Sample Meeting Notice (Sent via Microsoft Outlook)
NOTE: This is only a sample.

To: WHPA Climate Optimized Roster
Cc: Guest Participants 
Subject: Feb 26th 11:00am PST WHPA Climate Optimized Building Codes & Equipment Committee Meeting
When: Wednesday, February 26, 2014 11:00 AM-12:00 PM (UTC-08:00) Pacific Time (US & Canada).
Where: [Enter FreeConferencing.com Dial-in and Code here.]
Importance: High
Dear WHPA Climate Optimized Building Codes & Equipment Committee Members and Guests:
Based on the Doodle Poll results, the next Conference Call Meeting is scheduled for Wednesday, February 26, 2014 from 11:00am to 12:00pm PST. 
The AGENDA includes the following:
· Roll Call – 5 min
· Approval of December 4, 2013 Meeting Summary Notes – 5 min
· “2014 Committee Goals Brief” Discussion and Approval – 45 min
· Next Steps – 5 min

Review documents will be sent in a subsequent email.
For Webinar Access: 
1. Please go to: [Enter Free Conferencing Link]
1. [bookmark: _GoBack]Enter Your Name and Email Address
1. Enter Password: [Enter Free Conferencing Password]
NOTE: The audio portion of the meeting will be recorded for notes purposes.
For Telephone access:
1. [Enter Conference Phone # Assigned from FreeConferencing.com.]
1. Enter Participant Access Code: [Enter Access Code]
This email notice should automatically provide buttons at the top of your screen allowing you to accept this meeting onto your calendar program or RSVP otherwise. If you encounter any difficulty with this notice, please let me know. My contact information is at the bottom of this email.

Best regards,
[Name and Contact Info]
