
Formal Introduction Letter 

Date: [Insert Date] 

To: [Board Member's Name] 

From: [Your Name] 

Subject: Welcome to the Board 

 

Dear [Board Member's Name], 

We are pleased to welcome you to your first meeting as a member of the [Board Name]. Your 

expertise and insights will be invaluable to our discussions and decisions. 

As a member of our board, you will play a critical role in guiding our direction and ensuring our 

mission is fulfilled. We are excited to hear your ideas and perspectives. 

The meeting is scheduled for [Date and Time], and will be held at [Location]. Please let us know 

if you have any questions or need assistance prior to the meeting. 

We look forward to your participation and to a successful collaboration. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Organization Name] 


