Communication Framework for Board
Activities

Date: [Insert Date]

To: [Board Member Name]

From: [Your Name]

Subject: Communication Framework for Upcoming Board Activities

Dear [Board Member Name],

As part of our ongoing commitment to effective governance and transparency, we are
implementing a Communication Framework that will guide our interactions and information

sharing regarding board activities. This framework is designed to enhance collaboration, ensure
timely updates, and clarify the roles and responsibilities of each board member.

Key Components of the Communication Framework:

o Regular Updates: Scheduled updates will be provided on a bi-weekly basis via email.

o Meeting Agendas: Agendas will be shared at least one week in advance of each meeting.

o Feedback Mechanism: A dedicated email address will be available for members to
submit feedback and suggestions.

« Documentation: Meeting minutes and relevant documents will be made accessible on
the board portal promptly after meetings.

We believe that this framework will improve our communication and help us achieve our goals
more efficiently. Your input is invaluable, and we encourage you to share any thoughts or
suggestions you may have.

Thank you for your continued commitment to our board and its initiatives.

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



