Sample Email to Everyone:
Good Morning Everyone,
 We are so excited to see everyone in a few weeks in Phoenix, Arizona for our annual planning meeting! 
To ensure a smooth team building process, we wanted to make sure you had all the relevant information on team formation for you to review prior to joining us in June.  
As Ellen previously noted, this year we will be selecting our Facilitator Teams on Day 1, to give everyone more time to work in their teams and have more time for planning. 
Prior to arriving, please take a look at the different programs that we are offering this year, the descriptions and dates and come prepared with your top 4 rankings. 
Link to Program descriptions. 

What will help you:
1. Do you need manager approval before picking dates for this year? If so, please consider soft balling some of these dates to your manager beforehand.
1. Knowing which programs will work with your schedule (as best as you can at this point).
1. Knowing which programs, you are interested in being a facilitator on and the ones that rise to the top of your interest level.
 
The goal is for everyone to be part of two (2) facilitation teams and also serve as an alternate on at least one (1) team by the end of our team formation. Below is the draft calendar that Ellen has previously shared in our SharePoint site including brief descriptions of the programs for you to reference.


We look forward to seeing all of you and safe travels! 
Barb, Ben, Beth and Michael



Sample Email to those who cannot attend:
Good Morning,
If you are receiving this email, it is because it was noted to us that you will be unable to join us in Phoenix this year for our planning meeting. We will miss all of you! 
During our planning time, we will be leading the group through team creation and would like to make sure we don’t miss the availability and interests of those or you that can’t attend.  If you are not going to be in attendance, please share as soon as you are able to: 
· The program dates that you are available for and your interest level in each in a 1st, 2nd, or 3rd ranking. 
· Please also let us know if you have done this training before.
· If you would like to be a Team Lead in that program or Site Lead. (The site lead is only necessary for Foundations Academy or Winning School Board Elections).  
· If you are willing to help with online content. 
We have attached all the programs to this email again for your reference. Here is the link. 
Please reply all so that we are able to track what you share. 
If you have any questions, please let us know,
Barb, Ben, Beth and Michael

Email sent on 3/14/2026
Good Morning, 
If you are receiving this email, it is because it was noted to us that you will be unable to join us in Phoenix this year for our planning meeting. We will miss all of you!  
During our planning time, we will be leading the group through team creation and would like to make sure we don’t miss the availability and interests of those or you that can’t attend.  If you are not going to be in attendance, please fill out this form as soon as possible.

We have attached all the programs to this email again for your reference. Here is the link. 
If you have any questions, please reply all so that we can assist you.

If you have any questions, please let us know.
Barb, Ben, Beth and Michael
