Weekend Out of Office Message Templates
Out of office auto-reply templates for weekends and after-hours, setting expectations for a reply on the next business day.
Short and simple
When to use: Use it when you want senders to know you will answer on the next working day.
Message
Thank you for your email. You have reached me outside of our normal [business hours], so I will not see your message until the next working day. I will reply as soon as I am back at my desk on [next business day]. If your matter cannot wait, please contact [contact name] at [contact email] for assistance. Otherwise, thank you for your patience, and I look forward to helping you as soon as the week begins again. Enjoy the rest of your weekend.
Shorter version
Thanks for writing. You have reached me after hours. I will reply on [next business day]. For urgent matters, contact [contact name] at [contact email].
Personalize
•  Set [next business day] to reflect Mondays and any public holidays.
•  State your [business hours] clearly so expectations are set upfront.
Detailed with return day
When to use: Use it when weekend email should queue for an honest early-week reply.
Message
Hello, and thank you for your message. Our office is currently closed for the weekend. Our standard [office hours] are Monday to Friday, and I will be back to respond on [next business day]. Any emails received over the weekend are answered in the order they arrive, so please allow up to [reply time] once we reopen. I value your message and want to give it proper attention rather than a rushed weekend reply. If you need help before then, [contact name] can be reached at [contact email]. Thank you for your patience, and I hope you are enjoying your time off.
Shorter version
Thanks for writing. We are closed for the weekend and reopen on [next business day]. Please allow up to [reply time]. Urgent matters go to [contact name] at [contact email].
Personalize
•  Spell out your [office hours] so senders know when the week resumes.
•  Keep [reply time] honest so early-week replies feel like a bonus.
With alternate contact
When to use: Use it when someone is genuinely reachable while you are offline.
Message
Hi there, thanks for getting in touch. It is currently the weekend here, so I am away from email and spending time away from work. I will be back online and will reply to you on [next business day]. If something needs attention before then, please reach out to [contact name] at [contact email], who may be able to help. For anything truly urgent, you can also try [second contact]. Otherwise, your message is safe with me and I will respond first thing next week. Thanks so much for your patience, and I hope you have a restful weekend too.
Shorter version
Thanks for writing. I am off for the weekend and will reply on [next business day]. Need help sooner? Contact [contact name] at [contact email], or [second contact].
Personalize
•  Only name [contact name] and [second contact] if they actually work weekends.
•  Keep the tone friendly so the after-hours reply still feels human.
Client-facing
When to use: Use it when after-hours client email should reassure without overpromising.
Message
Thank you for contacting us. Your message has reached us outside of business hours, over the weekend, when our team is offline. We will review your email and respond on [next business day], giving it the full attention it deserves rather than a hurried reply. We understand some issues cannot wait, so if yours is time-sensitive, please contact [contact name] at [contact email], or reach our [support line] for immediate help. We appreciate your business and your patience, and we will be in touch at the very start of the next working day to move things forward for you.
Shorter version
Thanks for writing. We are closed for the weekend and will reply on [next business day]. For urgent help, contact [contact name] at [contact email] or our [support line].
Personalize
•  Point urgent clients to a [support line] that is genuinely staffed.
•  Reassure them their issue is first in line on [next business day].
Internal-team
When to use: Use it when weekend or out-of-hours cover runs on an on-call rota.
Message
Hi team, you have reached me after hours or over the weekend, so I am offline and will pick this up on [next business day]. Please do not expect a reply before then. If something is genuinely urgent and cannot wait until the week starts, [on-call person] is covering out-of-hours issues and should be your first stop. For non-urgent questions, drop a note in [team channel] and someone around may respond sooner than I can. If it specifically needs me, flag [contact name] to hold it for my attention. Thanks, and enjoy the time away from the screen.
Shorter version
Offline for the weekend, back on [next business day]. Urgent items go to [on-call person]; general questions to [team channel]; hold anything for me with [contact name].
Personalize
•  Confirm the [on-call person] before the weekend so cover is real.
•  Keep [team channel] as the default so pings do not pile up on you.
Company-wide
When to use: Use it when the whole company is offline until the next working day.
Message
Thank you for contacting [company name]. You have reached us outside our [office hours], which run Monday to Friday during the working day. Our team is currently offline for the weekend, and your email will be answered when we return on [next business day]. All messages are handled in the order they are received, so you are already in the queue and nothing will be missed. If your matter is urgent and cannot wait for the next working day, please write to [contact email], which is monitored for emergencies. We appreciate your patience and look forward to assisting you at the start of the week.
Shorter version
Thanks for contacting [company name]. We are closed for the weekend, with [office hours] on weekdays, and reopen on [next business day]. Urgent matters go to [contact email].
Personalize
•  Make sure [contact email] is genuinely watched over the weekend.
•  Align [office hours] with what customers see on your website.
Free template from sem.chat  ·  https://sem.chat/templates/weekend-out-of-office-message
