Best Practices for Board Correspondence

Date: [Insert Date]

To: [Board Member's Name]

From: [Your Name]

Subject: Best Practices for Effective Board Correspondence

Dear [Board Member's Name],

| hope this message finds you well. |1 would like to take this opportunity to share some best

practices for effective correspondence with the board to ensure clarity, professionalism, and
efficiency in our communication.

1. Clarity and Conciseness

Ensure that your messages are clear and to the point. Avoid jargon and complex language.

2. Timeliness

Send correspondences well in advance of meetings or deadlines to allow ample time for review
and response.

3. Respectful Tone

Maintain a professional and respectful tone in all communications, regardless of the subject
matter.

4. Structured Format

Use a structured format for longer documents, including headings and bullet points for easier
readability.

5. Follow-Up
Don't hesitate to follow up if you have not received a response within a reasonable timeframe.

Thank you for your attention to these best practices. By adhering to them, we can enhance our
communication and make our board meetings more productive.

Sincerely,



[Your Name]

[Your Position]



