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[Full name of housing co-op or letterhead]
[Date of notice]
Template - Notice of Board Meeting – Termination for Arrears 
The notice should be given in this form to the member at least 7 days clear of the meeting, i.e. do not count the day the notice is given, but do count the day of the meeting. (per Rule 26.4)
[Full legal name of the member]
[Full co-op address]

Dear [full legal name of the member],
TAKE NOTICE that a meeting of the directors of [full name of housing co-op] will be held as follows 
Meeting Date: [Date]
Time: [Time]
Location: [Meeting location and address]
for the purpose of considering a resolution to terminate your membership in the co-op for non-payment of [occupancy charges/payment plan/money owed to the co-op] in the amount of $[0.00] [for the month[s] of [insert month or months]. 
You are entitled to attend this meeting, either personally or by or with an agent or counsel, to make submissions at the meeting.

Sincerely,
[Full name of] the Board Secretary [or other officer]
[Full name of housing co-op]
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