
Notification of Board of Directors Meeting 

Date: [Insert Date] 

To: [Board Member's Name] 

Subject: Notification of Upcoming Board of Directors Meeting 

Dear [Board Members/Board Member's Name], 

We are writing to notify you of the upcoming Board of Directors meeting scheduled for [Date] at 

[Time]. The meeting will be held at [Location/Virtual Platform Link]. 

The agenda for the meeting will include: 

• Opening Remarks 

• Approval of Minutes from Previous Meeting 

• [Additional Agenda Item 1] 

• [Additional Agenda Item 2] 

Please make it a priority to attend as we will be discussing critical matters that require your input 

and approval. 

Should you have any questions or need further information, please do not hesitate to reach out. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Organization Name] 


