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(Date)
(Address)
Dear (Name),

I am pleased to advise you of your appointment and would like to formally welcome you to the board of (organisation). 

Your background, qualifications and experience will add considerable value to our board and we offer you every opportunity to familiarise yourself with our board operations. I have enclosed a Board Manual including supporting documentation for your review. 

During your induction you will be given an overview on the following key areas:

· (Organisation’s) governance structure, history and culture of the board, 

· Your roles and responsibilities as a director, and
· Current board issues and the future direction of the organisation.
The board induction process will also include a meeting with myself, other directors and senior staff to answer any questions that you may have. 

We hope that with appropriate information and support you will soon feel like a valuable member of the team and be equipped to contribute to the operations of the board as effectively as possible. 

Once again welcome and I look forward to working with you as part of the (organisation) board. 

Yours sincerely, 

(Chairman / President)

(Organisation)
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