
Board Meeting Agenda Notification 

Date: [Insert Date] 

To: [Board Members' Names] 

From: [Your Name/Position] 

Subject: Notice of Board Meeting 

Dear Board Members, 

Please be informed that a board meeting has been scheduled for [Insert Date] at [Insert Time]. 

The meeting will be held at [Insert Location/Virtual Link]. 

Agenda: 

1. Call to Order 

2. Approval of Previous Meeting Minutes 

3. Financial Report 

4. New Business 

5. Old Business 

6. Open Floor for Questions 

7. Adjournment 

Please make it a priority to attend as we will be discussing important matters. Let us know if you 

will be attending. 

Thank you, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


