
Logistics for Board Strategy Session 

Date: [Insert Date] 

To: [Board Members/Participants] 

Subject: Logistics for the Upcoming Board Strategy Session 

Dear Board Members, 

We are looking forward to our upcoming strategy session scheduled for [Insert Date] at [Insert 

Location]. Below are the logistics details to ensure a smooth and productive meeting: 

Meeting Details: 

• Date: [Insert Date] 

• Time: [Insert Start Time] to [Insert End Time] 

• Location: [Insert Venue/Room Details] 

• Agenda: [Insert Agenda Summary] 

Travel Information: 

Please find below the travel details for those needing accommodation or transport: 

• Hotel: [Insert Hotel Name and Address] 

• Check-in: [Insert Date] 

• Check-out: [Insert Date] 

• Transport Arrangements: [Insert Transportation Details] 

Additional Information: 

Please confirm your attendance by [Insert RSVP Date]. If you have any dietary restrictions or 

specific needs, do not hesitate to reach out. 

Thank you, and we look forward to our collaborative efforts during the session! 

Best regards, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


