
[Your Organization's Letterhead] 

[Date] 

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

Subject: Agenda for Upcoming Board Meeting 

I hope this letter finds you well. As we prepare for our upcoming board 

meeting scheduled for [Date] at [Time], I would like to share the 

proposed agenda for our discussions: 

1. **Call to Order**  

 - Confirmation of quorum  

 - Approval of previous meeting minutes  

2. **Financial Report**  

 - Review of financial statements  

 - Discussion on budget adjustments  

3. **Committee Updates**  

 - [Committee Name] report  

 - [Committee Name] proposals  

4. **Old Business**  

 - Updates on previously discussed items  

5. **New Business**  

 - Presentation on [New Topic]  

 - Discussion on strategic initiatives  

6. **Open Forum**  

 - Questions and feedback  

7. **Next Steps**  

 - Summary of action items  

8. **Adjournment**  

Please feel free to add any additional topics you believe should be 

included in the agenda. We value your input and look forward to a 

productive meeting. 

Thank you for your attention. 

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Contact Information] 


