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Purpose: 

· Be specific with your purpose.  Instead of “Planning Session,” you could state, “Planning our budget for the first quarter.”  
· Attach your agenda to your invitation, which gives more detail of the discussion topics.   

Place and Time: 

· Determine ahead of time where and when the meeting going to take place.  
· Avoid sending out invitation with a to-be-determine (TBD) message.  
· Provide clear instruction on the exact location.   

Pact: 

· Set expectations so you get the most responses as soon as possible with a level of commitment.  
· Set a cancellation policy by stating, “If you need to cancel, please call, or email me as soon as possible.”  You could also include a statement that states, “Upon acceptance of this invitation, you are expected to attend.” 
· Include a statement like this, “This meeting is a planning session, and your participation and idea-sharing will be greatly appreciated.”


Notes:
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