Email & Out of Office Examples
With lobbies closing, schedules shifting, and many staff working remotely, it’s smart to take every chance you can to let your members know that your credit union is still open and able to take care of their financial needs. So, when an individual reaches out to you via email, take advantage of the opportunity … even if you’re not immediately available. It will serve you and your credit union well over the course of this crazy situation we find ourselves in.  

Here are two examples of automatic (out-of-office) email replies that you can adapt for your purposes.
Example 1

Thanks for your email! Due to the quickly evolving nature of the COVID-19 situation, there is a chance that <your credit union> is operating on an alternative staffing schedule. If you’ve emailed me between <your regular working hours> and I do not respond within one hour, please forward your inquiry to <your informational email or a colleague> or call <your credit union’s general service number>.

 

We would like to remind you that our online banking and mobile app with check deposit capabilities are available 24 hours a day, 7 days a week. We thank you for your membership and look forward to serving you!

Example 2

Thanks for writing. Due to COVID-19 and the recommendation of federal and state agencies, we have closed our branch lobbies for the health and safety of our staff and members as of <effective date>.  Please visit our website at <link to website> or Facebook page <link to page> for further updates. 
We will respond to your email once we are cleared to return to work. In the meantime, though, our online banking, ATMs, and drive-through are still open to serve you as best we can. 

Thank you for your patience and understanding as we all navigate these turbulent times.   
 
