
Appointment Letter 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are pleased to officially appoint you as [Position Title] on the Board of Executives of 

[Company Name], effective [Start Date]. Your extensive experience and leadership skills will be 

invaluable as we continue to strive for excellence. 

Your responsibilities will include but are not limited to: 

• Providing strategic guidance to the management team. 

• Overseeing the financial performance of the company. 

• Ensuring compliance with ethical standards and regulations. 

This appointment is in accordance with the terms and conditions outlined in the Board 

Governance Policy. Your involvement will be crucial to achieving our goals. 

We look forward to your contributions and successful tenure with us. 

Warm regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


