
Official Notification of Board Meeting 

Date: [Date] 

To: [Board Member Names] 

From: [Your Name/Position] 

Subject: Notification of Board Meeting 

Dear Board Members, 

This is to inform you that a Board Meeting has been scheduled for [Date] at [Time]. The meeting 

will take place at [Location/Virtual Link]. 

Agenda: 

• [Agenda Item 1] 

• [Agenda Item 2] 

• [Agenda Item 3] 

Please ensure your attendance as we will discuss important matters relevant to the organization's 

operations and future direction. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


