
Logistics Confirmation for Board Meeting 

[Your Company Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Date: [Insert Date] 

To: [Recipient Name] 

Position: [Recipient Position] 

[Company/Organization Name] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We are writing to confirm the logistics arrangements for the upcoming board meeting scheduled 

on [Date] at [Time]. The meeting will be held at [Location]. 

Meeting Details: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location] 

• Attendees: [List Attendees] 

• Agenda: [Brief Agenda Summary] 

Please ensure that all necessary materials are prepared in advance and that any technology 

required for presentations is functioning prior to the meeting. 

If you have any questions or require further information, please do not hesitate to contact us. 

Thank you for your attention to these arrangements, and we look forward to seeing you at the 

meeting. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company Name] 


