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EMP071  Letter inviting non-executive directorship 
 
 
 
On letterhead of the organisation or company: 
 
[Director name] 
[Director home address] 
 
Dear [ name ] 
 
[Company name] 
Invitation to a non-executive directorship 
 
It gives me great pleasure to invite you to join our board of directors.  The purpose of 
this letter is to set out what will be expected of you if you should accept the invitation. 
 
Let me say at the start that I regard it as essential to a good working relationship that 
you are fully aware of what we are, what we do and how we operate.  However, before I 
can give you confidential information, I know you will understand that we have to protect 
our position.  It would therefore seem sensible for you to sign a confidentiality letter as a 
preliminary to our full disclosure to you of information that would other wise be strictly 
confidential to the Board.  I enclose a draft letter for you to consider.  Perhaps you could 
return it to me with any suggested amendments, or signed and dated as it is. 
 
When the letter is out of the way, I suggest you spend a few hours each with Michael 
Smith and Mary Jones.  As you probably know, Michael deals with marketing and 
service development and Mary is our Finance Director. 
 
[I enclose a draft agreement to cover your appointment and a copy of the London Stock 
Exchange Listing Rules.  I have given considerable thought to the agreement and of 
course it is similar to that governing Margaret’s appointment.  Please let me know of any 
areas we need to discuss.  There is just one point I would like to emphasise at this 
juncture - that is compliance with the Listing Rules.  I am drawing your attention to the 
Rules at this point simply because compliance is so important.] 
 
[I enclose a draft agreement to cover your appointment.  I have given considerable 
thought to the agreement and of course it is similar to that governing Margaret’s 
appointment.  Please let me know of any areas we need to discuss.  Attached to it is a 
copy of the Model Code Of Practice For Board Members Of Advisory non-departmental 
Public Bodies.  Your compliance with the code will be most important to all of us.] 
 
Next, I would like to tell you how our board works.  I enclose very brief CV details of 
myself and my board colleagues.  As you can see, Keith, Michael and Mary are 
executive directors while Margaret and myself are non-executive.  We work [Here set 
out any relevant detail of the functioning of the Board]. 
 
I now look forward to hearing from you when perhaps we can arrange another meeting. 
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