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Invitation Etiquette VILT Facilitator Guide

Producer:
Pre-work

● Add the facilitator’s name to the PowerPoint.

● Set up Zoom with settings of learners enter, they enter on mute.

● Prepare the mentimeter for slide 5

● Set up breakout rooms of 3-4 learners each

Facilitator
Pre-Work:

● Email the participant guide to those attending the training.

● Share the PowerPoint with the sound

Session 1

Slides Approximate Timing Topic

1-4 7 min Facilitator introduces module and goes over Course Objectives and Agenda

5 5 min Mentimeter

6-11 10 min Types of Invitations

12 6 min Breakout room discussion

13 5 min Break

14-19 10 min Matching invitations to events

20 5 min What to Include?
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21-24 12 min Breakout room scenario practice

25 4 min Q/A

26 3 min Conclusion

Total: 60 min

Slide
Duration

Facilitator Notes Slide Producer Notes

Slide 1: Welcome and Trainer Introduction

Play instrumental music as learners enter
the Zoom call.

Turn on your camera and welcome the
guests as they enter.

Display this slide when you are ready to start
the training.

Introduce yourself by providing:
● Your name
● Your position
● Your experience as a facilitator as an

event planner
● Any interesting and relevant facts

about yourself
● Every so often verbally welcome people

Assign the facilitator as a co-host
for Zoom.
Enable the share screen function
for all learners.
Share computer sound to play
welcoming music.
Allow learners in the training
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into the training session
● Make an announcement training will

start one minute prior to scheduled start
time

Say: “Event invitations offer so many options
nowadays. From traditional paper
invitations, to digital evites, it is hard to
know which is right for your event. Today
you’ll  get the lowdown on invitation
etiquette.”

Slide 2: Virtual eLearning Expectations

Read the slide.

Show learners where to find the raise hand
button: “Click the learners button and you
should see the raise hand button on the
bottom of the right-hand panel.”

Mute anyone that needs to be

muted throughout the course
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Slide 3: Agenda

Introduce that this lesson describes best
practices in selecting the best type of
invitations for their clients when planning
their events.

Tell them the training will be roughly 60 minutes

Q & A session will be at the end of the training

Read the agenda.

−

Slide 4: Learning Objectives

Read the learning objectives.
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Slide 5: Invitation Pros and Cons

Say: “Fun Facts: Traditionally, invitations
were used for social events by aristocrats in
high society and created a sense of
exclusivity by only extending invitations to
those who were “worthy”. It was considered
an honor just to receive an invitation and
great care was given when creating them
using calligraphy and wax seals.
Even today, you may wonder why formal
invitations commonly have two envelopes,
one inside the other and this is because
historically when they were handwritten for
larger households they would be delivered
by hand (usually by a footman) to a house
with extended family or other guests. The
household address would go on the outer
envelope so it would get to the correct place
and then once there, the family would open
and find the envelope to the recipient(s)
inside (as not everyone was always invited).”

Say: “We’ll start by discussing several
different types of invitations. This will be
your client’s first opportunity to make an
impression with their guests so it’s very
important that we guide them in the right
and most impactful direction. What kind of
invitation you send is determined by the kind

Do: Prepare the Mentimeter in
advance. Add the link into the chat.
Share the Mentimeter on the
screen
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of event it is and the budget your client
has.”

Ask: Now, I’d like you to click the link in the
chat where you’ll type up to three words to
describe your favorite or most requested
type of invitations.

Read some of the big bold words from the
Mentimeter to the group

Say: We will be discussing some if not all of
the invitations shared in the Mentimeter.

Slide 6: email/text

Read the slide.

Discuss pro and cons

Say: Emails  are easily buried and forgotten.
Personalization of your email will result in
50% higher open rates.
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Slide 7: Evite

Read the slide.

Discuss pros

Say other online options such as Facebook,
Paperless Post and Greenvelope

Slide 8: Evite

Read the slide.

Discuss cons

Say: “Electronic invitations are less formal,
less exclusive, and therefore less memorable
and urgent. But you can send regular
reminders, and easily track responses and
engagement.”

Slide 9: Handwritten

Read the slide.

Discuss pro and cons

Say: “They require time, money, and effort
on the part of the event planner. This makes
them impractical for large gatherings with
hundreds or thousands of guests.”

Compile a list of the calligraphers
shared in the chat to email to
learners
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Tell the learners to share the contact
information to their preferred calligrapher in
the chat

Slide 10: Fill in the blank

Read the slide.

Discuss pros and cons

Slide 11: Printed

Read the slide.

Discuss pros and cons

Say: “The impact of putting a physical
invitation in the mail is huge. The response
rate of direct mail is 5-9 times greater than
any digital method.”
“Mailing an invitation also emphasizes the
exclusivity of your client’s event.”
“Printed invitations are cheaper to produce
than written ones but still more expensive
than electronic invitations. They’re also less
exclusive than written invites, but more so
than digital ones.”

Compile a list of printers shared in
the chat to email to learners

Keep track of who raises their
hands and announce when they
can speak.
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Tell the learners to share the contact
information to their preferred printers in the
chat

Ask: Have you received any of these invites?
How did it make you feel about the event?
Raise your hand

Check the chat for any questions

5 minutes Slide 12 Breakout Room
Say: I’m going to put you all in breakout
rooms in a moment. The room will end and
bring you back.

I want you to think about a time you
received one of the invitations we discussed.
How did it make you feel about the event?
Were your feelings validated at the event?

Say: Let them know you’ll pop into different
groups and listen in and to just pretend
you’re not there.

Do: One minute recap - Say the great things
you heard.

Do: Set up breakout rooms of 3-4
learners. Set a 4 minute time limit.
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5 minutes Slide 13: Break

Announce the 5 minute break and give the
time they should return

Do: At the end of the break, ask if they have
any questions before moving on.

Let the facilitator know one minute
before the break is up

Slide 14: Match Invitations to Events

Discuss the importance of selecting the best
type of invitations for an event

Say: Whether you opt for a mailed paper
invite or a quick electronic message, it has to
match the general theme of the event.

Slide 15: email/text

Read the slide.

Discuss the types of events
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Slide 16: Evite

Read the slide.

Discuss the types of events

Say: Informal parties such as pool party,
game night and dinner party at a restaurant

Slide 17: Handwritten

Read the slide.

Discuss the types of events

Say: Written invitations are traditionally
issued for very exclusive events, such as
galas, and formal dinners.

Slide 18: Fill in the blank

Read the slide.

Discuss the types of events
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Slide 19: Printed

Read the slide.

Discuss the types of events

Ask: Tell us about a time you had to
encourage a client to use one of these forms
of invitations because what they wanted did
not match their event. Raise your hand.

Keep track of who raises their
hands and announce when they
can speak.

Slide 20: What to include

Do: Read the list of what must be included
on an invitation

Slide 21: Breakout Room

Do: Hold up the participant guide

Say: Now, in your participant packet you will
find 3 scenarios.
In breakout rooms, I want you to work with
your group and come up with how you

Do: Stay where you are and help
anyone that may be kicked out of
zoom or didn’t end up the in the
right room
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would handle each scenario using what
you’ve learned today.
I will be listening in, just pretend I’m not
there.
You should spend no more than 3 minutes
per scenario in order to get through them all
before time runs out

Slide 22: Scenario 1

Do: Read the question aloud
Ask the learners what they thought was the
best answer for this scenario. After one
answer, ask if anyone disagrees and why.

Answer: A or B

Do: Discuss why A or B would work

Do: Keep a close eye on the chat for
any questions

Slide 23: Scenario 2

Do: Read the question aloud
Ask the learners what they thought was the
best answer for this scenario. After one
answer, ask if anyone disagrees and why.

Answer: B

Do: Discuss B is correct

Do: Keep a close eye on the chat for
any questions
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Slide 24: Scenario 3

Do: Read the question aloud
Ask the learners what they thought was the
best answer for this scenario. After one
answer, ask if anyone disagrees and why.

Answer: the time of the wedding.

Say: This is an expensive mistake. It’s
important to proof your invites before
sending them to the printer. Always use a
checklist to make sure you don’t forget
anything.

Do: Keep a close eye on the chat for
any questions

Slide 25: Q/A

Say: There is about ___ minutes  left to
answer questions you may still have.

Do: Answer any questions that still remain.

Do: Read any unanswered
questions that you kept track of in
the chat. (time permitting)
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Slide 26: Conclusion

Do: Genuinely thank today’s learners.
Say: I hope you use what you learned today.
I will make a huge impact on  your business
and your clients will love your insight in
helping them select invitations.

There’s no wrong invite method; just one
that’s ineffective for your client’s guests.
Print methods are harder to track, but they
bring in a greater response. On the flip side,
online methods are cheaper (often free!)
and let you reach a broader audience. For
true success, always keep your ideal
customer or attendee in mind when
selecting an invite method.

You will receive an email with resources
(printers, calligraphers) compiled in today’s
training.

My email will also be in the email, feel free
to contact me with any further questions…
I’ll be happy to help.

Do: Keep watching the chat for any
last minute questions while
learners are exiting.
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