
Letter of Agenda Distribution 

Date: [Insert Date] 

To: [Board Director's Name] 

From: [Your Name] 

Subject: Agenda for Upcoming Board Meeting 

Dear [Board Director's Name], 

We are pleased to provide you with the agenda for the upcoming Board of Directors meeting 

scheduled for [insert date] at [insert time]. The meeting will be held at [insert location]. 

Agenda 

1. Welcome and Introductions 

2. Approval of Minutes from Previous Meeting 

3. Financial Report 

4. Committee Updates 

5. New Business 

6. Next Meeting Date and Adjournment 

Your participation is essential for our discussions and decision-making. Please review the agenda 

ahead of the meeting and come prepared with any materials you may need. 

If you have any questions or additional items for the agenda, feel free to reach out. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Position] 

[Trade Association Name] 

[Contact Information] 


