Reminder Email: 
 
Good morning! 
  
Lots of important information is in this email so please read thoroughly. 
  
WE REALLY NEED YOUR HELP to keep our CAP development moving forward.  We have a meeting scheduled for DATE from TIME to TIME, at the LOCATION.  At the meeting, [[restate meeting’s purpose and desired outcomes – framed for the audience’s interest]].  To provide time for all of us to prepare to hit the ground running, please ____________(include any “to-do” that will help if done ahead of time).  
  
Together, ______ County partners are making important decisions about how we address local needs and reduce nutrient loading to our waterways.  We need your involvement to develop our Clean Water Countywide Action Plan.  Our DATE meeting agenda and materials are attached to this email.  

Here are the steps you can take to come prepared to make the most of this meeting: 
1.   Review the DATE meeting agenda (attached) 
2.   Review the DATE meeting summary (attached) 
3.   Review the _______ documents attached
4.   Mark your calendar for future meeting dates: DATE; DATE; DATE 

We look forward to seeing you and our other partners on DATE!  Please RSVP to NAME by DATE to let us know you are coming.
  
Thank you and have a great day! 
 
 

