Recruiting Sales Email Templates
Six warm recruiting sales email templates for staffing firms selling to hiring clients -- an inquiry reply, a service pitch, a follow-up, a proposal, a re-engage, and a close.
Inquiry reply
When to use: Send it quickly after a hiring client enquires, while their hiring pain is top of mind.
Subject
Thanks for reaching out, [first name]
Email
Hi [first name],
Thanks for getting in touch about the [role] search. Great to hear from you, and I would rather understand the role properly than send you a generic pitch about [your agency].
Roles that push a team to call an agency are usually hard for a specific reason, so it helps to know yours. What has made this one tough to fill at [company], and how long has the seat been open? What happens if it stays open another quarter?
Once I understand what you are really up against, I can tell you honestly whether we are the right fit and how we would approach it. If we are not, I will say so.
The next step is [next step] whenever suits you. What is driving the urgency on this hire?
Best,
[your name], [your agency]
Service pitch after intro call
When to use: Send it after a first call, to turn interest into a clear picture of how you would deliver.
Subject
How we would run the [role] search
Email
Hi [first name],
Thanks for the call; it was genuinely useful. Rather than send a generic overview of [your agency], I have written how we would actually approach the [role] search for [company], based on what you told me.
The short version: we would focus on the specific reason this role has been hard, source against the must-haves you named, and keep you close with a shortlist you can judge on real candidates, not promises. You would have one point of contact throughout, which is me.
I would rather be measured on people than on a pitch, so we can start small and you can decide from there. If we are not delivering, you will know quickly.
The next step is [next step]. What matters most to you in how an agency works?
Best,
[your name], [your agency]
Follow-up after no reply
When to use: Send it a few days after a proposal or call with no reply, to nudge without pestering.
Subject
Still here on the [role] search
Email
Hi [first name],
I have not heard back since we last spoke about the [role] search, which is completely understandable; hiring is one of a hundred things on your plate right now.
No pressure at all. I mostly want to know whether this is still live so I can either get moving for [company] or step back and stop landing in your inbox. Either answer is genuinely fine by me.
So, quickly: if the role is still open and you want help, just say go and I will start. If it is on hold, tell me and I will check back later. And if you have decided to handle it another way, a one-line no lets us both move on cleanly.
If it is still on, the next step is [next step]. Otherwise I will follow up once more by [timeframe] and then leave it with you.
Best,
[your name], [your agency]
Proposal and terms
When to use: Send it once fit is clear, to lay out how you work, what it costs, and how you guarantee it.
Subject
Terms for the [role] search
Email
Hi [first name],
As promised, here are the terms for the [role] search so you have everything clearly in front of you. Nothing hidden, and I am happy to talk through any line.
Our fee for this search comes to [amount], and I have set out exactly what it covers, the timeline you can expect, and the guarantee that stands behind a placement. I would rather be upfront about all of it now than have a surprise sour the relationship later.
I know engaging an agency is a real commitment, so we can structure this to lower your risk and let [company] judge us on the first shortlist. If the terms need adjusting to fit how you buy, tell me.
The next step is [next step]. What questions do you have on the terms?
Best,
[your name], [your agency]
Re-engage a past client
When to use: Send it when a past client has a likely new need, to revive a relationship that already works.
Subject
Been a while, [first name]
Email
Hi [first name],
It has been a while since we worked together, and I wanted to reach out properly rather than let a good relationship go quiet. I still think back to the [role] placement we got right for [company].
I am not writing with a generic we-are-hiring note. I reached out because your team looked like it might be growing again, and if there is a search on the horizon, I would love to be the first call. We already know how each other works, which saves us both a lot of time.
If nothing is open right now, that is completely fine, and I would just like to stay in touch. If something is brewing, even loosely, I am happy to help you think it through.
The next step is [next step] whenever it is useful. How is the team shaping up these days?
Best,
[your name], [your agency]
Kickoff and close
When to use: Send it when the client has terms and just needs to say go, to make starting effortless.
Subject
Ready to start the [role] search?
Email
Hi [first name],
You have the terms and the plan, so let me just ask plainly rather than keep circling: shall we start the [role] search for [company]?
If yes, the next step is [next step], and I can be sourcing within a day so you feel momentum straight away. I would rather show you real candidates quickly than talk about process any longer.
If it is a no or a not yet, that is genuinely fine, and I would value knowing why so I am not chasing something that is not there. And if a small thing is holding you back, tell me and I will sort it.
I am not going to invent a deadline to rush you. I would just rather get you great people than leave a good role sitting open. What are you thinking?
Best,
[your name], [your agency]
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