Dear ___________,

Thank you for choosing Peak Adventures for your teambuilding needs.  My name is ____________ and I will be your Team Lead for your program on _________.  I tried calling earlier today and left you a voicemail.  I would like to touch base with you about your program and prepare both of us for your teambuilding day.
I have/have not received a Goals and Expectations Sheet from you and from that I have a few questions for you to help me write an itinerary and plan your day. (If you still need to turn in your G&E Sheet you may email it directly to me.  A copy of this, and all documents, can be found on our website at http://www.peakadventures.org/team_development/booking.php at the bottom of the page):
1.  Do you have a preference of what time your group eats lunch?  We try to keep lunch time close to what the participants are used to. (optional, usually for school groups) 

2. Are you still looking to bring ____ Participants?
3. Do any of the participants have any special accommodations that we should know about? 
4. Have any of the participants visited our Challenge Center before? (optional)
Lastly, I have a few reminders for you:
1.  Everyone that comes to the Challenge Center (participants AND chaperones) must fill out our waiver, medical form, and photo release.  All minors must have a parent or guardian signatures on their forms.  If you need a copy of that please see our website.  All waivers must be brought with you the day of your program. 
2. Sac State charges for parking on campus.  You may choose to park off campus and walk in (please allow ample time for this), choose to pay for parking, or get dropped off.  You can purchase a daily parking permit ($7.00 per car) at the welcome kiosks at either entrance of the school.  
Please reply to this email or call me at ___________ at your earliest convenience so we can both be prepared for the day.

I look forward to meeting you and your group on ___________ at ________.

