
Board of Directors Meeting Call 

Date: [Insert Date] 

To: [Board Member Names] 

From: [Your Name] 

Subject: Call to Board of Directors Meeting 

Dear Board Members, 

I am writing to inform you that a meeting of the Board of Directors will be held on [Insert Date] 

at [Insert Time]. The meeting will take place at [Insert Location or specify virtual meeting 

details]. 

The agenda for the meeting will include the following items: 

• [Agenda Item 1] 

• [Agenda Item 2] 

• [Agenda Item 3] 

Please make it a priority to attend, as your insights and contributions are vital to our discussions. 

If you have any additional items to propose for the agenda, please send them to me by [Insert 

Deadline]. 

Thank you for your attention to this matter. I look forward to seeing you all soon. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


