Advisory Board Letter of Agreement example – adjust to suit your situation

[Date]
[Name]
[Address if required]

Dear [Name],
We are pleased to invite you to join the Advisory Board of [the organisation/company].
This letter outlines the nature of your appointment and our shared expectations. This appointment is a contract for services and is not a contract of employment. 

Role and Purpose
The Advisory Board exists to [support better decision-making by:
· identifying opportunities
· testing ideas
· assessing risks
· maintaining an independent and objective perspective
· providing advice to the Board of Directors].
The Advisory Board is advisory only. It does not have decision-making authority. Final decisions remain with the Board of Directors and management.
[The organisation/company] may accept or decline any recommendation.
The Advisory Board will operate in accordance with its Terms of Reference.

Your Contribution
As a Member of the Advisory Board, you are expected to:
· prepare for and attend meetings
· contribute constructively to strengthen Board decision-making
· respect differing views
· act in good faith and provide advice with the interests of 
· [the Company/organisation] in mind
· ensure clarity on the problems being addressed and seek clarification where needed
You are expected to comply with any relevant policies, protocols or Terms of Reference provided to you, including any applicable code of conduct, media, privacy, information security or health and safety requirements.
Your role on the Advisory Board is non-governing and advisory in nature.
Your appointment is [for a period of 24 months], commencing from the date of this letter.
Either you or [the organisation] may bring this arrangement to an end by [providing one month’s written notice.]

Meetings
The Advisory Board is expected to meet [at least four times per year.]
We expect you to attend meetings unless you are reasonably unable to do so. 
Meeting notes and agreed actions will be shared with [the Board of Directors and/or Sponsor] within seven days.

Advisory Board Leadership
The [Chair of the Board of Directors] acts as the sponsor of the Advisory Board.
If an Advisory Board Chair is appointed, they will work with [the Sponsor and CEO] to:
· set meeting agendas
· facilitate effective discussion
· ensure actions are recorded and followed up
· act as the link between the Advisory Board and the Board of Directors

Fees
You will receive [an annual fee of $[X] + GST (if applicable).]
This will be paid [in 12 equal instalments] upon receipt of an invoice submitted at least seven working days in advance.
You are responsible for your own tax, ACC and other statutory obligations arising from the fees paid under this appointment.
Reasonable expenses will be reimbursed only if approved in advance by [the Sponsor/company/organisation] and supported by appropriate records.

Confidentiality
You may have access to confidential, commercially sensitive or personal information of [the company/organisation], where necessary to fulfil your role. 
We ask that all information received in your capacity as an Advisory Board Member is treated as confidential and:
· used only for Advisory Board purposes
· not shared outside [the company/organisation] without prior approval
This expectation continues after your involvement with the Advisory Board ends.
At the end of your appointment, or earlier if requested, you must return or securely delete any confidential information held by you, except to the extent you are required by law to retain it.

Conflicts of Interest
We ask that you avoid situations where your personal interests may conflict with those of [the company/organisation].
Any actual or potential conflicts should be disclosed promptly in writing to the Sponsor and managed as agreed with the Sponsor and [the company/organisation].
You must not participate in discussion of, receive information about, or advise on a conflicted matter unless the Sponsor has approved an appropriate way to manage the conflict.
Advisory Board Members:
· do not have authority to bind [the company/organisation]
· do not approve expenditure
· do not direct management or staff
· do not make public statements on behalf of [the company/organisations] 
· are not acting as agents of [the company/organisation]

This letter does not create an employment, partnership, or agency relationship.

Acceptance
If you are happy to accept this appointment, please sign below.
We are very much looking forward to working with you.

Yours sincerely,
[Board Chair / Sponsor Name]
For and on behalf of [the company/organisation]

Accepted:

Signature: ________________________
Name: ________________________
Date: ________________________



For Advisory Board Chair Role

As Advisory Board Chair, we expect you to:

· provide facilitative leadership
· ensure balanced participation
· support the Sponsor where requested, by advising on the skills and perspectives that would strengthen Advisory Board composition 
· work with the Sponsor and CEO to identify key issues for discussion and oversee agendas, actions, and meeting notes 
· support effective engagement between the Advisory Board, Sponsor, and CEO
· lead an annual review of Advisory Board effectiveness, including reviewing the Terms of Reference at least every two years
