello@business.com.- Flodesk combines checkout and email so that you can do it all with one tool. Designed for small business owners! Lets dive into the seven different
examples of confirmation emails that you can use as inspiration for your own email marketing campaigns.Do you host in-person or virtual events? If so, heres an example of an email confirming recipients registration for an event, which in this case is a webinar confirmation email.Subject line: Webinar confirmed | Sales Enablement: Whats new for
2023-Thanks for registering. Were super excited to have you on board for the Sales Enablement: Whats new for 2023 webinar happening this Friday, June 6th.Were writing this email to confirm your registration and to remind you to add the webinar to your calendar.Below are the details for the webinar:Please note that the details to join will be
emailed an hour before the meeting. You can prepare for the webinar by reading the instructions here.If you have any questions for the organizer, please fill out this form.We look forward to your attendance!-If youre an ecommerce business looking to send purchase confirmation emails to your customers, this example is for you.Subject line: Your
Dresstory order DS1263N is confirmed-Thank you for shopping with Dresstory!This email is to confirm your purchase and let you know that were getting it ready to ship. We will notify you when it ships.Daisy dress x 1, in size S $79Number 37, Covert Lane, Los Angeles, California.Standard shipping estimated delivery in 2-3 business daysThanks
again for shopping with us. See you shortly!Similar dresses you may love[list of similar products]Need further assistance with your order or have more questions? Were just an email away.Mail us at hello@dresstory.com anytime.-Confirm sign-ups for your product demos, discovery calls, and more. The following examples are great for letting
subscribers know that their sign-up has been received.Subject line: Sign-up confirmation for Zing demo-Thanks for signing up. Were happy to offer you a free Zing all-feature demo.First , please click the below verification link to confirm your account:[email verification link]Demo type: Zing all-feature demoDemo date and time: June 16, 2023 at 2 PM
ESTNote: The joining details will be emailed to you shortly once verified.Once again, thank you for choosing Zing,. Were super thrilled to host you soon!Customer Success Manager at ZingHave a question? Feel free to reply to this email with your inquiries and well respond as soon as possible.-If youre a service based business, your customers are
eager to hear from you after they book now. Heres a sample booking confirmation email you can send them to address their upcoming booking.Subject line: Great Lakes booking confirmed for July 2023-Land of Travelers is glad to have you on board! Thank you for booking with us.We are one of the fastest-growing travel companiesbuilt by travelers
just like you.This email confirms your booking with the Land of Travelers upcoming Great Lakes group tour in July 2023.Please review the details below for a hassle-free trip:Booked trip: Great Lakes group tour (5N/6D)Primary travelers name: Marie ClaireTotal number of travelers: 3Total booking amount: $750Explore our similar trips:[mention
similar trips and links]-Shipping confirmation emails are one of the best places to add subtle hints of cross promotion and upsell opportunities for ecommerce customers, as they typically receive incredibly high open rates.Heres a great example of an order shipping confirmation email that does more than just confirm shipment.Subject line: Stay calm.
Your Dresstory order is in transit-Were happy to inform you that your Dresstory order DS1263N was shipped on June 4th and is in transit. It should reach you within the next few days.Estimated delivery: June 8th, 2-3 business days from the shipping date.Tracking information: AWB number 928261939.While you wait, check out more dresses
customers love:Apply code NXT20 for a flat 20% off on your next purchase by June 8th at midnight.Thanks again for shopping with us. Please rate your shopping experience here.For any shipping-related concerns, contact our 24/7 customer support team at 040-262816282.-Most businesses have newsletters that keep their subscribers updated on the
latest trends in their industry and company news.If youre one of them, the sample below shows you how to craft subscription confirmation emails that ensure new subscribers have opted-in with the correct email address before adding them to your mailing list.Subject line: ValueStr newsletter subscriptionemail verification needed-Thanks for signing
up for ValueStrs newsletter. We cant wait to share exciting updates and expert insights with you!Before we confirm your subscription, please verify your email address by clicking the link below:[Confirm your email address]-Whether youre in the hospitality industry, restaurant business, or more, reservation confirmation emails can be an excellent
way to engage your upcoming guests and remind them of their booking. Heres an example email to inspire your next reservation email.Subject line: Your reservation at Park Heights studio is confirmed-This email is to confirm your successful reservation at Park Heights studio in Miami on August 7th.Park Heights studio, hosted by D-company.Check-
in date and time: August 7th, 2023 between 11 AM to 5 PM PST.Check-out date and time: August 9th, 2023 before 2 PM.[Take a virtual tour of your reservation]For any questions, call us at +1-722-27922793.Taylor Co-host@D-company-Confirmation emails set the standard for future communications between your business and your customers. While
their purpose is informational, they can also help generate revenue and boost customer retentionwhich is why creating memorable confirmation emails is important.Flodesk Email is the simplest way to stand out from the crowd with your confirmation emails. With stunning email templates, an intuitive drag-and-drop builder, personalization features,
and automation capabilitiestheres no stopping what you can create. Confirm email examples play a vital role in digital communication, serving as essential tools for various entities such as businesses, organizations, websites, and email marketers. These examples demonstrate best practices and provide guidance for sending effective confirmation
emails that engage recipients, enhance user experience, and streamline business processes. They showcase professional email templates, subject lines, and content tailored to specific scenarios, enabling seamless confirmation of subscriptions, purchases, appointments, and other important interactions.Source encharge.ioAttention to Detail: Crafting
the Perfect Confirmation EmailA polished email confirmation enhances professionalism and ensures clarity. Heres a comprehensive guide to structuring an effective confirmation email:1. Subject Line: Set the Stage* Keep it concise and clear, summarizing the purpose of the email.* Use a verb that accurately describes the action, e.g., Confirmation of
Appointment or Registration Completed.2. Salutation: A Personal Touch* Begin with a formal salutation, addressing the recipient by name.* If possible, personalize the salutation with a specific detail, e.g., their job title or the reason for the email.3. Body: Clarity and Concision* Confirmation Details: State the specific details of the event, activity, or
appointment being confirmed. Include date, time, location, and any relevant information such as access codes or instructions.* Call to Action: Clearly state what the recipient needs to do next, such as confirming attendance or providing additional information.* Additional Information: Provide any necessary attachments, links to materials, or
reminders.4. Footer: Professionalism and Accessibility* Contact Information: Include your name, email address, and other relevant contact details.* Company Information: Incorporate the company logo, website, and social media links.* Legal Disclaimer: If appropriate, include a brief legal disclaimer regarding the use and handling of personal
information.5. Formatting: Enhance Readability* ElementBest PracticesFontHelvetica, Arial, Verdana (serif fonts are harder to read online)Font Size12-14pt for body text, larger for headingsColorHigh contrast between text and background, avoid bright or neon colors* Bullet lists* Numbered listsRemember, a confirmation email should be clear,
concise, and professional. By following this structure, youll maximize the impact of your message and ensure that your recipients have all the information they need.7 Confirm Email Examples for Different Occasions Dear [Candidate Name],We are pleased to confirm your interview for the [Position Name] position on [Date] at [Time].The interview will
be held at [Location]. Please bring any relevant documents or materials with you.We look forward to meeting you and discussing your qualifications further.Best regards,[Your Name] Hi [Participant Name],Im writing to confirm our meeting scheduled for [Date] at [Time] in [Location].We will be discussing [Agenda Topics].Please let me know if you
have any questions or need to reschedule. Dear [Employee Name], This email serves to confirm your enrollment in the following employee benefits:Health InsuranceDental InsuranceVision Insurance401(k) Retirement PlanYour coverage will be effective [Start Date].If you have any questions, please do not hesitate to contact the HR department. Dear
[Trainee Name],We are happy to confirm your registration for the [Training Name] training program.The training will be held on [Date] from [Start Time] to [End Time] at [Location].Please arrive on time with any necessary materials.We look forward to a successful training session. Hello [Guest Name],Your registration for the [Event Name] on [Date]
is confirmed.The event will take place at [Location] from [Start Time] to [End Time].Please bring your ticket or registration confirmation with you.We hope to see you there! Dear [Customer Name],Thank you for your recent order from [Company Name].Your order number is [Order Number].Your order details are as follows: Your order will be shipped
to the following address: We expect your order to arrive within [Shipping Time].If you have any questions, please feel free to contact us.Best regards,[Your Name] Welcome [Subscriber Name],Thank you for subscribing to our [Newsletter/Blog/Magazine].You will now receive regular updates and exclusive content directly to your inbox.If you have any
questions, please do not hesitate to contact us. What is a confirmation email?A confirmation email is an automated message sent to a recipient to verify an action or transaction. It provides a confirmation of the recipients request or purchase and typically includes details of the transaction, such as the order number, date, and amount. Confirmation
emails are essential for building trust with customers, reducing errors, and providing a seamless customer experience.Thanks so much for reading! We hope this article helped you understand the basics of confirming your email address. If you have any further questions, please dont hesitate to reach out. Were always happy to help. In the meantime,
be sure to visit our website for more helpful tips and resources.Email Confirmation Message Examples | Confirmation emails are essential for acknowledging receipt of requests, bookings, or orders. They provide reassurance to the recipient and help establish clear communication. Heres how to write effective confirmation messages, along with seven
examples.When crafting a confirmation email, consider the following tips:Be Clear and Concise: State what is being confirmed and provide relevant details.Use a Friendly Tone: A warm, approachable tone can enhance the recipients experience.Include Important Information: Make sure to include dates, times, locations, and any other pertinent
details.Encourage Further Communication: Invite the recipient to reach out if they have questions or need assistance.Email Confirmation Message ExamplesNext, lets explore 15 professional email confirmation message examples that you can use in various contexts:Subject: Appointment ConfirmationDear [Recipients Name], This email confirms your
appointment on [date] at [time]. We look forward to seeing you at [location]. If you need to reschedule, please let us know.Best regards,[Your Name][Your Position][Your Company]Subject: Order Confirmation #[Order Number]Hi [Recipients Name],Thank you for your order! Were pleased to confirm that your order #[Order Number] has been
successfully processed. Your items will be shipped to [shipping address] and should arrive by [estimated delivery date].If you have any questions, feel free to reach out!Cheers,[Your Name][Your Company]Subject: Registration Confirmation for [Event Name]Hello [Recipients Name],Were excited to confirm your registration for [Event Name] on [date]
at [location]. Your ticket details are as follows: [insert ticket details].Looking forward to seeing you there!Best,[Your Name][Your Position][Your Company]Subject: Subscription ConfirmationHi [Recipients Name],Welcome! This email confirms your subscription to [Service/Newsletter Name]. Youll receive updates and exclusive content directly to your
inbox.Thank you for joining us!Warm regards,[Your Name][Your Company]Subject: Payment Confirmation #[Transaction ID]Dear [Recipients Name],We have received your payment of [amount] for [product/service]. This email serves as confirmation of your transaction #[Transaction ID].If you have any questions, please dont hesitate to contact
us.Thank you for your business!Sincerely,[Your Name][Your Company]Subject: Your Travel Booking ConfirmationHello [Recipients Name], Thank you for booking with us! This email confirms your travel arrangements for [trip details].Heres a summary of your itinerary:Departure: [date and time]Arrival: [date and time]Flight Number: [flight number]If
you need to make any changes, please let us know.Safe travels![Your Name][Your Company]Subject: Class Enrollment ConfirmationHi [Recipients Name],Congratulations! You are officially enrolled in [Class Name] starting on [start date].Class Schedule: [days and times]Location: [venue or online link]If you have questions about the class, feel free to
reach out.Looking forward to seeing you in class!Best wishes,[Your Name][Your Position][Your Institution]Subject: Webinar Registration ConfirmationDear [Recipients Name],Thank you for registering for our upcoming webinar, [Webinar Title], on [date] at [time].You can join the webinar using this link: [webinar link]. We look forward to your
participation!Best regards,[Your Name][Your Company]Subject: Volunteer Confirmation for [Event Name]Hi [Recipients Name], Thank you for volunteering for [Event Name] on [date]. We appreciate your support!Here are the details:Shift Time: [time]Location: [venue]lf you have any questions, please let us know.Thanks again![Your Name][Your
Organization]Subject: Interview ConfirmationDear [Recipients Name],We are pleased to confirm your interview for the [Job Title] position on [date] at [time]. The interview will take place at [location/Zoom link].We look forward to speaking with you!Best,[Your Name][Your Position][Your Company]Subject: Feedback Submission ConfirmationHi
[Recipients Name], Thank you for submitting your feedback regarding [specific topic]. Your input is valuable to us and will be reviewed by our team.If you have any further comments or questions, please feel free to reach out.Best regards,[Your Name][Your Position][Your Company]Subject: Membership ConfirmationHello [Recipients Name], Welcome
to [Organization/Club Name]! This email confirms your membership.You will receive updates on upcoming events and exclusive member benefits. If you have any questions, dont hesitate to ask.Thank you for joining us!Warm regards,[Your Name][Your Position][Your Organization]Subject: Service Request ConfirmationDear [Recipients Name], We have
received your service request regarding [specific issue]. Our team is currently reviewing it and will get back to you shortly.Thank you for your patience!Sincerely,[Your Name][Your Company]Email Confirmation Messages ExamplesSubject: Product Return ConfirmationHi [Recipients Name], This email confirms that we have received your return
request for [product name]. Your return is being processed, and you will receive a refund within [time frame].If you have any questions, feel free to reach out!Best,[Your Name][Your Company]Subject: Confirmation for Feedback SessionHello [Recipients Name],Thank you for agreeing to participate in our feedback session on [date] at [time]. We
appreciate your insights and look forward to our discussion.Please let us know if you have any questions in the meantime.Best regards,[Your Name][Your Position][Your Company]Subject: Appointment ConfirmationDear [Recipients Name],Thank you for scheduling your appointment with us! This is to confirm your appointment on [date] at [time]. We
look forward to seeing you at [location]. If you need to reschedule, please let us know.Best regards,[Your Name][Your Position][Your Company]Subject: Order Confirmation #[Order Number]Hi [Recipients Name],Thank you for your order! Were excited to confirm that your order #[Order Number] has been successfully processed.Your items will be
shipped to [shipping address] and are expected to arrive by [estimated delivery date].If you have any questions, feel free to reach out!Cheers,[Your Name][Your Company]Subject: Registration Confirmation for [Event Name]Hello [Recipients Name],Were thrilled to confirm your registration for [Event Name] on [date] at [location].Your ticket details
are as follows: [insert ticket details]. Please keep this information for your records.Looking forward to seeing you there!Best,[Your Name][Your Position][Your Company]Subject: Subscription ConfirmationHi [Recipients Name],Welcome aboard! This email confirms your subscription to [Service/Newsletter Name].Youll now receive updates and
exclusive content directly to your inbox. If you ever wish to unsubscribe, simply click the link at the bottom of our emails.Thank you for joining us!Warm regards,[Your Name][Your Company]Subject: Payment Confirmation #[Transaction ID]Dear [Recipients Name],We have received your payment of [amount] for [product/service]. This email serves as
a confirmation of your transaction #[Transaction ID].If you have any questions regarding your payment, please dont hesitate to contact us.Thank you for your business!Sincerely,[Your Name][Your Company]Subject: Your Travel Booking ConfirmationHello [Recipients Name],Thank you for booking with us! This email confirms your travel arrangements
for [trip details].Heres a summary of your itinerary:Departure: [date and time]Arrival: [date and time]Flight Number: [flight number]If you need to make any changes, please let us know.Safe travels![Your Name][Your Company]Subject: Class Enrollment ConfirmationHi [Recipients Name],Congratulations! You are officially enrolled in [Class Name]
starting on [start date].Here are the details:Class Schedule: [days and times]Location: [venue or online link]If you have any questions about the class, feel free to reach out.Looking forward to seeing you in class!Best wishes,[Your Name][Your Position][Your Institution]These examples cover a range of professional scenarios and can be easily
customized to fit your specific needs.Confirmation emails are vital to communication, ensuring recipients feel informed and valued. By following these examples and tips, you can create effective confirmation messages that enhance the overall experience for your audience.Confirmation emails are essential for keeping customers informed and
engaged.These emails are key to a seamless user experience, from order updates to event registrations.We explained what a confirmation email is, how to write them effectively, 25 compelling confirmation email examples, and more insights for you.If you already have knowledge about confirmation emails and their details, you can skip the
informational part and enjoy the inspirational examples!A confirmation email is an email sent to a person after an action has been taken online.Confirmation emails are about the official consent and relevance of the person. Plus, it also helps to verify that the person who takes action and to confirm is the same.Confirmation emails can be divided into
two because a confirmation email can be sent to display that the action is confirmed.Or, it can be sent to take the confirmation of a person with a CTA button and little explanations to lead readers to the result.Either way, a confirmation email provides security and trustworthiness for the businesses that use it. Why Do People Use Confirmation Email?
To answer this question, we need to get deeper with confirmation emails.Contrary to what is believed, confirmation emails have more than just confirming the accounts newly formed.Verification is the first point to discuss since confirmation emails are also important to the person's approval.Security and privacy reasons are the next concerns.
Because email marketing is open to phishing and fraud, confirmation emails provide security and compliance with people.Confirmation emails help businesses increase their user engagement if needed. Since people need to confirm or at least open emails, it will create an interaction between the sides.Stabilizing user experience is another reason for
using confirmation emails because knowing how users are doing is crucial.Confirmation emails also provide benefits in terms of regulations of the sender.With confirmation emails, it is way easier to activate email accounts.How to Write a Confirmation Email EffectivelyEfficiently crafting a confirmation email can significantly boost your marketing
strategy.Creating the best confirmation email is not so difficult if you follow our expert tips and advice for your marketing efforts!Here are tips for how to write a confirmation email effectively:1. Keep it concise: People are often overwhelmed with emails, so a brief and straightforward confirmation email respects their time and attention.Limit your
email to a few sentences. Focus on the essential information, what is being confirmed, and the next steps, if any.2. Use a clear subject line and content: The subject line is the first thing recipients see. A clear and descriptive subject line increases the chances of your email being opened and understood quickly.Use a subject line stating the purpose,
like "Your Order Confirmation from [Brand Name]." In the email body, clearly state the main points without jargon or unnecessary details.3. Start with appreciation: Appreciation is always the best. Move their emotions before their actions because if you start with a "Thank you!", this will be more precious than confirmation.Begin the email with a
simple expression of thanks, such as "Thank you for your purchase!" or "We appreciate your interest in our services."4. Personalize your message: Personalization is critical. When you decide to address them directly, it will display a sense of being cared for and loyalty.Personalization makes the recipient feel recognized and valued, fostering a
stronger connection with your brand.Use the recipient's name and reference specific details relevant to them (e.g., their recent purchase or inquiry).5. Include a strong Call-to-Action (CTA): A CTA, which is a call-to-action, guides the recipient on what to do next, making the email not just informative but also actionable. Without any CTA, you need to
show more effort than ever.Include a clear, concise CTA. For instance, "Click here to track your order" or "Visit our website to explore more products."6. Reflect your brand: Consistent brand identity in emails reinforces brand recognition and trust. Remind the essential details of your brand by showing them.Use your brand's color scheme, logo, and
style in the email design. Ensure the tone of the email matches your brand's voice.7. Optimize for mobile devices: Mobile responsiveness can make or break you. Don't forget that most emails will be opened on mobile phones, so optimization is the best way.Use a responsive email design that adjusts to different screen sizes. Test your email on multiple
devices to ensure readability and functionality.8. Limit Image Use: Use only a few images in one email. Images cannot help you if you address your message to receivers. Use images strategically to enhance your message, not overshadow it.Ensure that the email is still effective even if images are not displayed, as some email clients might block
images by default.By focusing on these aspects, your confirmation email will communicate the necessary information and enhance the recipient's experience with your brand, increase customer loyalty and engagement.7 Types of Confirmation Emails with Ready-to-Use TemplatesThere are different types of confirmation emails that you can prepare or
consider for your business.Preferring a specific type of confirmation email depends on the focus of your business and its needs.Here are 7 types of confirmation emails with ready-to-use plain text email templates you can customize.l. Order Confirmation EmailOrder confirmation email is highly common to send to subscribers when people shop online.
It is used to inform shoppers about their order status and is quite effective these days.Here is a simple yet effective order confirmation email template:Subject Line: Your Order is Confirmed!Hi [Customer Name], Thanks for shopping with us! We've received your order [Order Number], and it's being processed. You can expect your items to be on their
way soon.Ordered Items:Estimated Delivery: [Date]Need to make changes or track your order? Click here.Cheers, The [Brand Name] Team?2. Registration Confirmation EmailWhen someone registers for an app, tool, or software, a registration confirmation email is sent to verify or simply inform the process.You can use this minimal registration
confirmation email template by customizing it according to your content:Subject Line: Welcome to [App/Software Name] - Registration Confirmed!Hi [User Name], Thanks for signing up for [App/Software Name]! Your registration is successful.To get started, click here [Link to App/Software].Need help? Contact our support team.Welcome aboard, The
[App/Software Name] Team3. Subscription Confirmation EmailSubscription confirmation emails are sent when a person subscribes to a newsletter, mailing list, or service.You can use this subscription confirmation email by customizing it according to your needs:Subject Line: Welcome! You're Subscribed Now!Hi there,Great news! You're now
subscribed to [Newsletter/Service Name]. We're excited to share updates, insights, and exclusive offers with you.Stay tuned for our next email. Until then, check out our latest [articles/resources].Best, The [Newsletter/Service Name] Team4. Reservation or Booking Confirmation EmailRegarding restaurants, hotels, or any kind of hosting-related
occasion, confirmation emails are useful and prone to increase your brand visibility.Use this template by customizing it for your reservation or booking confirmation emails:Subject Line: Your Reservation is Confirmed!Hi [Customer Name],Your reservation at [Hotel/Restaurant Name] is confirmed for:Date: [Reservation Date] Time: [Reservation Time]
Guests: [Number of Guests]Looking forward to hosting you!Need to modify your reservation? Click here.See you soon, The [Hotel/Restaurant Name] Team5. Event Registration Confirmation EmailWhen an event takes place in a solid place, confirmation emails are sent as tickets, codes, or QR codes to sustain informing or entering the event.You can
customize and use this template for your event registration confirmation emails:Subject Line: You're Registered for [Event Name]!Hi [Attendee Name],Your spot for [Event Name] is confirmed!Here are your event details:Date: [Event Date] Venue: [Event Venue] [Ticket/QR Code Attached]Keep this email handy for event entry.Can't wait to see you
there, The [Event Name] Team6. Password Reset Confirmation EmailPassword reset confirmation email is one of the most common categories of confirmation email since businesses take precautions for their users.You can use this password reset confirmation email template according to your needs:Subject Line: Password Reset is SuccessfulHi [User
Name],Your password for [Account/Service Name] has been successfully reset.If this isn't you, please contact our support team immediately.Stay secure, The [Account/Service Name] Team7. Email Address Confirmation EmailWhen one needs to prove that the said email belongs to them, email address confirmation emails are the exact go-to
solution.Here is an email address confirmation email template you can adjust and use:Subject Line: Confirm Your Email Address for [Service/Platform Name]Hi there, Thanks for joining [Service/Platform Name]. Please confirm your email address by clicking the link below:[Confirmation Link]This ensures we can keep in touch, and you'll receive all the
updates and information you need.Welcome, The [Service/Platform Name] TeamThe 25 Impactful Confirmation Email ExamplesWe have chosen divergent examples from various brands to reach different types of confirmation emails comprehensively.While searching for these unique examples, we have examined Newslettersearchengine and Really
Good Emails as the two proficient email example platforms.1. WixWix is a website development platform with advanced features that help many new beginners and professionals.Since our first example is from a famous CMS, the email looks organized, clear, and direct.Wix aims for confirmation for the account, and it conveys a very straightforward
message to do that.Besides, using a CTA on the button attracts attention to it directly.2. WebflowWebflow is a web design and development platform that allows users to create appealing websites and easily develop them.When it comes to the confirmation of Webflow, we see a similar confirmation email to Wix.Besides, the button with a CTA is
relevant to the aim and impactful.The difference between the two emails is that Webflow provides a link to confirm email on a browser, a common way to complete the confirmation process.Also, Webflow shares a video to incentivize people to start creating their websites.3. SpotifySpotify is a very well-known digital music streaming service that offers
customized experiences for listeners by considering their habits.Unlike the previous samples, Spotify is much more colorful and relevant to its brand image.The email welcomes the listeners by offering a confirmation button.Then, the listeners are addressed to a hit song to get back to listening by not forgetting the confirmation of the account.4.
PitchPitch is an interactive and effective software for creating presentations with a free trial.It is not wrong to say that Pitch gives importance to the software more than email.As a short and direct confirmation email example, Pitch starts and ends its email within three tiny paragraphs.The sign-up email of Pitch encourages the users to confirm their
account with a simple image, short text, and a button.We must admit that we are happy to see another CTA on a button rather than "Confirm my email."5. PolaroidPolaroid is a photography product brand that has stood out over the years and continues revolutionizing the photography industry.One of the most impressive confirmation emails belongs to
Polaroid.Polaroid uses the photographs of its customers with their consent and adds value to this confirmation email.Because this email is a subscription confirmation email, the subscribers are added to Polaroid's newsletter.Also, you are informed that you agree with Polaroid's terms if you click the button. However, it is a good example of
maintaining security for a brand.6. CrocsCrocs produces unique shoe-wear products for different weather conditions and events. Even they have been revolutionary in terms of their appearance over the years.Crocs is here, in this list, with an order confirmation email.As an order confirmation email should do, it proceeds step-by-step with the status of
the order, the order details, cancelation chance, payment summary, and the products.Lastly, the button leads to the order details on the website.The reason why there is no confirmation button is that if the receiver doesn't order any Crocs, then they will know the email is used by others. Otherwise, if the shopper is the email owner, then they will
know the order is confirmed.7. ZencastrZencastr is a podcast platform that aims to produce professional-quality podcasts and audio.Zencastr's confirmation email is for verifying the account created.Relevant to its brand image and aims, Zencastr presents an email with an email illustration and necessary information for confirmation.This kind of
button is always enough to confirm accounts, as you can see.8. Homes AliveHomes Alive is a shop that sells pet supplies in Canada, and it provides the prevalence of animal adoption with discounts and offers.In fact, the confirmation email of Homes Alive is so much larger than the image displayed.However, it is a giveaway confirmation email from
Homes Alive, and it explains everything at the beginning.In the details, the email mentions the conditions and keeps the spirits alive about the giveaway campaign.There is no confirmation button on the email for those who ever wonder. There are only two buttons that lead to the blog page and social media platforms.9. Snack TBHSnack TBH is a
vegan snack brand that supports your toast deserves better. It also adopts a healthy snacking idea, so it gives relief to customers.The confirmation email of Snack TBH is for the activation of the account, and apparently, the brand only loves conveying the message directly.The email starts with an interesting and iconic image of the brand.Then, since
the confirmation is done with this email, customers are led to the online store for shopping.Just like so many confirmation emails, Snack TBH's email also seems crystal clear.10. Lucid FoxLucid Fox is a website builder for nonprofit organizations with easy-to-manage features and innovations.When it comes to Lucid Fox's confirmation email, we find an
illustration at the beginning of the email. It shows the process is successful.Later, the texts confirm and show the support for creating the nonprofit website.Like the email of Homes Alive, Lucid Fox does not use any buttons because it uses this email as a sign of confirmation instead of a redirection tool.11. GrammarlyGrammarly is one of the most
famous tools in this list to check grammar, punctuation, and clarity styles to improve writing.Grammarly provides a confirmation email to verify the feature of two-step verification enabled.As an informational example, Grammarly only includes the necessary user process details.It presents updated settings and related choices even after sharing all the
details.There is no button in this email as well since if people need a button, they should visit the website and their account directly.12. RallyUpRallyUp is a brand that helps fundraisers with various tools to donate, support, and share the needed activity.The confirmation email of RallyUp is a bit different than the other emails.This email touches upon
drafting new activities, and we see that these activities are confirmed.The latter part of the email is much better since RallyUp shares its guides and steps to help people get started.The button here is not to confirm but to take support from the team as expected from RallyUp.13. DoordashDoordash is a food delivery platform that works with
restaurants and establishments by creating a connection between people and sellers.Not surprisingly, Doordash sends an order confirmation email for customers' orders.It is interesting to see such an attention-grabbing beginning part, but it is effective to show customers are cared about.The rest of the email takes place to the address of the order
and the time length.To make this point clear, the email itself is for the confirmation of the order. Therefore, no further action is needed.The button is for tracking the order, and it relieves people.14. AirtableAirtable is a collaborative database and work management tool to keep things organized for individuals, teams, and businesses.We view a sign-up
confirmation email from Airtable, and that is why the email leads users directly to the login page.It is not so recommended, but Airtable prefers using a link to confirm rather than a button to lead customers.However, the email as a whole lacks nothing, and it helps reach the aim.15. DepopDepop is an e-commerce platform that allows people to sell
and buy second-hand products.Depop's confirmation email is not so elevated or too obsolete. However, we think it is open to improvement as well.The first good thing about Depop is the use of personalization, which is so favored by many people. The email uses the username of the receiver while addressing.Also, the image does not interrupt the
process since the bold title grabs attention, and the button shines in red.16. CanvaCanva is a designing platform that has advanced features and opportunities for its users to design as they like.You might have expected something bigger from Canva as they deal with design.Yet, Canva sends a pretty modest confirmation email to its users.By
summarizing the topic in two sentences, Canva uses a button to move on.The best part about Canva's confirmation email is that it allows contacting support immediately if there is a mistake in the email and confirmation process.17. HeadwayHeadway is a reading app that provides summaries in different methods for the ones who have enthusiasm for
reading so that they can read and get faster.Headway has a very pretty and cute confirmation email, indeed.All the elements are used effectively without boring receivers.You can simply click confirm without reading any of them because the button is so evident. Using the password to log in to the app is another choice.The rest of the email is about
Headway and reading with Headway, which will be helpful after confirming the account.18. AvocodeAvocode is a collaborative design platform for designers and developers that turns designs into codes.The Avocode's email is as it should be. It doesn't run the clock out, doesn't distract anyone, and only gives what is needed.Plus, Avocode offers a link
that expires in 48 hours to prevent unwanted activity along with the button.Because the content of the email doesn't distract any point, one can easily confirm the process.19. ChipotleChipotle is a Mexican brand that cooks burritos, bowls, tacos, and salads.Chipotle's confirmation email reflects its brand altogether.It is not so hard to say that they have
the attractive humor they use in emails.Chipotle attracts with the headline, explains in the content, waits for the action, and lastly, provides a solution if things go wrong.Chipotle shares important spots in the footer part that users can reach.20. WherebyWhereby is an online meeting platform that hosts people and offers them different features to
support their gatherings.Whereby's confirmation email is simple but chic.It shares a login code to ease the login process and offers support for troubles.This type of confirmation email provides the receiver with a more secure confirmation with only the needed code.21. LyftLyft is a transportation service that serves ride-sharing facilities.Lyft's
confirmation email is the purchase summary email as well.Since Lyft's focus is on transportation service, it confirms your ride with the bill itself.Also, it gives you another chance to retake a ride with a discount.Besides, it tells how the plan works, and the most outstanding part becomes the button.22. AirbnbAirbnb is a famous and much-preferred
hospitality platform that offers residential services.The confirmation email of Airbnb is different than the hosting service because this time, Airbnb sends a gift and wants to show their own side confirms it.The content of the email is way longer than the other confirmation emails, but the details are shared in the content.Also, it is a lovely confirmation
message to inform.23. NotionNotion is an all-in-one productivity tool that helps everyone get organized in terms of their needs, whether for business or personal life.After a long message of Airbnb confirmation email, we get back to clear and to-the-point emails.To complete the subscription to the newsletter, all messages are sent directly to the
confirmation.As advice, it may not always be perfect to be so insistent on confirming because receivers can get distracted.24. ShukaShuka is a design bureau that tells the brand's story with its design and creates storytelling from it.The email from Shuka is for the receiver's confirmation of getting into a newsletter.Shuka doesn't stop creating stories
even in their confirmation emails because they mention Charlotte Bronte to confirm the newsletter process.Addressing the receiver from a humorous and relevant point of view in a confirmation email can also encourage them about the brand.25. Ipsylpsy is a beauty brand offering personalized products and kits.Ipsy has a lively tone in its
confirmation email because the brand needs an atmosphere of living and refreshing.The email is highly explanatory in the sense of sharing images and details.Ipsy uses a very long email as an order confirmation email, but we suppose that the content and details are enough.To Sum Upln summary, our exploration of confirmation emails has equipped
you with the knowledge to craft impactful messages.We have examined the meaning, importance, and how to write a confirmation email effectively, as well as 25 inspiring examples.Whether refining an existing email or starting afresh, these insights will enhance your strategy, ensuring your confirmation emails resonate with your audience.We hope
we can add shine to your confirmation email creation process, and you can find yours, too.Frequently Asked QuestionsSince we have tried to answer most of your questions in the previous parts with valuable examples, there are two frequently asked questions for now.Is It Obligatory That Each Business Should Have a Confirmation Email?No, it is not
obligatory. Confirmation emails are sent on a conditional basis, so if your business doesn't need any confirmation for any type of activity, you don't have to prepare one. On the other hand, when you include a confirmation-needed act, your business should have the best confirmation email.Are a Confirmation Email and a Shipping Notification Email the
Same?No, they are not. Confirmation emails serve for different reasons, including shipping notification emails. However, shipping notification emails are only sent to inform receivers about the shipping status of their orders.Similar Blog Posts to RecommendIt is possible to advance your email marketing attempts with different techniques.Here, we
have top-quality email marketing blogs to help you get inspired!Have you finally nailed down that appointment, meeting, or event slot? Then, lock it in with an email confirmation.Sending an email received confirmation is a common courtesy in the professional world. Not only does it get details in the diary, but it also builds confidence when
confirming payments and shipping.The best confirmation emails are basic. Why?Because the hard work is already done, you're just rubber-stamping things.In this guide on how to write an email confirmation, we break down the process into three simple steps and provide 10 email received confirmation examples.Confirmation email formatThe
following email format should be similar and familiar if you've ever written a professional business email.There are three key parts to any email confirmation:You start with a clear subject line that sticks out in the inbox.Once you've captured the click, provide details in the email body.You finish with a positive sign-off (which includes all your contact
details).Here's a step-by-step breakdown of the email format for confirmation emails:1. Confirmation email subject lineConfirmation emails must be easy to read. Always include a reference to the invitation, booking, meeting, or appointment you're confirming. Here are some examples to see how this can work:Meeting confirmation: (Date, time &
location)Order number (number) has been shipped!Interview confirmation (Job title) (Date and time)Appointment confirmation (Details, date, and time)2. Confirmation email bodyConfirmation emails have a single purpose, so there's no need to go into details. Always try and be clear and concise, acknowledge the request, and confirm
immediately.Thank you for inviting me to interview for the (job name) position on (date). I can confirm that I will be attending the interview.I can confirm that I have received your meeting request. The date and time are great, and I've added it to my diary.We've processed your order and can confirm that it's been dispatched. You should receive it in
(number) of days.As you can see in these examples, it's better to keep email confirmations short and to the point.3. How to end a confirmation emailBefore ending your email, consider whether you need to ask any questions or request any additional information.For example, you may want directions to the location, a parking permit, or details of the
presentation you need to deliver. If you're confirming the despatch of a product, always add tracking details.On the other hand, if you're confirming an appointment or a meeting, you could add helpful details like your contact details or provide an agenda.l've attached a copy of the agenda with this confirmation email. Please review it and let me know
if you want to add any other items.Want to know when your order is arriving? Follow its progress with this tracking code (Insert code).Finally, add your contact details and a positive sign-off before sending your email.If you have any questions or need to change your appointment, contact me at (insert details).When Should I Send Order Confirmation
Emails?Sending order confirmation emails promptly is crucial for maintaining customer satisfaction and trust. As soon as an order is placed, it's essential to send a confirmation email to acknowledge the purchase and provide the customer with important details. Here are some key moments to consider when sending out order confirmation
emails:Immediately After PurchaseThe best practice is to send the order confirmation email immediately after the customer completes their purchase. This instant acknowledgment reassures the customer that their order has been received and is being processed. The email should include the order summary, order number, order date, and other
relevant order details.After Payment is ProcessedIf your system separates the purchase process from payment processing, send the order confirmation email once the payment is successfully completed. This type of confirmation email should still include the order summary and details about the transaction.When the Order is ShippedFollowing the
initial order confirmation, a delivery confirmation email should be sent when the order is shipped. This email provides the customer with shipping details, including tracking information and the expected delivery date, enhancing the customer experience and keeping them informed.On the Order Confirmation PageBesides sending a confirmation
email, displaying an order confirmation page immediately after the purchase is a good practice. This page should summarize the order details and reassure the customer that their order is being processed. It can also prompt customers to check their email for the detailed order confirmation.For Subscription RenewalsIf your business offers
subscription services, send an order confirmation email each time a subscription is renewed. This ensures that customers are aware of the renewal and any associated charges. Include the order summary and details about the next delivery or service period.Custom Order or BackordersFor custom or backordered items, send an initial confirmation
email upon receiving the order, followed by updates as the order progresses. This keeps the customer informed about the status of their order and sets clear expectations.Tips for Effective Order Confirmation EmailsClear Subject Lines: Use clear and concise subject lines that immediately convey the purpose of the email, such as "Your Order
Confirmation [Order Number]."Detailed Order Summary: Provide a comprehensive order summary that includes itemized details, quantities, prices, and shipping information.Support Team Contact: Include contact information for your support team in case the customer has any questions or issues with their order.Personalization: Personalize the
email by addressing the customer by name and including specific details about their purchase.Confirmation Email Examples: Refer to various confirmation email examples to get inspiration and ensure your emails are clear and effective.Using order confirmation templates can streamline this process, ensuring consistency and professionalism in your
communication. Additionally, consider leveraging an Outlook Al assistant to automate and optimize your order confirmation emails, making them more engaging and personalized.Need to write a great confirmation email? Try MailMaestro for free!MailMaestro can help you draft a great confirmation email in seconds. One of our standout features is
the Improve existing email option. You can input your draft and MailMaestro's Al email assistant will refine it, making it more professional, concise, and compelling.{ {product-component} } Want to join the 55,000+ companies already using Al to write better emails, faster? Install our free extension, by clicking the links below: MailMaestro tip:Use
MailMaestro's Improve existing email feature. Customize any of the email examples below to suit your needs. Or, enter a quick sentence explaining the message you'd like to convey. After filling in the placeholders, use MailMaestro's Improve existing email option. Then, paste your draft into the text box. Make sure to select your preferred email tone
and length. And just like that, you'll have a polished email ready to send!Professional confirmation email templatesStill want some tips to create great confirmation emails? Here are 10 (yes, 10) business email confirmations.Take your time and read these templates to understand how to structure your message. Or you can copy and paste them. It's up
to you. Whatever works best for you and your business.1. Order confirmation email templatelf you're in a successful business, this order confirmation email sample is one you'll send often.This order confirmation template contains several gaps you'll need to fill in before sending!Hi (Recipient's name),Thank you for submitting an order for (details).I
can confirm that we have received your order and are processing it.I'll be in touch shortly with details on your order, including the despatch date and delivery tracking.Please let me know if there's anything else I can help with.Thanks!(Your name)2. Appointment confirmation email templateLike the example above, this appointment confirmation email
sample is short and sweet. We've added a space and bullet points where you can add essential details, such as date, time, and location.Hi (Recipient's name),Thank you for confirming your appointment with (details).Here is all the information you need for your appointment.If you have any questions about your appointment, please get in touch with
me.We look forward to seeing you on (date). Please let us know if you cannot attend as soon as possible.Many thanks,(Your name)3. Receipt confirmation email templateYou should always confirm receipt if you receive an essential document, mail, or message. This receipt confirmation email sample is, once again, a short message.Feel free to add
more information, dates, and details if necessary.Hi (Recipient's name),I'm contacting you to confirm that we have received (product, order, etc.).Thank you for sending it so promptly. If we have any questions or issues, we'll be in touch.Kind regards,(Your name)4. Interview confirmation email reply templateSecuring your slot at an interview is a
great feeling. This friendly email confirmation sample is a polite and positive way to make a great first impression.Again, you can adapt this interview confirmation email reply sample to ask questions and clarify specific details.Hi (Recipient's name),Thank you for inviting me to interview for the (role name) position. I confirm that the time and date
work for me, and I would like to accept.I've read through your interview invitation email and have some questions.You can use bullet points to add your questions.I look forward to meeting the interview panel and learning about this exciting opportunity.Yours sincerely,(Your name)5. Meeting confirmation email templateThe business world is based
around meetings offline, online, in-person, and virtually. Use this meeting confirmation email sample to ensure everyone attends, has everything they need to contribute, and prepares beforehand.Hi (Recipient's name),Thanks for confirming your attendance at the (name) meeting on (date and time).Attached to this email, you'll find a copy of the
agenda. Can you review this and let me know if you want to add any items?I've provided login details for (Zoom, Teams, etc.). You should test your connection and ensure your camera is on before the meeting starts. This ensures we're able to start on time.If you have any questions before the meeting, please let me know. Otherwise, I look forward to
speaking to you soon.Many thanks,(Your name)6. Attendance confirmation email templatelt could be a conference, presentation, drinks, or dinner invitation whatever it is, this attendance confirmation email sample is suitable.Always read through and ensure you've included all information requested, but remember to RSVP promptly to alleviate the
stress of the organizers.Hi (Recipient's name),Thank you for your recent invitation to (event, conference, etc.).I'm happy to confirm that I can attend!I've provided all information you requested here:(Detail 1)(Detail 2)(Detail 3)I look forward to meeting you on (date).Thanks,(Your name)7. Payment confirmation email templatelt's all about the money
with this payment confirmation email sample. Specifically, you're confirming that you've received a payment for a product, service, or something else.Be sure to include specifics, such as attaching a receipt.Hi (Recipient's name), Thank you for your payment for (order, service, etc.). I can confirm that we received this on (date).l have attached a copy of
your receipt to this email.Thanks for your business.(Your name)8. Shipping confirmation email templateShipping confirmations are essential in the world of ecommerce.Add extra information to this shipping confirmation email sample, including tracking details and the expected delivery window.Hi (Recipient's name), Thanks for your order. I can
confirm that it was shipped on (date).Please find details of your order, including the despatch date, courier, and tracking information:Despatch date: (insert date)Courier: (insert courier)Tracking information: (insert tracking details)Order (number) should be delivered on (date).If you experience any problems, please get in touch with us. We hope
you're happy with your purchase and be sure to come back soon!(Your name)9. Registration confirmation email templateEvent organizers, this one is for you! You can use this simple registration confirmation email sample to get that slot in the diary. You can add all the information you need to a future email, so use the confirmation sample as a save-
the-date.Hi (Recipient's name), Thanks for confirming that you can attend (event details).I've added you to our mailing list today. Over the next few weeks and months, we'll share details of the speakers and seminars, including how you can secure your place.Thanks for agreeing to attend (event name). We can't wait to welcome you this year!Thanks,
(Your name)10. Ask for confirmation email templateYou should request a confirmation if someone hasn't responded to a message. Here's how to ask for confirmation in an email sample.Hi (Recipient's name),I sent you a message on (date) about (whatever you're asking about).Please confirm that you have received this message and let me know if you
can attend.If I don't hear from you by (date), I'll assume you can't make it.I look forward to hearing from you.Many thanks,(Your name)Final words on confirmation emailsRemember that confirmation messages aren't meant to be complicated.So don't worry about providing too much detail; just follow the format, focus on the message, and be
friendly.Do all that, and you'll find writing email confirmations easy. If not, then there's always MailMaestro, your trusted Al email assistant.
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