Example 
YAB 1-2 Weeks from Call 
Youth Toolkit 
Hello YABies!
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Our [month of meeting] is just under [# of weeks away] and will be held on [Day, date and time of call], 12 – 2 p.m. EST/ 10 a.m. – 12 p.m. MDT/ 9 – 11 a.m. PDT!
Materials will be sent out to review, as the meeting draws closer.

During our call: We ask you have your cameras for our presenters, as it helps them to gauge your initial thoughts and reactions to their presentation. Please be on time, and prepared to engage by reading materials for this meeting ahead of time. 

Speakers & Presentations:
[Speaker Name] – [Project/ Topic presenting on]
[# of minutes to present]

Zoom information for the meeting:
[Include all information regarding location of the meeting]
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