Example email
YAB Day of Call 
Toolkit Resource
Good Morning  YABies!

[image: How to Protect Your Meetings: Zoom, Teams, WebEx and More - Shen Milsom &  Wilke]

Our [Insert month] meeting is TODAY – [Day of the week, month, day], [time of call including different time zones if national ]
All call information including power point, and materials is attached to this email. Please review these prior to the call and be prepared to discuss!

Presentations:
Insert Presenter Name- Insert topic of discussion
[Insert how long the presentation will be] minutes

Remember it is important to turn our cameras on during presentations, as it helps the presenter gauge your initial reactions to their questions. 
[Include meeting information such as a zoom link]
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