Your Name

Your Position

Your Company
Address Line 1
Address Line 2

City, State, Zip Code
Email Address
Phone Number

Date: [Insert Date]

Board of Directors

Your Company
Company Address Line 1
Company Address Line 2
City, State, Zip Code

Subject: Approval of Minutes from [Date of Meeting]

Dear Members of the Board,

| am writing to formally approve the minutes from the board meeting held on [Date of Meeting].
After reviewing the document, | find that it accurately reflects the discussions and decisions

made during our meeting.

Should there be any amendments you wish to propose, please feel free to share your suggestions.
Otherwise, I consider these minutes to be officially approved.

Thank you for your contributions and commitment to our organization.

Sincerely,
[Your Name]
[Your Position]



