
Notice of Quarterly Board Meeting 

Date: [Insert Date] 

To: All Board Members 

From: [Your Name/Position] 

Subject: Notice of Quarterly Board Member Meeting 

Dear Board Members, 

This is to formally notify you of the upcoming quarterly board meeting, scheduled for: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location] 

The agenda for the meeting will include: 

• [Agenda Item 1] 

• [Agenda Item 2] 

• [Agenda Item 3] 

Please confirm your attendance by [Insert RSVP Date]. Your participation is crucial for our 

discussions and decision-making processes. 

Thank you and looking forward to seeing all of you there. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


