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Learner Email Sequence
For Private Programs, Membership, and 
Group Coaching
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Program 
Invitation Email
Whether a Hone program is 
a Private or Membership 
program, learners will 
receive this enrollment email 
when invited to a program.*

From: hello@honehq.com

Subject Line: 
You've been invited to enroll in *program 
name*

Date Sent: Varies

*A reminder (same email content) is sent 7 days after this 
email if the learner still has not responded for Private 
Programs.
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Enrollment 
Confirmation

Once a learner enrolls or is 
enrolled, they’ll receive this 
email confirmation.

From: hello@honehq.com

Subject Line: 
Congrats! You're enrolled in *program name*

Date Sent: Upon enrollment completion
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Class Reminders and Follow Ups
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Reminder: Day 
Before Class

Learners are prompted to 
review class content in 
advance. We also remind 
learners to reschedule if 
they’re unable to attend.

From: hello@honehq.com

Subject Line: Your class *class name* is 
tomorrow!

Date Sent: Day Before Class
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Personalized 
Weekly Learner 
Digest

Tailored summary of recent 
activity and upcoming 
actions that need attention 
from learners.

From: hello@honehq.com

Subject Line: Your Hone Tasks This Week

Date Sent: Weekly on Mondays
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Reminder: 
Day of Class

Five minutes before the class 
begins, learners are 
prompted to join.

From: hello@honehq.com

Subject Line: Join your *class name* class 
now!

Date Sent: 5 minutes before class start time
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Class Missed

If a learner misses a class, 
they are prompted to review 
the content or reschedule to 
another class option in your 
program if it is available.

From: hello@honehq.com

Subject Line: We missed you in *class name*

Date Sent: Upon class conclusion if learner 
did not attend
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More Emails
For Private Programs
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Waitlist 
Confirmation

If a learner joins the waitlist, 
they’ll receive this email 
confirmation. Waitlists are 
only offered for open 
enrollment programs.

From: hello@honehq.com

Subject Line: 
You're on the waitlist for *program name*

Date Sent: Upon joining the waitlist
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Waitlist Invite

When new groups are 
created for your program, 
waitlisted learners will 
receive this email 
notification.

From: hello@honehq.com

Subject Line: 
New times available for *program name*

Date Sent: Once a new group is available 
for enrollment
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Moving a Learner

If a learner is moved from 
one group to another 
through the admin platform, 
they receive this notification 
email.

From: hello@honehq.com

Subject Line: 
*admin name* moved you to a new date 
and time for *program name*

Date Sent: Upon move completion within 
admin platform
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Assessment Emails* 



© HONE GROUP INC.

Learner Assessment 
Invitation 
Sent after program 
completion when scheduled 
by the admin

From: hello@honehq.com

Subject Line: It’s time to take your Hone 
Impact Survey

Date Sent: Variable depending on 
configuration
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Learner Assessment 
Reminder 
Sent according to reminder 
schedule during assessment 
open period.* 

From: hello@honehq.com

Subject Line: Don’t forget to complete your 
Impact Survey

Date Sent: Variable depending on 
configuration

*Hone administrators may elect to send 
reminders to those who have not completed 
the assessment and can indicate the timing 
of these. 
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Colleague  Assessment 
Invitation 

Sent upon nomination* 

From: hello@honehq.com

Subject Line: Feedback requested by 
[[SUBJECT_NAME}}

Date Sent: Upon nomination by the learner

**Hone administrators may elect to send 
reminders to those who have not completed 
the assessment and can indicate the timing 
of these.  
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Assessment Results 
Ready  
After self evaluation and at 
least 2 colleagues have 
submitted responses.

From: hello@honehq.com

Subject Line: Your Assessment Results are 
Ready 

Date Sent: After self evaluation and at least 2 
colleagues have submitted responses.
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Membership Emails 
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Activation Email

Learners will receive a 
variation of this enrollment 
email.*

From: hello@honehq.com

Subject Line: 
You've been invited to enroll in *program 
name*

Date Sent: Varies

*A reminder is sent 7 days after this email if the learner still 
has not registered for a class.

** A learner only gets this if they are not invited to a 
program at the same time. 
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Membership 
Newsletter
Sent weekly on Tuesdays 
and Thursdays

From: membership@honehq.com

Subject Line: Upcoming Hone classes

Date Sent: Weekly on Tuesdays and 
Thursdays
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Group Coaching Emails 
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Prework Email

Learners will receive this 
enrollment email.*

From: Hone Support support@honehq.com

Subject Line: 
Prepare For Your Upcoming Group Coaching 
Program

Date Sent: Varies



© HONE GROUP INC.

Prework Email

Participants will receive this 
email with FAQs and 
recommended pre-work

From: Hone Support support@honehq.com

Subject Line: 
Prepare For Your Upcoming Group Coaching 
Program

Date Sent: About one week before the first 
session
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1:1 Coaching Program
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Welcome Email

*2 days before 1:1 Kickoff Orientation session

From: support@honehq.com

Subject Line:  Welcome to Your Coaching 
Program with Hone!

Date Sent: *2 days before 1:1 Kickoff 
Orientation
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Session Follow-up 
Email
*After 1:1 Kickoff Orientation session 
concludes

From: support@honehq.com

Subject Line:  Next Steps: Choose Your 
Coach

Date Sent: *After 1:1 Kickoff Orientation 
session concludes
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Reminder Email to 
Select Coach
*5 days from 1:1 Kickoff Orientation Session 
if participant has not booked their 1st 
Coaching Session

From: support@honehq.com

Subject Line:  Reminder to Select Your Coach

Date Sent: *5 days 1:1 Kickoff Orientation 
session
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Thank You


