
RSVP Request for Board Meeting 

Dear [Participant's Name], 

We hope this message finds you well. We are writing to formally invite you to the upcoming 

board meeting scheduled for [Date] at [Time]. The meeting will be held at [Location] / will be 

conducted via [Zoom/Google Meet/etc.]. 

In order to prepare adequately, we kindly ask that you confirm your attendance by [RSVP 

Deadline]. Please reply to this email or contact us at [Contact Information]. 

Your participation is vital to our discussions and decision-making processes. We appreciate your 

prompt response. 

Thank you, and we look forward to seeing you soon. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


