[bookmark: _GoBack][Insert Agency Logo]

[Insert host Office Name] 
cordially invites you to the
INSERT NAME 
Mentoring Luncheon

[Insert Date]
[Insert Time]

[Insert Building and Room Location]
[Insert Street Address]
[Insert City, State, Zip Code]

Join the [Insert Event Name] Flash Mentoring Luncheon hosted by the {Insert Name] in partnership with the [Insert Co-Host or Partners]. Engage with top [Insert Agency Name] and [Insert disability community as an example] leaders about strategies to obtain employment and to advance in Federal service.   
Topics to be covered include:
Topic #1:  Introductions 
Topic #2:  [Sample: Tools and Strategies for Employment and Advancement]
Topic #3:  [Sample: Greatest Employment Challenges and Accomplishments]
Please RSVP via email to [Insert Point of Contact Name] at [Insert email address] by the close of business [Insert date]. Seating is limited and will be provided on a first come, first served basis via confirmed registration.  Participants will receive a confirmation calendar invite with additional information and guidance for the event.
Reasonable Accommodations
[Insert agency name] is committed to ensuring all programs are accessible and inclusive of individuals with disabilities. Sign language interpreting will be provided.  All other requests for reasonable accommodation must be submitted to [Insert reasonable accommodation point of contact] by close of business, [Insert date].  
Additional mentoring resources can be found on the [Insert agency name] [Insert agency mentoring resource web page]. 
