
Letter of Advice Regarding Board Director 

Financial Statements Processing 

Date: [Insert Date] 

To: [Board Director's Name] 

Position: [Board Director's Position] 

Company Name: [Company Name] 

Address: [Company Address] 

Dear [Board Director's Name], 

I hope this message finds you well. I am writing to provide guidance regarding the processing of 

financial statements as part of your responsibilities on the board. 

As you are aware, accurate and timely financial reporting is crucial for effective decision-making 

and compliance. Here are some key points to consider: 

• Ensure all financial data is collected systematically from all departments. 

• Regularly review financial documentation for accuracy and completeness. 

• Coordinate with the finance team for any discrepancies and updates. 

• Submit any required reports by the established deadlines. 

• Attend finance committee meetings to stay informed on financial matters. 

Should you have any questions or need further assistance, please do not hesitate to reach out. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


