
Follow-Up on Club Board Meeting 

Date: [Insert Date] 

To: [Board Member Names] 

Dear Board Members, 

Thank you for attending our recent board meeting on [Insert Date]. It was a productive session, 

and your contributions were invaluable. Here are the key points that were discussed: 

• [Key Point 1] 

• [Key Point 2] 

• [Key Point 3] 

Action items and deadlines: 

• [Action Item 1] - Due by [Date] 

• [Action Item 2] - Due by [Date] 

• [Action Item 3] - Due by [Date] 

Our next meeting is scheduled for [Insert Date and Time]. Please mark your calendars. 

Best regards, 

[Your Name] 

[Your Position] 

[Club Name] 


