
Executive Brief for Board Members 

Date: [Insert Date] 

To: Board of Directors 

From: [Your Name], [Your Title] 

Subject: [Insert Subject] 

Executive Summary 

[Provide a brief overview of the key points that will be addressed in the brief. This should be 

concise and to the point, summarizing the main topics of discussion or decision-making.] 

Background 

[Briefly outline the context or reasons for this executive brief. Explain why the board is being 

asked to consider this information.] 

Key Highlights 

• [Highlight 1] 

• [Highlight 2] 

• [Highlight 3] 

Recommendations 

[Provide specific recommendations for the board to consider based on the information presented. 

Be clear and actionable.] 

Conclusion 

[Wrap up the brief with a final thought or call to action for the board members. Encourage 

discussion or decision-making as appropriate.] 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


