
Board Alert 

Date: [Insert Date] 

To: [Recipient Name/Title] 

From: [Your Name/Title] 

Subject: Important Public Announcement 

Dear [Recipient Name], 

We are reaching out to inform you of an important public announcement that requires your 

immediate attention. The board has decided to officially announce [describe the announcement 

briefly, e.g., a new initiative, a policy change, an upcoming event]. 

This announcement will be made public on [insert date] during [describe the event or platform, 

e.g., a press conference, company website, social media]. We believe that it is crucial for all 

board members and stakeholders to be aware of the details and prepared for any inquiries that 

may arise. 

Please find attached the detailed information regarding this announcement. 

Thank you for your attention to this matter. Should you have any questions, do not hesitate to 

reach out. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


