
[Date] 

[Board Member Name] 

[Board Title/Position] 

[Organization Name]  

Dear [Board Member Name], 

On behalf of the leadership team, it is a pleasure to formally welcome you as we begin this new 

chapter in our organization's management. We are honored to have your expertise and guidance 

on the Board of Directors during this transition period. 

As we transition management responsibilities, our primary focus remains the stability and 

continued growth of [Organization Name]. We recognize that your oversight is vital to ensuring 

that our strategic goals are met and that we maintain the highest standards of governance. 

In the coming weeks, we will provide you with a comprehensive briefing package, which 

includes: 

• Updated organizational charts and reporting structures. 

• Current strategic initiatives and project statuses. 

• Financial snapshots and budgetary priorities. 

• A schedule for upcoming board briefings and management meetings. 

We are committed to full transparency and open communication. Should you have any 

immediate questions regarding the transition process or specific operational matters, please do 

not hesitate to reach out to [Contact Name/Transition Lead] at [Email Address/Phone Number]. 

We look forward to a productive partnership as we work together to drive the future success of 

the organization. 

Sincerely, 

[Your Name] 

[Your Title/Position] 

[Organization Name]  


