Date: [Insert Date]

To: [Board Member Name]

Subject: Invitation to Attend Board Meeting 4€** [Meeting Subject/Company Name]
Dear [Board Member Nane],

On behalf of the Board of Directors of [Company/Organization Name], I am pleased to formally invite you to attend the upcoming board meeting,
which is scheduled as follows:

e Date: [Insert Date]
e Time: [Insert Time]
e Venue: [Insert Location and Address]

The agenda for this meeting will cover the following key points:

1. [Agenda Item 1]
2. [Agenda Item?2]
3. [Agenda Item 3]
4. Other relevant matters

To ensure efficient and productive discussions, we have attached the relevant presentation materials and supporting documents for your review
prior to the meeting, Kindly take some time to go through the attached files:

o [Presentation Title 1
e [Presentation Title 2
¢ [Supporting Document Title

Your insights and participation are highly valued, and your preparation will contribute to effective decision-making. Please confirm your attendance
by [RSVP Date] by replying to this email or contacting [Contact Person & Email/Phone].

Should you have any questions regarding the agenda or the attached documents, do not hesitate to reach out.
We look forward to your participation.
Sincerely,

[Your Name]

[Your Position]
[Company/Organization Name]
[Contact Information]
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