Coffee & Law Reminder Email Templates
Pre-written emails to nudge participants to schedule their chats


Template 1: Friendly First Reminder
Send 3-5 days after match if no meeting scheduled

Subject: Time for your Coffee & Law chat with [Match Name]?

Hi [Name],

Just a friendly reminder that you were matched with [Match Name] for this round of Coffee & Law!

Haven't had a chance to connect yet? No worries—everyone's busy. But we'd hate for you to miss out on meeting a great colleague.

A quick 15-20 minute coffee chat can make a real difference in building your network across the firm.

If scheduling is tricky, a video call works just as well!

Best,
[Your Name]


Template 2: Gentle Second Reminder
Send 7-10 days after match if still no meeting

Subject: Don't miss your Coffee & Law connection

Hi [Name],

This round of Coffee & Law matching is wrapping up soon, and we noticed you haven't yet connected with [Match Name].

We know schedules are demanding—but even a quick 15-minute virtual coffee can lead to valuable connections. [Match Name] is in [their practice area/office], so this could be a great opportunity to build a bridge to a different part of the firm.

If this round just isn't going to work, no pressure—you'll be matched with someone new next time.

Best,
[Your Name]


Template 3: Re-Engagement (Inactive Participants)
Send to participants who have missed 2+ rounds

Subject: We miss you at Coffee & Law!

Hi [Name],

We noticed it's been a little while since you've participated in Coffee & Law. We totally understand—life gets busy!

Just wanted to check in and see if there's anything we can do to make the program work better for you. Some quick options:

1. Different matching frequency? Let us know your preference.
1. Prefer virtual-only chats? We can note that in your profile.
1. Want to be matched with specific groups? We can adjust your preferences.

If you'd like to pause your participation for now, just reply to this email and we'll take you off the active list (you can rejoin anytime).

Otherwise, we hope to see you in the next round!

Best,
[Your Name]


Template 4: Host Responsibility Reminder
Send to the designated 'host' if meeting not scheduled

Subject: You're the host! Time to schedule your Coffee & Law chat

Hi [Name],

You've been designated as the host for this round's Coffee & Law match with [Match Name]. That means the ball's in your court to reach out and schedule!

Here's a quick template you can use:

Hi [Match Name],
We've been matched for this round of Coffee & Law! I'd love to find 15-20 minutes for a quick coffee chat. Would any of these times work for you?
[Option 1]
[Option 2]
Looking forward to meeting you!

Need help? Just reply to this email.

Best,
[Your Name]
