
Sample Loan Emails 
 
When a sample order is first placed​, an email is sent to the customer detailing what they’ve 
borrowed and when they are due to be returned. It looks like this: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
4 days after​ ​the sample loan is added​, the customer is sent an email reminding them that the 
samples are due to be returned. It looks like this: 
 

 
 
A similar email gets sent to the branch at the same time. It looks like this: 
 

 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
7 days after​ ​the sample loan is added​ (3 days after the previous email), the customer is sent 
an email notifying them that the samples are now overdue to be returned. It looks like this: 
 

 
 
A similar email gets sent to the branch at the same time. It looks like this: 
 

 
After the first overdue email, the customer and the branch is sent this email​ every 3 days​ until 
the samples are returned. 
 
 
 
 
 
 
 



 
 
 
 
If some (but not all) samples are returned, future emails will only list the sample loans which are 
outstanding. For example, if this is the first overdue email... 
 

...and then Cotswold Bourton is returned to the shop (​and the system is updated​), the next 
email will look like this: 
 

 
 
Once all samples have been returned and the system is updated, no more emails will be sent to 
either the customer or the branch. 
 
 
 
 
 
 
 



 
 
 
 
Every Tuesday​, each branch will be emailed an overview of what sample loans are currently 
overdue. It looks like this: 
 

 
You will still get an email even if there are no loans currently overdue. It looks like this: 
 

 


