
Streamlined Communication Template for 

Board Members 

Date: [Insert Date] 

To: [Board Member Name] 

From: [Your Name] 

Subject: [Subject of Communication] 

 

Dear [Board Member Name], 

I hope this message finds you well. The purpose of this communication is to keep you updated 

on [specific topic or project]. Here are the key points: 

• Point 1: [Brief description] 

• Point 2: [Brief description] 

• Point 3: [Brief description] 

If you have any questions or need further information, please feel free to reach out to me 

directly. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


