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A collection of email templates tailored for the portrait 
photography business. Each template is designed 
to address specific client interactions, ensuring you 
maintain consistent and professional communication 
throughout your client’s journey. Additionally, 
accompanying each template are insightful tips to 
enhance your communication strategy. While these 
templates provide a solid foundation, they can be 
easily modified to align with your brand’s unique voice, 
aesthetics, and values, ensuring a personalized touch in 
every correspondence.



Response to Initial Inquiry
Subject: Thank You for Your Inquiry at [Your Photography Business Name]

Dear [Client’s Name],

Thank you for reaching out and expressing interest in our portrait photography services. We 
appreciate the time you’ve taken to visit our website and fill out our inquiry form.

Your request has been received and we’re excited to learn more about your photography needs. We 
aim to provide a personalized and memorable experience for all our clients.

Please expect a detailed response from us within the next 24-48 hours. In the meantime, feel free to 
browse our online portfolio or social media channels to get a better sense of our style and approach.

Thank you once again for considering [Your Photography Business Name] for your portrait 
photography needs. We look forward to the possibility of working with you.

Best regards,

[Your Name]
[Your Position]
[Your Contact Information]
[Your Photography Business Name]

Tip

Respond promptly and professionally. When a potential client reaches out with an inquiry, it’s 
essential to acknowledge their interest in a timely manner. A prompt and professional response not 
only conveys your dedication and professionalism but also sets the tone for future interactions. By 
providing clear timelines and additional resources, like your online portfolio, you give the client a 
sense of assurance and a glimpse into your work ethic. This initial communication is a crucial step in 
building trust and rapport with potential clients.
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Initial Contact Email
Subject: Let’s Discuss Your Portrait Session with [Your Photography Business Name]

Dear [Client’s Name],

Thank you for your interest in [Your Photography Business Name]. I’m thrilled that you’re considering 
us for your portrait photography.

I understand that you’re looking for more information about our services. I’d be happy to provide you 
with all the details you need to make an informed decision.

We offer a variety of portrait photography packages. Whether you’re looking for a solo portrait, a 
family session, or a special occasion shoot, we’ve got you covered.

I’d love to arrange a consultation with you to discuss what you’re looking for, explain our approach, 
and select the perfect package for your needs. Please let me know a date and time that works for 
you, and we can meet in person, have a phone call, or set up a video call

In the meantime, please feel free to reply to this email with any immediate questions or concerns you 
might have.

Looking forward to hearing from you soon.

Best regards,

[Your Name]
[Your Position]
[Your Contact Information]
[Your Photography Business Name]

Tip

Personalize and offer flexibility. When initiating contact with a potential client, it’s crucial to make them 
feel valued and understood. Personalizing your email by addressing their specific needs or interests 
can make a significant difference. Additionally, offering multiple modes of communication (in-person, 
phone, video call) showcases your flexibility and willingness to accommodate the client’s preferences. 
This approach not only demonstrates your commitment to customer service but also helps in building 
a strong foundation for a lasting client-photographer relationship.
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Pre-Session Email 
Subject: Your Upcoming Portrait Session with [Your Photography Business Name]

Dear [Client’s Name],

I hope this message finds you well. With your portrait session scheduled for [Date] at [Time], I wanted 
to touch base and provide some information to help you prepare for the day.

Firstly, I’m thrilled to have the opportunity to work with you and I’m looking forward to capturing some 
beautiful portraits. I’m confident you’ll love the results.

Here are a few tips to help you prepare for the session:

1.	 Clothing: Consider choosing outfits that reflect your personal style and are comfortable. Solid 
colors or simple patterns usually work best. Feel free to bring a few different options if you’d 
like.

2.	 Props: If there are any personal items or props you would like to include in your portraits, 
please feel free to bring them along.

3.	 Arrival Time: Please aim to arrive about 15 minutes early to allow for any last-minute 
preparations.

4.	 Relax: Most importantly, remember to relax and enjoy the experience. My goal is to capture 
natural and authentic portraits, and that’s easiest when you’re feeling comfortable and at ease.

If you have any questions or if there’s anything specific you’d like to discuss before the session, 
please don’t hesitate to get in touch. You can reach me directly at [Your Contact Information].

Thank you once again for choosing [Your Photography Business Name]. I’m looking forward to our 
session on [Date].

Best regards,

[Your Name]
[Your Position]
[Your Photography Business Name]

See Tip next page...
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Tip

Preparation is key. Before a portrait session, it’s essential to provide clients with clear guidelines and 
expectations. This not only ensures a smooth and efficient session but also helps clients feel more 
confident and at ease. By offering advice on clothing, props, and arrival time, you’re equipping your 
clients with the tools they need for a successful shoot. Additionally, a gentle reminder to relax and 
enjoy the experience can alleviate any potential nervousness. Open communication lines leading up 
to the session can further enhance the client’s comfort and trust, ensuring a positive experience for 
both parties.
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Post-Session Follow-up Email
Subject: Thank You for Your Portrait Session with [Your Photography Business Name]

Dear [Client’s Name],

I wanted to take a moment to thank you for your recent portrait session with [Your Photography 
Business Name]. It was a pleasure working with you and I hope you enjoyed the experience as much 
as I did.

I’m currently in the process of selecting and editing the best images from our session. I’m excited 
about the results and I believe you will be too. You can expect to receive your final images by 
[expected delivery date].

Once your images are ready, I will send you a link to a private online gallery where you can view and 
download them. If you’ve chosen a package that includes prints or other products, we will discuss the 
next steps at that time.

In the meantime, if you have any questions or if there’s anything else you need, please don’t hesitate 
to get in touch. You can reach me directly at [Your Contact Information].

Thank you once again for choosing [Your Photography Business Name]. I look forward to delivering 
your images and hope to have the opportunity to work with you again in the future.

Best regards,

[Your Name]
[Your Position]
[Your Photography Business Name]

Tip

Timely communication builds trust. After a portrait session, clients are often eager to see the results. 
A prompt follow-up email not only acknowledges their excitement but also sets clear expectations 
regarding the delivery timeline. By providing an estimated delivery date and explaining the next 
steps, you manage the client’s anticipation and ensure they feel informed. Additionally, offering 
an open line of communication for any questions or concerns further solidifies the client’s trust in 
your professionalism. This level of transparency and attentiveness can lead to repeat business and 
positive word-of-mouth referrals.
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Email Request for Testimonial or Review
Subject: We’d Love to Hear Your Feedback on [Your Photography Business Name]

Dear [Client’s Name],

I hope this message finds you well and that you’re enjoying your new portraits. It was a pleasure 
working with you and I truly appreciate your choosing [Your Photography Business Name] for your 
photography needs.

Your feedback is very important to us and it helps us continue to provide high-quality service. If you 
had a positive experience, we would greatly appreciate it if you could take a few minutes to leave a 
review on our Google Business Profile. Your review will not only help us improve our services but also 
help others understand the quality of work they can expect from us.

[Insert Link to Google Business Profile]

If you prefer, you could also send us a testimonial via email that we can feature on our website. Here 
are some questions that might help guide your testimonial:

•	 What was your favorite part of your experience with [Your Photography Business Name]?
•	 How did you feel about the final images?
•	 Would you recommend [Your Photography Business Name] to others? Why?

Thank you once again for choosing [Your Photography Business Name]. Your support means the 
world to us and we look forward to the possibility of working with you again in the future.

Best regards,

[Your Name]
[Your Position]
[Your Photography Business Name]

See Tip next page...
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Tip

Genuine feedback fosters growth. When requesting testimonials or reviews from clients, it’s essential 
to approach the topic with sincerity and gratitude. Clients are more likely to provide feedback when 
they feel their opinions are genuinely valued and will make a difference. Offering guidance, such 
as specific questions, can make the process easier for clients and result in more detailed and 
constructive feedback. Remember, positive reviews can significantly boost your business’s reputation, 
while constructive criticism can offer valuable insights for improvement. Always ensure that the 
process is as seamless as possible for the client, and express genuine appreciation for their time and 
effort.
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Email Template for Referral Thank You
Subject: Thank You for Your Referral to [Your Photography Business Name]

Dear [Client’s Name],

I hope this email finds you well. I am writing to express my heartfelt thanks for referring [Referral’s 
Name] to [Your Photography Business Name] for their portraits.

Your recommendation means a lot to me and is the highest compliment I could receive. It is clients 
like you who make my work so rewarding, and I am truly grateful for your support.

As a token of my appreciation, I would like to offer you [mention a special offer, e.g., a discount on 
your next session or a complimentary print].

Thank you once again for your trust and confidence in my services. If you have any questions or need 
assistance with anything, please do not hesitate to reach out.

Warm regards,

[Your Name]
[Your Photography Business Name]
[Your Contact Information]

Tip

Gratitude strengthens relationships. When a client refers someone to your business, it’s a clear 
indication of their trust and satisfaction with your services. Taking the time to express genuine 
gratitude not only acknowledges their effort but also reinforces the positive relationship you’ve built 
with them. Offering a token of appreciation, such as a discount or complimentary service, further 
emphasizes your gratitude and encourages continued loyalty. Remember, a simple act of saying 
“thank you” can go a long way in fostering long-term client relationships and ensuring continued 
referrals.
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Email Template for Announcing New 
Portraiture Type (e.g., Boudoir)
Subject: Introducing Boudoir Sessions at [Your Photography Business Name]!

Dear [Client’s Name],

I hope this email finds you well. I am thrilled to share some exciting news with you! [Your Photography 
Business Name] is now offering Boudoir Sessions!

Boudoir photography is a beautiful and empowering way to celebrate and capture your beauty and 
confidence. Whether it’s for a special occasion or just because, a Boudoir session is an experience 
you will treasure.

Here’s what you can expect from our Boudoir sessions:

•	 Professional makeup and hair styling
•	 Private studio setting
•	 Customized session
•	 High-quality prints and albums

To celebrate the launch of our Boudoir sessions, we are offering an exclusive [percentage] off for 
bookings made by [date].

I would be honored to work with you on this intimate and empowering photographic experience. If you 
have any questions or would like to book a session, please do not hesitate to reach out.

Warm regards,

[Your Name]
[Your Photography Business Name]
[Your Contact Information]

See Tip next page...
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Tip

Innovation keeps clients engaged. When introducing a new service or product, it’s essential to 
communicate its value and relevance to your clients. Highlighting the unique features and benefits of 
the new offering can pique their interest and encourage them to explore further. Special promotions or 
discounts related to the launch can also incentivize clients to try out the new service. Always ensure 
that your communication is clear, inviting, and emphasizes the experience and quality they can expect 
from your brand. Keeping your offerings fresh and updated not only attracts new clients but also re-
engages existing ones, ensuring continued business growth.

Email Templates 10



Email Templates 11

Email Template for Rescheduling
Subject: Rescheduling Your Portrait Session with [Your Photography Business Name]

Dear [Client’s Name],

I hope this email finds you well. I am reaching out to discuss the portrait session scheduled for 
[Original Date]. Due to [brief explanation, e.g., unforeseen circumstances], I will need to reschedule 
our session.

I understand that this may be inconvenient, and I sincerely apologize for any disruption this 
may cause. I am committed to providing you with the best experience and would like to propose 
[Alternative Date] for the session.

If this date does not work for you, please let me know your availability, and I will do my best to 
accommodate. Additionally, in case rescheduling is not an option for you, I have made arrangements 
with a highly skilled and trusted colleague who can conduct the session.

Thank you for your understanding and flexibility. Your satisfaction is my top priority, and I am here to 
assist in any way I can.

Warm regards,

[Your Name]
[Your Photography Business Name]
[Your Contact Information]

Tip

Always have a contingency plan. When you need to reschedule a session, it’s important to have 
alternative options ready for your client. This could include alternative dates or arranging for a trusted 
colleague to step in. Having a plan in place not only minimizes the inconvenience for your client but 
also demonstrates your commitment to their satisfaction and maintains your professional reputation.
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Email Template for Delivery 
Delay Notification
Subject: Update on Your Portrait Images Delivery from [Your Photography Business Name]

Dear [Client’s Name],

I hope you are doing well. I am reaching out to provide an update on the delivery of your portrait 
images.

While I had initially estimated that your images would be ready by [Original Estimated Delivery Date], 
unfortunately there’s going to be a slight delay. The new estimated delivery date is [New Estimated 
Delivery Date]. This delay is due to [brief explanation, e.g., additional editing required to ensure the 
highest quality].

I understand that you are eagerly awaiting your images, and I apologize for any inconvenience this 
delay may cause. Please be assured that I am doing everything I can to finalize your images as 
quickly as possible without compromising on quality.

Thank you for your understanding and patience. If you have any questions or concerns, please do not 
hesitate to reach out.

Warm regards,

[Your Name]
[Your Photography Business Name]
[Your Contact Information]

Tip

Be transparent and maintain communication. When there is a delay in delivering images, it’s 
important to communicate this to the client as soon as possible. Being transparent about the reasons 
for the delay and providing a new estimated delivery date can help manage the client’s expectations. 
Additionally, maintaining open communication lines allows the client to feel informed and valued, 
which is crucial for maintaining a positive client-photographer relationship.


