[Sender Name]
[Sender Title]
[Organization Name]
[Date]

To the Members of the Executive Board,
Subject: Notification of [Subject/Action Name]

This letter serves as formal notification regarding [brief description of the matter, e.g., a strategic
shift, policy change, or personnel update].

Key details regarding this matter include:

o [Effective Date: [Date]
e Reason for Action: [Brief explanation]
o Expected Impact: [Brief summary of outcomes]

Further documentation and a detailed report are attached for your review. We will address any
questions or required approvals during the upcoming board meeting scheduled for [Meeting
Date].

If you require any clarification prior to the meeting, please contact [Contact Person Name] at
[Phone/Email].

Sincerely,
[Signature]

[Typed Name]
[Title]



