Formal Board Meeting Letter

Subject: Board Meeting Request - [Date]

Dear Board Members,

| am writing to formally request a board meeting to discuss several important matters that require
board attention and decision-making.

The proposed agenda includes:

- Review of quarterly financial reports

- Strategic planning initiatives

- Policy updates and approvals

- [Specific urgent matter]

- Executive committee recommendations

- New business items

Proposed meeting details:

Date: [Specific date]

Time: [Start time] - [End time]

Location: [Venue/Conference room]

Alternative: Video conference option available

Please confirm your attendance by [RSVP date]. If you have any additional agenda items, please
submit them by [deadline] so they can be included in the advance materials.

All relevant documents and reports will be distributed [number] days prior to the meeting for your
review.

If the proposed date doesn't work for the majority, please suggest alternative dates and | will poll the
board for the best option.

Thank you for your time and commitment to the organization.

Respectfully,

[Your Name]



[Secretary/Chair Title]

[Organization Name]

Get more templates here: https://www.lettersandtemplates.com/letters/meeting-request-letter




