
MODULE 5, EX 6
INVITATION LETTER WORKSHEET

Use this as a guide, along with the sample letter I’ve provided, to create
your own version. Try to stick to this general flow, but of course, your offer
letter will sound wildly different from mine or anyone else’s.

That said, feel free to lift what you want from what I provide in terms of
how I structure the entire document, paragraphs, sentences etc. AND, of
course, alter it as makes sense for your program and your voice.

Keep the text formatting simple. You can pop your logo up at the top if you
like/have one, use larger fonts, boldface, and extra space as needed for an
easy read, but don’t worry about making it super fancy. You’ve seen what
mine looks like!

Don’t worry about the length. 4-5 pages is great. If there’s a lot to say,
and/or you use a larger font and spacing, it can be longer.

Remember… you will be getting on the phone with people. This does NOT
have to be a complete listing of every detail.

Remember the PURPOSE of this sales asset: Educate and excite your
potential client so that if it’s the right fit, they message you back with
confirmation that they want to schedule a call with you.

Part 1: Presenting… My Amazing Program!

● Feel free to open with a salutation: Hello! Welcome! Thanks for your
interest! Hi, Beautiful, or whatever else feels authentic, if you like. Or
skip it.

● Share your excitement that they are interested: I’m so excited you want
to learn how to… or, I’m so excited to show you how to/help you...

● Introduce your program, using your offer statement!
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● This part is 1-2 sentences (if you feel compelled to write a second line
after your offer statement, go for it!)

● In this section, you set the tone, which is essentially: Here’s what I’ve
got, I think it’s awesome, and you’re invited if it’s right for you.” It’s an
unattached sharing vibe, not a selling vibe.

Part 2: Here’s the Full Offer + Bridge

● Here is where you get to explain more about what your offer is. What’s
the purpose of it, what are the big take-aways? The basic terms of the
program, i.e.: What is it?

● You get to start sharing some of the nuances of what they receive here
● Then, you can speak to what having that juicy thing will PROVIDE for

them. It’s the perfect place to use future-pacing. For example, you can
use phrases like, “imagine having xyz.”

● You can allude to the longer term benefits here too that happen
beyond your Front Door Program (you can use phrases like, “ultimately
leading you to have xyz.”)

● You get to explain the BRIDGE here too (just the basics, unless it really
requires some deeper explanation). You might introduce this by saying,
“So how do we do this? Or how does this all happen?” And then write a
sentence or two.

● You do not explain all the specific benefits or logistics of the program
yet. Stay big picture.

● You can spend a page or two on this section.

Part 3: Examples or Testimonial Stories (optional)

● These support and give examples of the benefits you just described
above.

● Just pick some stories of clients, no need to use actual quotes here, that
would be distracting in this context. There are other places for full on
testimonials and linking to websites etc.
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● Bring them back to the offer statement after these, just say it in a
different way!

Part 4: Walk them through the Juicy Benefits

● Now pull out 5-8 really juicy benefits, which are essentially
mini-solutions to each of their problems that you provide in your
program.

● You also want to future pace here, help them envision actually doing
this. For example, you can use phrases like, “By the end, you’ll have or
you’ll walk away with or your tool belt will be full of...”

Part 5: The Secret Wow, The Deeper Magic
(optional)

● This is a fun part. It’s not essential, so don’t get stuck here if you can’t
figure it out.

● Here, you get to dive a little deeper into the bigger transformation or
shifts that happen as part of this program, like what’s really going on
underneath it all!

● You can also see this as the unexpected magic or bonus benefit of
doing this work.

● You *can* briefly bring in your Point of View: your analysis or critique of
why things feel crappy for them, and how it is meant to be different...
how doing this work with you circumvents or challenges the status quo
to bring them what they truly want.

● Let this thing really put them over the edge on joining :)
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Part 6: The Deets

● Start with an overview of the goal of the program, just to recap and
remind them. Repetition is good!

● Then walk folks through what the program is like. This is another
opportunity to bring people into the experience, instead of just listing
bullet points like a sales page. So it’s like, “First, you’ll receive x. Then,
you’ll learn how to y, then at our retreat, you’ll get to z.”

● You can do this as a narrative, or you can add in some bullet points if
you like. It depends how complex or simple it is.

● You’ll want to list the dates here, too. You do NOT need to assign a topic
to each call, you can keep it simple and say “we meet every Wednesday
at 10AM PT for 9 weeks.”

● If you do an FAQ (see below), this can be the first FAQ. Or it can be its
own section.

Part 7: Who This Will Work Best For

● This is where you filter out folks who are not the right fit.
● You want to get on the phone with people who are likely to be

successful in your program, so here is where you get to share all of the
things they need to be successful in your program, including where
they’re at on your journey. It’s not a value judgement, it’s simply what’s
necessary for success in the allotted time.

● If you do FAQs, this can be part of your FAQs.

Part 8: FAQ (optional, especially in your first draft)

● Answer common questions you know they’ll ask.
● If you aren’t sure, no worries, skip this part. You’ll get on phone calls,

they’ll start asking questions and you can add those to this PDF as you
go.
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● This part is not about busting objections, it’s really just giving info.

Part 9: Offer/Investment

● In this section, you are going to simply and cleanly lay out the fee.
● Start by reminding folks of the VALUE of this work (they may have

gotten lost in some details in the last couple sections). So you’ll want to
connect the dots, sum it back up, and re-state your offer statement (in
yet another way!)

● You also want to show how this investment is a COMPLETE no-brainer.
You do this by showing them how they are (or could be) wasting time,
energy, money, heartache, etc on solutions that don’t work.

● And you want to be SPECIFIC. Obviously, as a biz coach, I can use
specific numbers. But even if you can’t use specific dollar amounts, look
at where else you can name what they will NOT be wasting their time,
energy, money on. Of course, don’t go on and on about how much life is
costing them without this -- it’ll sound so fake and sales-y, but do use
some potent examples of the things people are doing that your
program will put an end to.

● For example you could say something like, “instead of spending dozens
of late-night hours on the computer trying to do this yourself,” or “you
could go out and buy xyz expensive, commonly used service that might
make you feel “slightly” better” or “you could keep on having heart
wrenching arguments with your partner…” “But what if  you jumped in
and spent XXX and saved yourself the trouble?!”

● Better yet to have a short list of these things! They may also track to
some or a large extent with your “without” statement. This is the stuff
they want to avoid that COSTS them in a variety of ways.

● Then, you can do any kind of payment plan you want. You can
incentivize the pay-in-full if you want the cash, or you can incentivize
the payment plan if you want recurring income. It’s up to you and
depends on your needs and goals.

● One thing to note is that when you create a BIG gap between the
pay-in-full and the payment plan, you often end up favoring folks with
the privilege to be able to pay in full. It’s a good example of inequity in
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the coaching industry and how folks with more money get to save even
more, while folks with less money continue paying more.

● If you have bonuses, you can list them here. Bonuses can be time-based
(“if you sign up within two days of our chat, you’ll receive”), or they can
be pay-in-full bonuses (“if you pay in full by XX date”). Some folk don’t
do a dollar discount for paying in full, but will add a BONUS when folks
pay in full. Others use bonuses to keep folks moving toward a decision.
Some folks call it a “decisiveness” bonus. I am not a fan of false urgency,
but deadlines help to keep energetic loopholes closed and knowing
how many spots are full, so I use them -- and also will be flexible on
them as needed.

● Guess what! This one can be an FAQ as well, instead of its own section.
It’s really up to you, but the benefit of doing FAQs is that it keeps the
most important stuff in the first few pages, above the FAQ section, and
then separates out all these little logistical things, like when things are
and how much they cost. It can make it flow more smoothly. Again,
either way is fine.

Part 10: Next Steps, How To Join Etc.

● The final section (or FAQ) is, “How do I join?” or “What next?”
● Assuming you are hopping on the phone with people to make sure it’s

a good fit, here’s what you do.
● Keep next steps simple: For example, “message me back after you read

this and confirm that you want to set up a time to talk about joining,
and we’ll set that up. I look forward to hearing from you!” Or even
better, “Please send me a message if you want to XYZ (your outcome!)
and we’ll set up a time to chat!”

● Share whatever urgency is LEGIT. Like don’t make it up. But if there are
really only 8 spots, and there is really a deadline, or the bonuses only last
until early bird is over, make that clear here.
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