Public Announcement from the Board of
Directors

Date: [Insert Date]

To: [Target Audience/Stakeholders]

Dear [Stakeholders/Team/Community],

We are writing to inform you of an important development regarding [briefly state the topic, e.g.,
"the upcoming annual general meeting™]. As the Board of Directors, we believe it is essential to
keep our stakeholders informed and engaged in our decisions and direction.

On [insert date], we will be holding our [annual general meeting/important meeting] at [insert
location or indicate if it will be virtual]. During this meeting, we will discuss [list key agenda

points or topics of discussion].

We encourage all stakeholders to attend as your input is vital in shaping the future of
[Organization Name]. Please find the detailed agenda and additional information attached.

Thank you for your continued support and partnership.
Sincerely,

[Your Name]

[Your Position]

Board of Directors
[Organization Name]

For inquiries, please contact us at [insert contact information].



