
Request for Participation in Advisory Board 

Meeting 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally invite you to participate in our 

upcoming Advisory Board Meeting scheduled for [insert date] at [insert location or specify if it 

will be virtual]. Your expertise and insights would be invaluable to our discussions on [insert 

topics or agenda]. 

The meeting is expected to run from [insert start time] to [insert end time], and we will cover 

various areas including [briefly outline key discussion points]. We greatly value your perspective 

and believe your contributions could significantly influence our strategies moving forward. 

Please RSVP by [insert RSVP deadline] to confirm your participation. Should you have any 

questions or require further details, feel free to reach out to me directly at [insert your contact 

information]. 

Thank you for considering this invitation. We look forward to the opportunity to collaborate with 

you and benefit from your insights. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Contact Information] 


