
Introduction Letter for Board Member 

Contribution Highlights 

Date: [Insert Date] 

[Recipient Name] 

[Recipient Position] 

[Organization Name] 

[Organization Address] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally introduce you to [Board Member 

Name], who is joining our board as [Board Member Role]. We are thrilled to have 

[him/her/them] on board. 

[Board Member Name] brings a wealth of experience in [briefly describe relevant experience or 

past roles] and has made significant contributions to [mention any relevant organizations or 

projects]. 

Some key highlights of [Board Member Name]'s contributions include: 

• [Contribution Highlight 1] 

• [Contribution Highlight 2] 

• [Contribution Highlight 3] 

We believe that [his/her/their] expertise will greatly enhance our board's effectiveness and 

support our mission of [insert organization's mission or goals]. 

Please join me in welcoming [Board Member Name] to our team. Should you have any 

questions, feel free to reach out. 

Thank you for your attention, and I look forward to our continued collaboration. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 



[Your Contact Information] 


