
Minutes Approval 

Date: [Insert Date] 

To: [Board Members' Names] 

From: [Your Name] 

Subject: Approval of Minutes from Last Board Director Meeting 

Dear Board Members, 

I hope this message finds you well. Enclosed are the minutes from the last Board Director 

meeting held on [Insert Date]. Please review the attached minutes for accuracy. 

We kindly request your approval of these minutes by [Insert Deadline Date]. If you have any 

amendments or suggestions, please share them before the deadline. 

Thank you for your attention to this matter. Your prompt response will be greatly appreciated. 

Best regards, 

[Your Name]  

[Your Position]  

[Trade Association Name]  

[Contact Information] 


