Board Meeting Minutes Approval

Date: [Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Official Approval of Board Meeting Minutes
Dear [Recipient's Name],

I am writing to formally submit the minutes of the board meeting held on [Meeting Date] for
your official approval.

Meeting Details:
Date: [Meeting Date]
Time: [Meeting Time]

Location: [Meeting Location]
Attendees: [List of Attendees]

Summary of Discussions:

[Brief summary of key discussions and decisions made during the meeting]

Action Items:
« [Action Item 1]
e [Action Item 2]
« [Action Item 3]

Please review the attached minutes and provide your feedback or approval by [Feedback
Deadline].

Thank you for your attention to this matter.
Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



