Date
Dear Participant Name: 

You are enrolled in the Coaching Job Skills workshop on Date, located at Location. The workshop will start promptly at Time and will last until Time. 

As a part of this very unique program, we will be combining sections of the classroom program and the online program. The online program will follow the classroom portion of the program as ongoing reinforcement. The agenda for the combined online and classroom program is as follows:

INSERT YOUR AGENDA/TIMELINE FOR COMPLETION HERE.

In order to get started with the online program, please contact me for your User ID, Password, and instructions for auto registration.

(INCLUDE ANY COMPANY-SPECIFIC COMPUTER INSTRUCTIONS HERE, SUCH AS LOCATION OF LEARNING LAB, NAME OF TECHNICAL PERSON, ETC). 

Should you have any questions about completing the online program, please contact me at: Your email address. You will also be able to communicate with me and your workshop classmates through the online campus email system. Your training with this program will be greatly enhanced by using the online program as ongoing reinforcement.

I look forward to hearing from you online and seeing you in the classroom workshop on
               Date.

Sincerely,

Your name
Title

