
Follow-Up on Recent Board Meeting 

Date: [Insert Date] 

To: [Board Member's Name] 

[Board Member's Position] 

[Company/Organization Name] 

[Address] 

Dear [Board Member's Name], 

I hope this message finds you well. I wanted to take a moment to follow up on our recent board 

meeting held on [insert date of the meeting]. It was a productive discussion, and I appreciate 

your insights and contributions. 

As a brief recap, we addressed the following key points: 

• [Point 1] 

• [Point 2] 

• [Point 3] 

Action items from the meeting include: 

• [Action Item 1] 

• [Action Item 2] 

• [Action Item 3] 

Please feel free to reach out if you have any further thoughts or questions regarding our 

discussions. Your feedback is invaluable as we move forward. 

Thank you once again for your commitment and participation. Looking forward to our next 

meeting on [insert date of next meeting]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 

[Contact Information] 


