
Board of Directors Meeting Notice 

Date: [Insert Date] 

To: [Board Member Names] 

From: [Your Name] 

Subject: Notice of Board Meeting 

Dear Board Members, 

This is to formally notify you of the upcoming Board of Directors meeting scheduled for [Insert 

Date] at [Insert Time]. The meeting will be held at [Insert Location/Virtual Platform]. 

Agenda: 

• [Agenda Item 1] 

• [Agenda Item 2] 

• [Agenda Item 3] 

Please make every effort to attend. If you cannot attend, kindly notify us in advance. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


