Board Meeting Annual Recap

Date: [Insert Date]
To: [Board Members' Names]
From: [Your Name]

Subject: Annual Recap of Board Meeting

Dear Board Members,

I hope this message finds you well. As we conclude another productive year, | would like to take
a moment to recap our annual board meetings and highlight key decisions and outcomes.

Meeting Highlights:

o Date of Meeting 1: [Details]

o Date of Meeting 2: [Details]

o Date of Meeting 3: [Details]
Key Decisions Made:

o [Decision 1]

e [Decision 2]

o [Decision 3]
Achievements:

e [Achievement 1]

e [Achievement 2]

e [Achievement 3]

Thank you for your commitment and contributions throughout the year. I look forward to our
continued collaboration and success in the upcoming year.

Sincerely,

[Your Name]
[Your Position]



