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Automate follow-up email sequences in Outlook or Gmail

“Leads and clients slip because | forget to send the second and third follow-up email. Can Outlook or Gmail do timed
follow-ups on their own?”

Category: customer- Setup Time: ~45 Estimated Hours Saved: 2 Direct Software Cost: $0 /
communication minutes hrs/week month

SOLUTION SUMMARY

Partially. Outlook rules and Gmail filters sort, label, forward, and send a single automatic reply — but neither sends a
timed sequence (day 1, day 3, day 7) natively. For real sequences you need either your CRM's sequence feature
(HubSpot, GoHighLevel, and most sales tools include one) or a workflow tool that sends scheduled steps. The built-in
rules still earn their keep: use them to file and flag, and let a sequence tool handle the timing.

REQUIRED TOOLS & DIRECT WHOLESALE UTILITIES

¢ Outlook Rules | Gmail Filters: (Free Tier | Wholesale)
¢ Your CRM's sequence feature: (paid)
¢ Make: (Free Tier | Wholesale)

STEP-BY-STEP APPLICATION INSTRUCTIONS

o Use built-in rules for sorting and instant replies

Outlook: Home - Rules — Manage Rules & Alerts — New Rule (e.g., 'messages with this subject - move to folder +
flag"). Gmail: search your criteria — filter icon — Create filter (star, label, or send a canned auto-reply via template).

e Write the sequence before automating it

Three touches is a good default: immediate acknowledgment, day-3 check-in with one new piece of value, day-7 last
touch. Write the copy first — automation only sends what you wrote.

e Check whether your CRM already does sequences

If you pay for HubSpot, GoHighLevel, or a sales tool, the sequence feature is almost certainly in it. Using the tool you
own beats adding another subscription.

° If no sequence tool exists, build one in a workflow tool

Make or n8n: form/booking trigger — send email 1 - wait 3 days — check for reply —» send email 2. Add a 'stop if
replied' condition so nobody gets follow-ups after answering.
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Test on yourself for a week

Run the sequence against a test lead you control. Confirm the timing, the stop-condition, and that replies land in your
real inbox — then turn it on for customers.

5-POINT QUALITY VERIFICATION PROTOCOL

[] Carrier & Webhook Test: Confirm webhook listener receives test payload and returns HTTP 200 within 500ms.
[ 1 End-to-End Simulation: Execute live test event from personal device and verify SMS/email delivery.

[ 1 Anti-Spam & Rate Limit Check: Verify repeated submissions do not trigger duplicate messages to clients.

[ ] Direct Ownership Audit: Confirm all API keys, accounts, and credentials belong directly to your practice.

[ ] Staff Notification Verification: Verify practice manager/receptionist receives real-time push alert with dial link.

FREQUENTLY ASKED QUESTIONS

Q: Can Outlook send a follow-up sequence by itself?

A: No — Outlook rules fire on arrival or schedule sends for messages you wrote. A timed multi-day sequence needs your CRM's
sequence feature or a workflow tool. Rules still help: use them to flag unreplied mail.

Q: Is there a free way to do follow-up sequences?

A: Yes: Gmall + a free Make scenario (1,000 credits/mo) covers a light-volume 3-touch sequence. For heavier volume, your CRM's built-in
sequencer is usually the cheaper path than per-task tools.

Q: How many follow-ups before it feels like spam?
A: Three is the standard: instant acknowledgment, a day-3 check-in that adds something useful (a link, a slot, a short answer), and a day-
7 closing note. Past three with no reply, a human should decide whether to keep trying.

Source: dgfcorporations.com/fixes/automate-email-follow-up-sequences/ - Free to use, modify & deploy = Master Client Ownership - Zero Agency Retainers
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