
Board Meeting Reminder 

Dear Board Members, 

This is a reminder for the upcoming board meeting scheduled for: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location] 

Please ensure to review the agenda attached to this email prior to the meeting. 

Thank you for your attention, and I look forward to seeing you all there. 

Best regards, 

[Your Name] 

[Your Position] 


