
Board of Directors 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Considerations for Board Director Replacement 

 

Dear [Recipient's Name], 

As we move forward in the process of replacing [Outgoing Director's Name], it is imperative to 

consider several key factors to ensure a seamless transition and continued success of our board. 

Below are some considerations for the upcoming selection: 

• Qualifications: Review the skills and experience needed to fill the gap left by [Outgoing 

Director's Name]. 

• Diversity: Consider candidates that can enhance the diversity of our board in terms of 

gender, culture, and background. 

• Alignment with Vision: Ensure that the new director aligns with our company's vision, 

values, and strategic goals. 

• Commitment: Evaluate the candidate's willingness and ability to commit time and effort 

to board duties. 

• Network and Influence: Assess the candidate's ability to leverage their network for the 

benefit of the board and company. 

I recommend scheduling a meeting to discuss these considerations in more detail and identify 

potential candidates. Together, we can ensure a thoughtful and strategic approach to this 

important decision. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


