
Board Meeting Follow-up Announcement 

Dear Board Members, 

Thank you for your participation in our recent board meeting held on [Date]. We appreciate your 

valuable insights and engagement during the discussions. 

This is a follow-up to outline the key points discussed, decisions made, and action items 

assigned: 

Key Discussion Points: 

• [Discussion Point 1] 

• [Discussion Point 2] 

• [Discussion Point 3] 

Decisions Made: 

• [Decision 1] 

• [Decision 2] 

Action Items: 

• [Action Item 1] - Assigned to [Name] - Due by [Date] 

• [Action Item 2] - Assigned to [Name] - Due by [Date] 

We look forward to our next meeting scheduled for [Next Meeting Date]. Please feel free to 

reach out if you have any questions or need further clarification on any matter. 

Thank you once again for your dedication and hard work. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


