Board Meeting Logistics

Dear Board Members,

I hope this message finds you well. This is to inform you of the details regarding our upcoming
board meeting.

Meeting Details:

o Date: [Insert Date]
e Time: [Insert Time]

e Location: [Insert Location]

e Virtual Link: [Insert Zoom/Meeting Link]

Agenda:

Call to Order

Approval of Previous Minutes
Financial Update

Project Updates

Open Discussion

Next Steps and Adjournment
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Please confirm your attendance by [Insert Confirmation Deadline]. If you have any topics or
questions you would like to discuss, feel free to reach out to me.

Thank you and looking forward to seeing you all!

Best regards,

[Your Name]

[Your Position]

[Your Contact Information]



