Public Announcement of Board Meeting

Date: [Insert Date]
To Whom It May Concern,

This is to inform you that a meeting of the Board of Directors of [Company Name] will be held
on [Insert Date] at [Insert Time]. The meeting will take place at [Insert Location].

Agenda:
e [ltem 1]
o [ltem 2]
e [ltem 3]

All members of the public are invited to attend. Please RSVP by [Insert RSVP Date] if you plan
to be present.

Thank you.
Sincerely,

[Your Name]
[Your Title]
[Company Name]

[Contact Information]



