
Write your message template, include a subject line and body, but no recipient. I like to add one extra 
space at the end of the body.

I like to make the fields to customize is red so that I can’t overlook them.

Do not put in a signature line.

Go to File > Save As

Under the “Save as type” drop-down, select “Outlook Template (*.oft)”

How to Create an Email Template



Selecting the template format will automatically redirect you to Outlook’s “Templates” folder, so after 
you’ve selected the format, select the folder you want to save to.

Change the file name to something you can remember and save.

To use the template, I use file explorer to go to the folder where I saved it, then double-click on the 
template.



When you open a template, it will automatically add your signature line to the end. This is why you want
to make sure you delete the signature line before you save a template, or you’ll end up with two of 
them.

Enter your recipient and replace any custom fields with the relevant accountant information, and send.


