Hi Team:

Here is the last minute information about our strategic planning session at (club name) next (day, date). We are expecting roughly 15 participants.

1. Please review the assignments and let me know right away if you have any concerns.

· Introduction – 
· PowerPoint and Intro writing – 

· Extractor – (two names)
· Scribes – (two names)
· Dot Exercise –
· Summarizer – 
· Action Plan - 
· Closing– 
2. The location is (address).  (Directions or parking instructions.  
3. I have verified that they have a room, tables, supplies, projector and food planned.  All the important stuff.

4. I am planning on meeting (name) (Club Coordinator) there at 4:30 pm to make sure of the accommodations, etc. Please try to arrive by then so we can quickly go over any issues, make sure the computer and projector work, etc.

5. I will bring my computer with the PowerPoint presentation and a copy of the PowerPoint presentation on a USB flash drive that I can plug into someone else’s computer in an emergency.  Does someone have a laptop they can bring just in case?

6. I will bring the items listed below: (or ask others to do).

· Camera

· Extra supplies: dots, flipcharts, tape, scissors, flipchart stands, markers

· Assignment sheet for session

· Tent Cards updated for club

· Dreaming exercise

· Cheat sheet, updated for club, to match dreaming exercise

· Evaluation sheets

7. To review facilitation materials, go to the Resource link for Pam Russell's year on the district webpage.  Please review the materials particularly for your area of responsibility.

If you have questions, want to change roles, etc., please contact me.  I look forward to seeing you all there

Thanks

