
Board Meeting Announcement 

Date: [Insert Date] 

To: [Board Members] 

Dear Board Members, 

This is to formally announce a board meeting to be held on [Insert Date] at [Insert Time]. The 

meeting will take place at [Insert Location]. 

Please note that this meeting will be conducted under executive session, and therefore, 

attendance is limited to board members only. 

The agenda will include, but is not limited to, the following items: 

• [Agenda Item 1] 

• [Agenda Item 2] 

• [Agenda Item 3] 

Your participation is crucial, and I appreciate your prompt confirmation of attendance. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


