
Quarterly Board Meeting Announcement 

Dear [Board Members/Team], 

We are pleased to announce that our upcoming quarterly board meeting is scheduled for [Date] 

at [Time]. The meeting will be held at [Location] and will also be available via [Zoom/Video 

Conference Link]. 

The agenda will include: 

• Review of quarterly financials 

• Updates on ongoing projects 

• Strategy planning for the next quarter 

• Open floor for questions and concerns 

Please make it a priority to attend, as your input is invaluable. If you are unable to join us, kindly 

let us know in advance. 

Thank you, and we look forward to your participation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


