Pre-Meeting Logistics for Strategic Planning

Dear [Recipient's Name],

As we prepare for our upcoming strategic planning meeting on [Date], please find the logistics
outlined below to ensure a productive session:

Meeting Detalils
o Date: [Date]

e Time: [Start Time] - [End Time]
o Location: [Meeting Room/Virtual Link]

Agenda
The agenda for the meeting will include:
e [Agenda Item 1]

e [Agenda Item 2]
e [Agenda Item 3]

Preparation

We kindly ask you to review the following materials prior to the meeting:

e [Document/Material 1]
e [Document/Material 2]

Action ltems

Please confirm your attendance by [RSVP Date] and let us know if you have any dietary
restrictions or require specific accommodations.

Looking forward to our collaborative efforts in shaping the future of [School Name].
Best regards,

[Your Name]

[Your Title]

[School Name]
[Contact Information]



