
Letter Template: Communication 

Enhancement 

Date: [Insert Date] 

[Board Member Name] 

[Board Member Title] 

[Organization Name] 

[Organization Address] 

Dear [Board Member Name], 

I hope this message finds you well. As we strive to enhance communication within our board, I 

would like to propose some initiatives that could improve our collaborative efforts and decision-

making processes. 

1. **Regular Updates**: Implementing bi-weekly updates to keep all members informed about 

ongoing projects and key developments. 

2. **Feedback Sessions**: Organizing quarterly feedback sessions to address concerns and share 

insights among board members. 

3. **Communication Platform**: Exploring a dedicated platform for sharing documents and 

facilitating discussions to ensure everyone has access to important information. 

I believe these steps will foster a more cohesive environment and ensure that all board members 

are engaged and informed. I welcome your thoughts on these suggestions and any additional 

ideas you may have. 

Thank you for your attention to this important matter. I look forward to your feedback. 

Sincerely, 

[Your Name] 

[Your Title] 

[Organization Name] 


