Personal Email Invitation

Hello (Name),

I thought you might be interested in a workshop that two colleagues and I are organizing (If applicable, add: “to mark International Personal and Business Coaching Week” and give the dates.)  The workshop is called (insert title) and it is for people who want to (insert info., ex: “choose, change, or re-energize their careers to create more fulfilling and satisfying work life.”)  

It will be held on (insert date) at (insert location), and best of all, it’s FREE! The attached flyer has all the details (attach flyer or include more details here).

(insert program description and highlights. For example: “We plan to cover areas such as core values, natural talents, personality style, and life vision to help participants identify and begin to close the gap between their current and ideal careers. The workshop will also include a live coaching demo and opportunities to sign up for a complimentary 30-minute session with a career coach.”)

We’d love to have you join us. If you have questions or need additional information, please feel free to contact me. Hope to see you there! (or, suggest they contact you to register).

Take care!

