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THINKING BOARD EVALUATOR :  BOARD NOTIFICATION EMAIL TEMPLATE
SUBJECT LINE:  COMPANY NAME Board Review Starting DATE
Dear [insert name]
We are about to begin an evaluation of the COMPANY NAME board.   This review will give us a comprehensive view of how our governance is working and where we have opportunities to improve.  The results of this review will be discussed at our board meeting in MONTH.

To complete our board review, we will be conducting an online assessment through Independent Audit’s Thinking Board Evaluator platform.

COMPANY NAME Board Review Schedule:
· We will begin the review on DATE.  
· The review will close on DATE.
· Board evaluation discussion during our meeting in MONTH

Using the Thinking Board Evaluator Platform:
Thinking Board Evaluator is a simple and secure online evaluation platform.  Here is a summary of the process and what you can expect:

1. Invitation Email:  On DATE, you will receive an invitation email from thinkingboard.support@ipitsi.com with the subject line Thinking Board – Please complete your self-assessment.   The email will contain a unique link that will direct you to our secure Thinking Board Evaluator assessment portal.
2. Log In:  You will be prompted to create your password to log in to the portal.  Please record the password in a secure place.
3. Instructions & Video:  After you log in, you will be able to access user instructions through a pdf and a brief video explaining the structure of the evaluation questionnaire. 
4. Complete the Questionnaire:  The survey should take approximately 20 minutes to complete.  Your responses will be anonymous.  Our deadline to complete reviews will be DATE.

Our goal for this process is to highlight areas where we might need to change our practices or look to develop them further, as well as to identify clearly the things that are working well that we must preserve.  I know that there is no need to encourage you all to be direct and open, but please don’t hold back in making suggestions, identifying strengths and any areas for improvement.  I particularly request that you expand on your scores with comments. 

Your participation is very much appreciated.  If you have any questions about the review or the questionnaire, please contact me at EMAIL or PHONE.
Kind regards,
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