Follow-Up from Board of Directors Meeting

Date: [Insert Date]

To: [Board Member's Name]

From: [Your Name]

Subject: Follow-Up on Board Meeting Actions and Decisions
Dear [Board Member's Name],

Thank you for your valuable contributions during our recent board meeting on [insert meeting
date]. We appreciate your input and engagement on the various matters discussed.

As a follow-up, we want to summarize the key points addressed and the action items assigned:
e Action Item 1: [Description of the action item and responsible party]
e Action Item 2: [Description of the action item and responsible party]

e Action Item 3: [Description of the action item and responsible party]

We aim to have updates on these items by [insert deadline]. Please feel free to reach out if you
have any questions or need further clarification.

Thank you once again for your commitment to [Company/Organization Name].
Best regards,

[Your Name]

[Your Title]

[Company/Organization Name]
[Contact Information]



