Sample Facilitator Email for Sending Reports

Subject: Facilitated Meeting Scheduled for Project # |...]

PLEASE CONFIRM RECIEPT OF THIS E-MAIL

Hi Everyone,

Thank you all for your participation in the meeting regarding Project [....]. | have attached my
summary of that meeting to this e-mail.

Should you read something that you feel is an inaccurate representation of what was said in the
meeting, please be aware of the parameters stated below.

Respectfully,
Your Name & Contact Information

Guidelines for Amendments to Facilitated Meeting Reports:

1. First contact the facilitator. The facilitator will review their notes of the meeting.

2. If a correction or clarification is offered on something that occurred at the facilitated meeting, and is
reflected in the notes that the facilitator has (i.e. the facilitator mis-communicated in the report what
the facilitator has in the notes), the facilitator will then write an amendment to the report, which goes
out to the same people as the report.

3. Ifacorrection is based strictly on an objective fact (i.e. the facilitator got a name of a street wrong)
then the facilitator will then write an amendment to the report, which goes out to the same people as
the report.

4. If a correction or clarification is offered on something that for some reason is not reflected in the
facilitator's notes or that did not actually occur at the facilitated meeting, the facilitator will request
that a letter be written to the City Planner, by the person offering the clarification.

94



